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1. Introduction
Stoke on Trent College is committed to creating an environment where everyone is treated with dignity and respect and where diversity is valued. This document outlines the procedures relating to events involving the use of external speakers regardless of who is organising them.
It also details our approach to ensuring that we are protecting both staff and students and the reputation of Stoke on Trent College whilst following the legislation that we are responsible for upholding. This Policy is written with reference to the Prevent Duty contained within Section 26 of the Counter Terrorism and Security Act 2015. The Duty states that specified authorities including Further Education Colleges, in the exercise of their functions, must have “due regard to the need to prevent people from being drawn into terrorism”.
2. Objectives
2.1 To provide an environment where freedom of expression and speech are protected, balanced with the need to ensure that our community is free from harm and that incitement to hatred is never acceptable.
2.2 To provide a supportive, inclusive and safe space for learners.
2.3 To provide clearly defined and effective procedures to ensure that the law is upheld.
2.4 To collaborate with others to reach sound, evidenced judgments about proposed external speakers ensuring that the College can meet its legal obligations.
2.5 To encourage and provide a balance of opinion at any academic discussion or debate.
2.6 To communicate to all members, volunteers, staff and visitors, that it is our mutual responsibility to comply with equality and Safeguarding laws and that both Stoke on Trent College and the individual can be held liable if they contravene the law.
2.7 To provide clear instructions for organising an event with external contribution e.g. speaker, representatives, film and guidance for researching an external speaker.
3. Freedom of speech and expression
3.1 Freedom of expression and speech are basic human rights that are protected by law. Freedom of speech and freedom of expression are not absolute freedoms but freedoms within the law. Universities and colleges have a history of being open to debate and ideas, with students at the forefront of pushing the limits of freedom of expression. ‘Academic freedom’ is a term used to describe the law that allows for open and honest debate in an academic context.
3.2 However, we have a duty to ensure the safety and welfare of our staff, students and communities. The freedom to express views needs to be balanced with the need to secure freedom from harm for students and communities. We want all of our events, activities and initiatives to be safe, without risk to the reputation of the College and within the law.
3.3 Sometimes an external speaker or their topic of discussion has the potential to go against our conditions for a safe event. We’re committed to working together with event organisers and in some cases, external speakers themselves, to make sure that we reach a judgement that is reasonable, informed and within the law.
4. External speakers and their responsibilities
4.1 The terms ‘external speaker’ or ‘visitor’ is used to describe any individual or organisation who is not a learner or staff member from Stoke on Trent College or one of its contracted partners and who has been invited to speak to learners and/or staff. This includes any individual who is a learner or staff member from another institution. It also includes the main contact from any external venue hire client who is paying to use College facilities.
4.2 An ‘event’ is any event, presentation, visit, activity or initiative organised by a learner group/society, individual or staff member that is being held on the College premises or where the College is being represented by a stand on non-College premises e.g. at an exhibition, school event or fair. It also includes events where external speakers are streamed live into an event or a pre-recorded film is shown. It also includes activity being held on Stoke on Trent College premises but organised by external venue hire clients.
4.3 All speakers or visitors should be made aware by the person or group arranging the event (by referring visitors to this Policy on the College website) that they have a responsibility to abide by the law and the College’s policies, including that they:
4.3.1 Must not advocate or incite hatred, violence or call for the breaking of the law.
4.3.2 Are not permitted to encourage, glorify or promote any acts of terrorism including individuals, groups or organisations that support such acts.
4.3.3 Must not spread hatred and intolerance in the community and thus aid in disrupting social and community harmony.
4.3.4 Must be mindful of the risk of causing offence to or seek to avoid insulting other faiths or groups, within a framework of positive debate and challenge.
4.3.5 Are not permitted to raise or gather funds for any external organisation or cause without express permission of the Assistant Principal.
5. Guidance for Stoke on Trent College staff and students organising an event with an external speaker or venue hire client
5.1 The Assistant Principal must be informed of any events that involves external speakers through this procedure. No event involving any external speakers may be publicised or considered confirmed until the speaker has been cleared through the procedure detailed in this Policy. This includes advertisement through any social media platform.
5.2 Stoke on Trent College reserves the right to cancel, prohibit or delay any event with an external speaker if the Policy is not followed or if health, safety and security criteria cannot be met.
5.3 Any room booking / event organisation with an external speaker involved must be made no later than 14 days before the date of the event.
5.4 To ensure that all relevant information relating to an event is captured accurately and communicated effectively across the College, Stoke on Trent College has introduced a formal College Event Setup Form – Fill in form  for all events involving external speakers, visitors, VIP guests, or external venue hire clients.
5.5 The purpose of this process is to:
5.5.1 Ensure all relevant College departments are informed of upcoming events where required.
5.5.2 Support effective planning, safeguarding, health and safety, marketing, and operational arrangements.
5.5.3 Provide sufficient notice for the management of high-profile or VIP visitors to campus.
5.5.4 Improve the experience and welcome provided to external guests and visitors.
5.5.5 Enhance opportunities for positive promotion of College activity through marketing and social media channels.
5.6 All event information submitted through the College Event Setup Form will be reviewed and coordinated by the College’s administrative department, who will maintain a central events calendar to support communication and planning across the organisation.
5.7 As part of the revised process, all external speakers will also be required to complete an updated Guest Speaker Declaration Form. This form has been designed to thank speakers for contributing their time and expertise, simplify and clarify the College’s terms and conditions for guest speakers, capture relevant promotional information to support marketing and social media activity, and ensure compliance with safeguarding, Prevent, equality, and freedom of speech responsibilities.
5.8 The Guest Speaker Declaration Form (appendix 2) requires speakers to provide details including their name, organisation, job title, a short biography, description of the presentation or talk, relevant website and social media information where applicable, consent for the College to use promotional content and imagery, and agreement to abide by the College’s expectations regarding lawful and respectful conduct.
5.9 The revised process also aims to provide advance notice of any VIP visitors attending campus in order to support a positive welcoming experience and allow sufficient time for appropriate visibility and promotion through the College’s marketing and social media channels.
5.10 All guest speakers must confirm that they will not incite violence, racial hatred, or unlawful activity; will respect the rights and freedoms of others; will not make discriminatory or defamatory statements; and understand and support fundamental British values, including democracy, the rule of law, individual liberty, and mutual respect and tolerance for those with different faiths and beliefs.
5.11 The College reserves the right to cancel, prohibit, or delay any event where the required forms and procedures have not been completed or where safeguarding, health and safety, reputational, or legal concerns cannot be satisfactorily addressed.

APPENDIX 1: Approval Form for external room bookings of events with external speakers at Stoke on Trent College 
1.  Complete all boxes and ensure that you have signed the form
2.  Forward to Head of Learning and the Assistant Principal Student Experience to obtain consent.

	             NAME OF PERSON REQUESTING CONSENT: 

	            GROUP:    
25-35 
b




                                         
	GROUP SIZE: 

	             NAME OF PERSON TAKING RESPONSIBILITY FOR EVENT: 

	             NAME OF OUTSIDE SPEAKER(S):


	            ORGANISATION THEY REPRESENT:


	             ADDRESS OF ORGANISATION THEY REPRESENT:





     

                                  
                                        
 POSTCODE:
	Tel       TEL: 



  
Fford

	             Is there any known or likely media interest in the proposed event?  

	   YES/NO

	If th    Does the event booking support the College’s Equality, Diversity and Inclusion Policy?
	YES/      YES/NO

	Id tIf t Is there a concern that this event could cause community tension or impact on community cohesion / relations 
	              YES / NO
              If yes, please provide details:




	 A list of banned organisations under UK Law can be checked here:
           https://www.gov.uk/government/publications/proscribed-terror-groups-or-organisations--2
 
If an o  If the organisation is proscribed, do NOT proceed with the booking.  Contact the Assistant Principal Student Experience
            

















The l  A list of banned organisations under UK Law can be checked here:
https://www.gov.uk/government/publications/proscribed-terror-groups-or-organisations--2



If 
If

	Have adequate background checks been completed YES/NO
Please log findings and dates below:



	             I would like to invite/accept the (group): of authors/creatives, as described above:



	             On  (topic): 

	             In (room): 

	             On (date): 





CONSENT APPROVAL:

	 Name and signature of applicant: 





	 DATE OF SUBMISSION: 

	 Signature of Head of Learning:
	Date 

	 Signature of Assistant Principal:
	Date 









Appendix 2
Guest Speaker Declaration Form
Thank you for taking the time to complete this form.
We appreciate you giving your time to visit our college. Guest speakers like you help inspire the next generation of students by connecting academic learning with real-world perspectives.
The information below will help us promote your visit across our social media and digital platforms and highlight the impact of your work. We look forward to welcoming you to campus.
Speaker Information
Full name and job title (as you would like it displayed)
Organisation / employer (if applicable)
Short bio (1–2 sentences for social media captions)
Brief description of your talk (2–4 sentences)
Date and time of presentation
Audience you will be presenting to
Company website URL (if applicable)
Social media handles (platform + handle):
· LinkedIn
· Instagram
· Facebook
· TikTok (if applicable)
Marketing Permission
☐ I consent to Stoke on Trent College using the information provided, including my name and likeness, for promotional purposes across social media, digital platforms, and related marketing materials.
Speaker Declaration & Terms
Stoke on Trent College has a legal and moral responsibility to ensure that students are not exposed to views that undermine fundamental British values or promote unlawful discrimination, hatred, or violence.
By signing below, I confirm that:
· I will not incite violence, breach of the peace, or racial hatred.
· I will respect the rights, freedoms, and lawful expression of others and will not make defamatory or discriminatory statements.
· I support fundamental British values, including democracy, the rule of law, individual liberty, and mutual respect and tolerance for those with different faiths and beliefs.
· I understand that freedom of speech does not extend to speech or actions that are unlawful or contrary to these values.

Signed: ___________________________
Name: ___________________________
Date: ___________________________


Last Reviewed – 13 May 2026
Next Review – 13 May 2027
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