MEETING REQUEST FORM – Appendix A
To be completed by the person proposing a meeting within the Code of Practice
To be sent to the Faculty/Departmental Responsible Officer
Faculty/Departmental Responsible Officer must inform Security Services 
	
	

	
Event title:
	

	
Proposed venue of meeting:
	

	
[bookmark: _GoBack]Date:
Start Time:
Finish Time:
	


	
Organisers full name:
(organisation/address/email/tel contact number)

Name of principal organiser of event (if different)
(organisation/address/email/tel contact number)
	

	n.b. if more than one speaker, please complete a separate form for each speaker.

	
Is the event open to:
· Members of a specified club, society or other identifiable group (provide details)
· All members of the University
· The public
	

	
Likely Number of attendees:

Number of stewards to be appointed: 
(provide contact details)

	

	
Speaker’s full name:
	

	
Speaker’s organisation:
(Title and website url)
	

	
Speakers contact details: (address/email/tel
contact number)
	

	
Title of talk:
	

	
Subject matter:
	

	
Has the speaker spoken at the University before?
If so please provide date:
	

	
Has the speaker been refused to speak publicly or
at any other educational establishment before? If
yes, please provide details:
	

	
Are there any other details about the event that
should be noted i.e. if the event is approved, is
there a likelihood of Media interest? Does the
event have any controversial subjects? If so please
provide details:
	

	
Responsibility for security rests with the University and any comments you can make as to possible security considerations would be appreciated:
	

	
ORGANISER TO READ AND SIGN: I have read the University code of practice to ensure freedom of speech and confirm that this event and its speakers will adhere to the principles of the statement.

	
SIGNED:                                                                      DATE:

Print name:                                       School/Faculty                                               Staff/Student                

	Form must be forwarded to the Responsible Officer 3 weeks prior to the proposed event









