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Note: this process is in addition to the Events Notification Policy which must also be followed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Are you organising or responsible for a UK-based “Event” as defined in the Freedom of Speech and Prevent Policy for Events? 

“any organised activity, gathering, or assembly delivered by or on the Premises of the University of 
Reading*, online and in-person, within the UK. Examples include, but are not limited to, hosted visits, 
recruitment or marketing engagement and events, debates, performances, exhibitions, protests, 
rallies, film-screenings, receptions, presentations, and non-timetabled workshops, lectures and 
seminars. Ordinary academic activities including but not limited to timetabled workshops, lectures 
and seminars for students and research seminars for staff, are not covered under this policy, except 
where they involve an External Speaker. Provisions relating to ordinary academic activities not 
involving an External Speaker are set out in the Freedom of Speech Code of Practice. Events may 
be formal or informal and may involve members of the University community or external guests.” 

*University “premises” shall include: “(a) buildings and land occupied by the University or its 
subsidiaries; and (b) buildings and land owned by the University and occupied by the Students’ Union; 
and (c) University owned halls of residence. The Code does not apply to land owned by the University 
and, except as at (b) and (c), leased or licensed to a third party. This Code will also apply to use of the 
University’s digital technology systems.” 

 

Does the Event involve an “External 
Speaker” as defined in the Freedom 

of Speech and Prevent Policy for 
Events? 

Is the activity “Ordinary 
Academic Activity” as 

defined in the Freedom 
of Speech and Prevent 

Policy for Events? 

“any individual or group delivering 
a speech, presentation, lecture or 
address at an event who is 
formally asked to do so. This 
includes guests lecturers, keynote 
speakers, panellists, performers 
and any other individuals who are 
granted a platform to express 
their views, ideas or information 
to an audience. Speakers may be 
members of the University 
community (Internal Speakers) or 
external guests (External 
Speakers).”  

Consult and comply with the  
Review process for Events 

involving External Speakers  
set out in the  

Freedom of Speech and Prevent 
Policy for Events 

Does the Event involve an “Internal 
Speaker” as defined in the   

Freedom of Speech and Prevent 
Policy for Events? 

 

Consult and comply with the  
Review process for Events not involving 

External Speakers  
set out in the  

Freedom of Speech and Prevent Policy for 
Events 

“ordinary academic activities including but not limited 
to timetabled workshops, lecturers and seminars for 
students and research seminars for staff.”  

No further action required 

Familiarise yourself with section 5 (Teaching and research) 
of the Freedom of Speech Code of Practice 

No 

No 

No 

No Yes 

Yes 

Yes 

Yes 

Review process for Events involving External Speakers 

Anyone organising and/or responsible for an Event that involves an 
external speaker or speakers must ensure that they follow the review 
process for Events involving External Speakers.  

Stage 1: Prior to confirmation of any event and at least 28 days before 
the date of the Event, the person organising or responsible for the 
Event must assess the Event and answer the questions listed in the 
Freedom of Speech and Prevent Policy for Events Appendix A.  

NOTE: Please refer to the Freedom of Speech and Prevent 
assessment tool for Events. 

Stage 2: If any of the questions under stage 1 are answered yes, the 
person organising or responsible for the Event must inform their Head 
of School or Head of Directorate who will undertake a further review.  

Stage 3: If the Head of School or Head of Directorate considers 
further review is appropriate, the matter will be referred to the Events 
Compliance Panel. 

Review Process for Events not involving External Speakers 

Anyone organising and/or responsible for an Event that does not 
involve an External Speaker or Speakers must ensure that they follow 
the review process for Events not involving External Speakers.  

Stage 1: Prior to confirmation of any Event, the person organising or 
responsible for the Event must assess the Event and answer the 
questions listed in the Freedom of Speech and Prevent Policy for 
Events Appendix B. 

NOTE: Please refer to the Freedom of Speech and Prevent 
assessment tool for Events. 

Stage 2: If any of the questions under stage 1 are answered yes, the 
person organising or responsible for the Event must inform their Head 
of School or Head of Directorate who will undertake a further review.  

Stage 3: If the Head of School or Head of Directorate considers 
further review is appropriate, the matter will be referred to the Events 
Compliance Panel. 
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