
 
 

External Speakers – Our Policy           

 

External Speakers 
 

Version: 1.2; effective from August 2017 

Policy Summary: The External Speakers policy document is a summary of the Cheynes Training 

approach to managing events involving external speakers delivering information to learners on 

apprenticeship programmes. References to Cheynes Training includes subcontractors contracted to 

work with Cheynes Training except where the subcontractor has a separate policy agreed in writing 

with Cheynes Training. 
 

 

Purpose of the Policy 
 

Cheynes Training recognises its responsibilities in ensuring that events involving external 

speakers are managed effectively. Apprenticeship training providers are required to publish 

rules of procedure demonstrating their compliance with their legal duties set out in the 

Counter-Terrorism and Security Act (2015) and in accordance with the UK Government’s 

Prevent Duty policy.  

 

1. Freedom of Speech 
 

In setting out this policy, Cheynes Training confirms its commitment to freedom of speech. 

This is an important driver for use in the management of events involving external speakers.  

 

2. External Speakers 
 

There is a special requirement for instructions governing the assessment of risks attending 

the management of events involving external speakers (in this context ‘external speakers’ 

are speakers who are not members of the academy team or the Cheynes Training team) at 

events held within the academy that are likely to attract a significant number of attendees 

who are not normally involved in the academy.  
 

For the purposes of event management, the academy Head of Centre is the person 

designated for responsibility for all events held within the academy and in all cases the Head 

of Centre has responsibility for ensuring that the academy’s facilities are used appropriately.  

This means that no event involving an external speaker can take place in the academy 

without prior approval by the Head of Centre or their nominated deputy.  
 

All applications for events involving an external speaker must be made to the academy Head 

of Centre and decisions on the allocation of facilities must only be made in the light of 

information provided by the organiser of the event. 
 

The academy reserves the right to seek additional information before confirming the event 

and if any of the conditions or requirements are not fully met then the Head of Centre may 

choose to refuse permission for the event to take place.  
 

Providing false or incomplete information by the organiser of an external event may 

invalidate the event and cause it to be cancelled.  

  



 
  

 

A booking of an event involving an external speaker shall not be considered complete unless 

it includes the following information:  
 

• Name and contact details of the external speaker or speakers 

• Title of the proposed event  

• The purpose of the event 

• Details of any external organisation represented at the event  

• Brief outline of proposed talks and/or activities  

• Dates and times of the proposed event  

• Projected number of people attending 

 

This information must be recorded and made available to Cheynes Training on request.  

  

3. Risk Assessment 
 

The academy Head of Centre (or their deputy) will use booking information to assess risk. 

Risk assessment will be undertaken with due regard to the academy’s duty to protect free 

speech and in accordance with the academy’s duty to protect apprentices and team 

members and to prevent crime.  
 

The academy reserves the right to revoke any permissions granted or bookings confirmed, 

at no notice, according to advice and/or information received from the Police or the Security 

Services.  

 

4. Inappropriate and/or Illegal Activities  

 

The following activities shall not be permitted at any event involving an external speaker: 
 

• Speeches or activities directly or indirectly promoting violence or which may 

promote or advance the radicalisation of apprentices or academy team members 

or members of the general public (in this context ‘radicalisation’ refers to the act 

of inciting others to support terrorism or commit acts of terrorism).  
 

• The presence of any speakers, visitors, or guests whose influence or activity, in 

the view of the academy Head of Centre, carries a reasonable likelihood of risk to 

the health or safety of apprentices or academy team members or members of 

the general public.  
 

• Activities of any kind which disregard the safety of participants and/or onlookers. 
 

William Howarth, Programme Director, June 2017 

 

 

 

 


