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External Speaker Checklist 
 
This is designed to be a self-service checklist for anyone organising or proposing an 
event. It will ensure appropriate due diligence is conducted before external speakers 
are approached and that relevant policies and procedures are followed throughout 
the process. 
 
Before approaching a speaker to participate in an event: 
 

� Conduct due diligence research on their background, public profile and any 
previous known speaker engagements to check for any red flags. 

 
� Check Salesforce to see if: 

o they have already been approached recently to avoid making duplicate 
or overly frequent asks; 

o they have an existing relationship with UAL that you might not be 
aware of; 

o they have a listed canvasser / relationship manager who might be best 
placed to make contact. 

 
� Assess them against the questions outlined in the Local Assessment of 

proposed External Speakers process. 
 

� Only if you answer yes to any of the questions in the Local Assessment of 
proposed External Speaker process, and you still believe they would be the 
best person to participate in your event, should you refer to the Referral 
Process and  submit a Speaker Referral Form to the University Secretary 
who will make a decision on if they should be approached. 
 

Once the speaker ask has been made: 
 

� Record the ask in the person’s Salesforce record Notes, including any 
relevant information on what the event is, who made the approach, when they 
were contacted and their response. Asks should be recorded even if the 
person declines so that we have an accurate record. 
 

Once the speaker has confirmed: 
 

� Update the speaker request on their Salesforce record to reflect this. 
 

� Send the speaker the External Speaker Code of Conduct. 
 

� Ensure the speaker signs the External Speaker Release Form for virtual 
events or those that will be filmed/recorded. 

 

https://artslondon.sharepoint.com/:b:/s/EventsHub/EVZRl4p4ZF1HsB64ScbvrGkByjubN-SI94Uye5LBorhfRg?e=B8LQ9p
https://artslondon.sharepoint.com/:w:/s/EventsHub/EVJfZ9eyq01Muh2bW6FqjaoBQY_A9gSXdWcl2paWFEMVrA?e=TlM8gf


Updated: 9/11/21 

Post-event: 
 

� If there are any reflections on the speaker’s participation that should be 
flagged for others in future, this should be noted on the person’s Salesforce 
record.  
 


