External Speaker Due Diligence Checks
The Event Organiser (the Responsible Officer) must undertake thorough and proportionate due diligence checks on all proposed external speakers prior to submitting an Events Form. These checks are required to verify speaker’s identity, credentials, suitability, and to identify any reasonably foreseeable risks associated with the proposed event. 

This completed template must be uploaded to the Event Form as evidence of due diligence undertaken.

Important:

· Do not rely solely on hyperlinks, as online content may change. Where appropriate, retain screenshots, downloaded copies of webpages, or other saved evidence.
· Refer to the Due Diligence Checks Guidance for more information.

Section 1: Due Diligence Checks Completed

1. Date checks completed: Click or tap to enter a date.
2. Responsible Officer (your name, role, and School/Service): 

Section 2: Speaker Information

3. Speaker name: 
4. Organisation/Affiliation: 
5. Topic:
6. Contact details / official website:

Section 3: Due Diligence Checks Undertaken

7. Please summarise checks carried out (attach supporting evidence) and summarise findings:

NB. Supporting evidence may comprise of:
· Speaker professional biography, qualifications and relevant experience relating to topic
· Speaker’s background, public profile, and affiliations (e.g., internet searches, media/social media searches, published articles, blogs, specialist media/press, references, previous events and speaker engagements)
· Identification of any potential risks to the University or issues, including (but not limited to) legal, safeguarding, safety, or security concerns


