
Churches Together in England (CTE)
Engaging External Speakers at Charity Events

Introduction
This policy establishes guidelines for selecting, inviting, and managing external speakers to ensure alignment with Churches Together in England’s (CTE’s) mission, values, and goals.

Purpose 
The purpose of this policy and procedure document is to provide guidance on the process of engaging external speakers for charity events organised by Churches Together in England. External speakers play a crucial role in delivering inspiring and informative content, thereby enhancing the quality and impact of our events. 

Policy Statement 
Churches Together in England is committed to ensuring that external speakers at our charity events align with our values, mission, and objectives. We aim to provide a platform for individuals who can inspire, educate, and motivate our audience while maintaining the highest ethical standards. This policy aims to assist in managing the risk of appointing a speaker at a particular event to ensure that, if anything contrary to the values, mission or objectives of CTE is raised by the speaker, the risk in inviting them is understood or anticipated beforehand and mitigation is put in place.
In inviting a speaker to a particular event, Trustees must be satisfied that allowing the speaker to speak:
· Will not break the law
· Will further the charity’s purposes
· Is in the best interests of the charity
Thus, there must be adequate and appropriate risk assessment and management. The decision-making process concerning whether to invite a speaker must consider any impact on the assets, resources, funds and reputation of the charity. Any complaints raised following the event will be dealt with via the CTE Complaints Procedure.
The decision to invite a particular speaker must take account of the following criteria:
· The public profile of the speaker
· The current context in which they are speaking
· The particular topic or subject matter
· The potential for reputational damage to the charity in inviting the particular speaker
If the outcome of inviting a particular speaker to an event results in a serious incident, it must be dealt with in accordance with the Serious Incident Reporting policy.
The procedure incorporated within this policy endeavours to:
· Identify whether the speaker has the skills and capabilities to deliver
· Seek assurance about their integrity and reputation
· Confirm in writing what is expected of the speaker and how they will deliver it
· Confirm that the charity is furthering its purposes, assessing and managing any risks involved
· Establish that beneficiaries can/will benefit from the charity’s activities
· Ensure charity is not breaching charity, counterterrorism or other applicable law in hosting the event or speaker
Process for Speaker Selection  
1. Alignment with CTE’s Mission: 	 
· Speakers must align with the core mission and values of CTE.
2. Expertise and Relevance: 
· Speakers should have relevant expertise, knowledge, and/or experience in the subject matter of the event. 
· Preference will be given to speakers with a proven track record of excellence in their field. 
· Speakers must be cognisant of the ecumenical nature of CTE and address their content to an audience from a broad range of church traditions.
3. Ethical Considerations: 
· Speakers must have a clean ethical and legal record. 
· Any conflicts of interest or potential biases must be disclosed and addressed. 
4. Diverse Representation: 
· CTE is committed to diversity and inclusion; speakers from diverse backgrounds are encouraged. 
5. Content
· A speaker must not deliver content that could incite hatred, violence, or unlawful acts, or promote unhealthy or risky lifestyles. 
· Speakers must commit to acting in a manner consistent with the charity's values and not engage in activities that could bring the charity into disrepute. 
6. Safeguarding: 
· Speakers must comply with CTE’s Safeguarding Policy responsibilities for safeguarding vulnerable individuals, including any appropriate background checks if speakers will be in contact with children or vulnerable adults. 
Speaker Invitation Process  
1. Identification of Potential Speakers: 
· The event organising team will identify potential speakers through research and recommendations.
2. Speaker Invitation: 
· An official invitation will be extended to the selected speaker(s) with clear event details and expectations.
· Terms of engagement, including payment/gifts and travel arrangements, will be discussed, and agreed upon in advance. 
· CTE’s Code of conduct will be passed on to the speaker.
3. Confirmation: 
· Speakers will be asked to confirm their participation in writing.
 Pre-Event Coordination  
1. Preparation: 
· CTE work with the speakers to ensure they are prepared for the event, including content review and technical arrangements. 
2.  Support: 
· Speakers will be provided with the necessary support and resources to facilitate their presentation effectively. 
3. Content & Preparation: 
· Coordination with the speaker, to review a synopsis of their talk/presentation for appropriateness and discuss any technical or logistical arrangements will be carried out by the organising team.
 Event Conduct  
1. Code of Conduct:  
· Speakers are expected to adhere to CTE’s code of conduct, ensuring respectful and inclusive interactions with the audience. 
2. Presentation: 
· Speakers are encouraged to engage and interact with the audience and deliver content that aligns with the event's purpose and theme. 
 Post-Event Feedback  
1. Evaluation: 
· Feedback from both the audience and the event organising team will be collected and reviewed. 
2. Ongoing Relationship: 
· Based on performance and feedback, CTE will consider maintaining an ongoing relationship with effective speakers. 
This policy will be consistently implemented to ensure that our charity events benefit from inspiring, knowledgeable, and ethical speakers, ultimately contributing to the achievement of our mission and goals. 

Review Control 
This Engaging External Speakers at Charity Events Policy will be reviewed tri-annually or when significant changes in legislation, operations or regulations occur.

Data Protection
All personal data related to speakers will be handled and protected in compliance with data protection regulations in accordance with CTE’s GDPR policy.

Trustee Approval
Any exceptional financial or major agreements with speakers should be discussed and approved by the charity's chair or vice chair.

Risk Management
Any risk identified in appointing a speaker will be recorded and managed through CTE’s Risk Management policy. The attached proforma (see appendix A.) will be used when assessing the suitability of a candidate for a specific event. 


Appendix A. Proforma
Speaker Pre-event Checks
	Event
	Date
	Proposed Speaker
	Subject 

	

	
	
	

	Checklist:

	Speaker aligns with CTE’s Mission and Values?
	
	Speaker has a proven track record of expertise in the subject?
	

	Speaker has a clean ethical and legal record?
	
	Speaker is committed to diversity and inclusion?
	

	Speaker’s content is appropriate?
	
	Speaker has no known safeguarding issues
	

	Due Diligence: Possible Speaker Checks

	Speaker known to CTE?
	
	Internet search carried out?
	

	Published speeches and lectures show nothing untoward?
	
	Publications and articles affirm agreement with CTE’s mission and values
	

	
If any of the above checks is negative, please describe any mitigation you will endeavour to put in place:
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