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CODE OF PRACTICE ON FREEDOM OF SPEECH
Chairs Guidance for Planning and Facilitating High Risk Events
1. Introduction 
1.1 The purpose of this briefing is to provide essential and useful information and tips for those planning and chairing events that have the potential to become a target for protests, ensuring the University can continue to undertake its day-to-day operations and ensure the health, safety and welfare of staff, students and visitors when faced with any disruptions or protests. 

1.2 This briefing should be read in conjunction with the Standard Operating Procedure Underpinning the Code of Practice on Freedom of Speech 
https://documents.manchester.ac.uk/display.aspx?DocID=11846
If you feel any issues are not addressed in this briefing or you have any questions please contact the Deputy Secretary. (mark.rollinson@manchester.ac.uk).

2. Identifying High Risk Events

2.1 Any event involving large numbers of people (more than 50), or the general public, requires a full risk assessment to be undertaken in advance of the event. In addition, taking into account prevailing circumstances and climate, where events can be described as higher risk a full risk assessment should be undertaken. Considerations to determine whether an event is higher risk this include:

· Could the event be seen as controversial in the current local and/or national and/or geopolitical environment? 
· Are dignitaries, high profile external speakers, senior members of University staff or media outlets attending the event?
· Has the event been advertised online?
· Is there open access (i.e. general public as well as staff and students) to the event (this may make the event potentially easier to disrupt)?
· Are there a large number of people (over 50) attending the event?
· Has there been any disruption to previous similar events in other institutions?
· Is there a build period for the event e.g. building of marquees that raises awareness of the event which provides an opportunity for disruption before it is due to take place.

3. Risk Assessments

3.1 A risk assessment template is available via  the following link Risk Assessment Protest Considerations for Events.docx. This provides examples of the considerations to be made in the development of the risk assessment. This is not an exhaustive list and should be developed with consideration for each specific event with steps taken to identify any potential hazards in relation to disruptions, who might be harmed and how, and an evaluation of the potential risk and mitigations that can be put in place.

3.2 Risk assessments for Faculty owned activities should be reviewed by Compliance & Risk Faculty leads, and events coming through the Estates & Facilities booking process will be reviewed on a weekly basis as part of the existing procedures for Freedom of Speech.

3.3 A process is in place to ensure that events organised by the Students’ Union or Student Societies involving external speakers or that may be considered controversial in some way (whether or not external speakers are involved) are considered by the Students’ Union, with details of higher risk events referred to the Deputy Secretary.

4. Prior to the Event

4.1 There are several steps that can be taken to ensure thorough planning is in place prior to the event, these include:

i. Completing the risk assessment process and sharing the risk assessment with everyone involved in the planning.
ii. For events that are confirmed as ‘high risk’, ensuring Campus Safety and Security (CS&S) are fully briefed and involved in planning for the event.
iii. Ensuring all colleagues involved in planning the event are fully briefed on the arrangements in place and understand their role.
iv. University staff have downloaded the SafeZone app and know how to contact CS&S if they are concerned about the potential for an incident or if an incident has occurred.
v. Ensuring any guests involved in the event have been fully briefed of the risks and the arrangements that have been put in place.
vi. Ensuring that event organisers have the capability to turn off microphones and live streaming in the event of protestors seizing the microphones – this should be checked prior to the event.

4.2 The Chair should meet with the speaker(s) prior to the event to ensure clarity and mutual understanding of arrangements. It is useful to: 

· Arrange to meet the speaker(s) at least, 15-20 mins before the event. The Chair should remind the speaker that the University has a Code of Practice on Free Speech; this protects free speech within the law, and the event organisers and speakers hold joint responsibility with the University to uphold this. 
· Confirm the running order of the event, i.e. introduction by the Chair, lecture, Q&A session, order of and logistics for speakers, length of event etc.
· Check with speaker/s that any PowerPoint presentation they are using has been loaded onto the computer and they are aware of how to use the system. 
· If the event is being recorded advise the speaker to turn off their mobile phone, as this may interfere with the recording. 

5. At the event 
5.1 The Chair should:
· Introduce themselves to the audience.
· Tell the audience where the fire assembly point is for the building the event is taking place in. 
· Briefly set out the running order for the proceedings including highlighting the Q&A session and say when it is expected to end. 
· Provide some brief, outline biographical information on the speaker/s.
· Advise the audience to put their mobile phones on silent to avoid disrupting the event.
· Welcome the first speaker, and each speaker thereafter if there is more than one.
· Keep the speaker(s) to time, if possible. For example, the Chair may wish to intervene before their time is up and advise that have two minutes to conclude/sum up. 
· Depending on prior intelligence and likelihood, the Chair may want to notify attendees of the potential for disruption, and actions to be taken should disruption occur.

5.2 Question and Answer session
· At the start of any Q&A session it is recommended that the Chair reminds those wishing to ask a question or comment to be succinct (advice is to be proactive and be willing to interrupt someone who engages in lengthy comment). In doing this, however, the Chair should remember that some questioners may be quite nervous and may perceive this to be antagonistic so advice is to be polite but firm on that point. As an example the Chair may interrupt to say “Thanks for this contribution, you have made your point, let’s take the next question.”
· When identifying members of the audience to ask questions please avoid referring to a person’s gender and instead identify them by their position in the audience and, for example, colour/style of clothing (e.g. the person with the stripey top in the middle of the 3rd row).
· Remind those asking questions to wait until the roving microphone (if used) gets to them before they start speaking and to state their name and where they are from (although there is no need to intervene if they chose not to). If audience members start talking before they have the microphone, ask them to start again.
· Sometimes a Chair can improve discussion by taking a cluster of questions before returning to the platform for comment. This reduces the risk of the panel dominating the Q and A session.
· The Chair should ensure that they take questions to ensure a range of opinions are heard, encouraging participation.

5.3 At the end of the event the Chair should:
· Thank the audience for coming.
· Most importantly thank the speaker/s.
· If security considerations necessitate, ask the audience to remain seated until the speaker/s has left the venue.

6. Procedures for Managing Protests and Disruptions During Events and the role of the Chair
N.B. The overriding principle for managing protests is that if at any point CS&S, after consultation with event organisers, and consulting with others as appropriate, assess that there is a significant health and safety risk then the event should be halted, and attendees advised accordingly. CS&S, following consultation with relevant colleagues, will contact the police as appropriate.

6.1 Serious protests or disruptions at University of Manchester events are rare but we strongly advise those acting as Chair to be fully aware of the following. The Chair of any public event is an important figure as this individual is the person in charge including during incidents of disorder. The Chair is the representative of the University at these events, not just a representative of any sponsoring or organising group. If there are any concerns that the event you have agreed to chair is likely to attract protest or if you find out that protest or disruption is planned at the event, then please alert both the event organisers and CS&S as soon as possible. 

6.2 If there are indications prior to the event that protests may occur or the speaker/s and/or topic are sensitive or controversial, one possible option is that when introducing the event, the Chair can highlight to the audience the importance of free speech within the law and that there will be an opportunity for questions to the speaker/s later in the event.
6.3 Protest Outside the Event Prior to/During the Event

6.3.1 If there is a protest outside the venue that is making normal orderly discussion difficult/impossible within the venue, the following action should be considered:

i. If possible accept some peaceful, lawful protest outside to allow freedom of speech.
ii. Adopt the following three phased approach:

Phase 1
If advised by CS&S that there are no signs of the protest quelling, CS&S, in conjunction with the Appointed Officer (President & Vice Chancellor/Registrar Secretary and Chief Operating Officer or most senior member of staff/Chair of the event) should determine if a small number of representatives should be invited inside to speak with the appointed officer/Chair. This should be in a separate room with a representative from CS&S outside the room. The event should then continue, if possible.
Phase 2
If the protest continues, despite the meeting in Phase 1, the Appointed Officer/Chair may consider allowing a small number of representatives into the event to address the audience for a maximum of two minutes, providing they agree to leave peacefully, do not film the event and are able to show their student, staff or other relevant ID.  Any live feeds of the event should be paused during the address from protestors. 
If the level of protest quells following this course of action, the event can continue. 
Phase 3
If the protest still does not quell despite the action taken in Phase 2, a decision should be taken, after consultation with CS&S, event organisers and the Appointed Officer, to determine whether the event can proceed. If the decision is to cancel, CS&S will advise on the appropriate exit route from the venue. Guests should be advised to collect belongings and exit as advised. Example of announcement to be made:

“On the advice of our campus support and security team, it is with deep regret that we are having to close the event. While we do not believe our guests are at risk, we would please ask that you make your way down/up the stairs to collect your belongings and then leave the building as you are directed.” 

6.4 Protest Inside the Venue

6.4.1 The guidelines given below are in accordance with relevant legislation and should be used when chairing an event which is being disrupted, for example by disruptive repeated heckling, abuse or offensive signs, behaviour or language. The microphone should be retained by a University representative unless there is a physical threat. 

6.4.2 A degree of heckling is permissible, but not if it continually disrupts the speaker and/or if it constitutes unlawful speech/expression. If the protest within the venue makes normal orderly discussion difficult/impossible and/or presents threat to speakers and possible overspill to audience to such a level that health and safety is jeopardised and/or the speech/expression is unlawful, the following options should be considered:

i. Seek to encourage a more moderate protest, pausing the event temporarily and hear any protester(s) out or ask them to wait until the event is completed when they will be able to voice their issues and to encourage them to allow the event to resume.
ii. If protesters request a hearing, consider following the approach outlined in Phase 2 (6.3.1) above.
iii. If required, the Chair should issue the following declarations in the first instance. Be clear and direct:

· "As chair of this event I remind you that it is the obligation of the University to ensure freedom of speech within the law for speakers. Please stop disturbing this meeting"
· "Your attendance at this meeting is on condition that you abide by the University’s Code of Practice on Freedom of Speech. You are not allowed to use abusive signs, behaviour or language or to chant to such a degree that your actions disrupt the purpose for which this meeting has been called.” 

iv. If the person or persons continue to disrupt the meeting the following warning should be issued:
" You are disrupting this meeting. Unless you stop, I will have to ask you to leave the meeting. This is a public warning to you. Please stop disrupting the meeting"
REPEAT THIS SLOWLY AND CLEARLY TWICE, ALLOW TIME FOR A RESPONSE.
v. If protestors continue there are two potential options: 

· Request CS&S to remove the protestors from the event. This option would normally only be considered for events that have external speakers and external visitors attending and must be approved by the RSCOO or a by the most senior member of staff present, if possible, this will be a member of the Professional Services Leadership Team or SLT. CS&S should ensure their Officers are familiar with the protocol for removing protestors before any event where this is a possibility.
· The other option is to decide whether the event should proceed and if it is decided to cancel, use the announcement above in ‘Phase 3’ (6.3.1).
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