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Speaker agreement
Speaker’s name:


GDC number (if applicable):
	Title:
	«Event title»

	Venue:
	«Venue address including meeting room»


	Date:
	«Start date»

	DURATION:
	«Duration»

	Start time:
	«Start time»

	Finish Time:
	«End time»


Thank you for agreeing to speak at the above meeting.
Please confirm that the following details are correct and return to:
Branch/Section Secretary’s Name:
Branch/Section Name: 

Email: 

This form must be returned by «insert date» to enable us to confirm the above meeting.  
Course fees [Please remove this section if not applicable]
A contribution of [insert amount of payment] will be made towards the speaker’s presentation costs by the Branch/Section/Division/YDG in respect of the Speech. The contribution will be inclusive of VAT and payable upon receipt of a BDA expenses claim form and receipts or alternatively an invoice. 

Cancellation

The BDA (ie: the Branch/Section/Division/YDG) has the right to cancel an evening event up to one week prior to the event, and a day event up to two weeks prior to the event, if the numbers of attendees is not satisfactory.

The BDA may cancel an event or the Speech at any time if, in its reasonable opinion, the continuation of the event or the Speech would or may have an adverse impact on the BDA’s reputation, its relationship with its members, or its wider commercial interests.

If the BDA cancels the event or the Speech prior to the one or two week notice period mentioned above, there will be no financial recourses for the Speaker, except that the BDA will reimburse pre-booked travel expenses on production of receipts (save where the cancellation arises out of an act or omission of the Speaker in which case no such reimbursement shall be made).

If the BDA cancels the event or the Speech within the one or two week notice period mentioned above, the BDA will cover any travel expenses already incurred and any honorarium agreed.

If the Speaker cancels at any point prior to the event, they are asked to use their best endeavours to find an alternative speaker of the same calibre, able to speak on the same subject at this event.

If the Speaker fails to attend on the day, they will not be reimbursed for their expenses or paid a fee. 

Technology

The Speaker is responsible for ensuring that they are fully conversant with and competent in the use of the technology required for the efficient and effective presentation of the Speech.
Speaker obligations

By agreeing to speak at the [insert Branch/Section/division name] meeting on [inset date here] the Speaker is obliged to send their Lecture title, Aims, Learning objectives, Learning content, Development outcome/s, a brief career biography and if possible a photograph for use on the website to the organiser by [inset date here] to enable us to confirm the above meeting, add the details to our website and get the promotion started.  
Professional conduct

The BDA expects the highest standards of professional and courteous behaviour from those that act on its behalf, and has a range of corporate policies to this extent, including a code of conduct, and equal opportunities policy. Copies of these are both available from the BDA upon request. It is the speaker’s responsibility to request these if unfamiliar with such policies in general. Breach of these policies resulting in complaints to the organiser may result in the speaker being held liable for losses or damages incurred, withholding of fees, or removal from the BDA speaker network.

References to companies
The BDA recognises the contribution made by dental companies to the practice of dentistry. Advances in patient care depend on effective partnerships between clinicians and the companies developing and supplying equipment and materials. The BDA does not wish to curtail the freedom of speakers to report their research findings. However, it would be helpful if speakers making scientific or clinical presentations could:

· Be aware of the influence that their comments can have on clinician purchasing decisions

· Deal even-handedly with products and companies

· On slides, use current pack shots unless there is a reason for using an old shot

· Avoid anecdotal praise or criticism for particular companies or products

· In advance of making a research-based criticism, discuss the proposed comment with the session chair and, if appropriate, with the company concerned

· Speakers found to have made a blatant sales pitch will be rated poorly by the audience on evaluation forms and will not be invited to speak at future BDA events

Travel and subsistence expenses

Travel expenses and hotel accommodation (if used) may be claimed according to prevailing allowances.  VAT-type receipts should be attached to your claim form (credit/debit card slips are not acceptable). These costs will then be reimbursed, along with your fees [Please remove the reference to fees if not applicable] on submission of the appropriate claim form/invoice.  

We appreciate that it is not always possible to find accommodation and meals within the following guideline costs, but we ask that you adhere as closely as possible to these rates.

Travel and subsistence allowances

· The Speaker is responsible for organising all of their travel arrangements in connection with giving the Speech, including buying tickets and reserving seats. 

· The BDA urges the Speaker to travel using the most economical method of transportation, including pre-booking the cheapest return fares on flights and trains, as far in advance of the event as possible. Car mileage and taxi fares will not be paid unless the Speaker provides proof that there was no cheaper alternative. If travelling by rail/air, the branch/section will reimburse the Speaker for the cost of their standard class travel expenses (please attach receipts to your claim form).

· If the Speaker lives outside of a 15-mile radius to the Venue, the Speaker may be entitled to one night’s, single occupancy hotel accommodation plus breakfast at the expense of the Branch/Section with a maximum cost of £220 per night (inc VAT). All hotel accommodation shall be arranged by the speaker, with expense claims submitted within one month. The Speaker is responsible for any additional charges incurred during their stay at the hotel including upgrading their room to accommodate an additional guest, any extra night’s stay, dry cleaning charges etc.
· Meals cannot be claimed where a meal is provided by the BDA or is included in the cost of a hotel
· The BDA will reimburse the Speaker up to £15 for breakfast, £16 for lunch and £25 for dinner (max three meals a day), but the Speaker must submit an expenses claim form with receipts attached and claim reimbursement within one month.

· The BDA will not reimburse speakers for any alcoholic drinks purchased.
Aims, Learning objectives, Learning content and Development outcome/s
To be completed by the Speaker
PLEASE CONFIRM
	To satisfy GDC requirements for enhanced CPD, the Speaker should supply the following for the course / presentation:

Aim(s): Maximum of 400 characters (letters and spaces, not words)
Learning objectives: Maximum of 400 characters (letters and spaces, not words)
Learning content: Maximum of 400 characters (letters and spaces, not words)
GDC development outcomes: (eg: A, B, C, D)



Biography and photo

To be completed by the Speaker
PLEASE CONFIRM
Please also provide a short biography for use on the website and a photo too if possible.

(no more than 75-100 words)
Applicable Law

This Contract shall be governed by the laws of England and Wales.

Jurisdiction

The Courts of England and Wales shall have exclusive jurisdiction in the event of any dispute arising out of this Contract.

Please sign below:

I confirm that the fees and expenses are acceptable for the above meeting and I have completed the aims section of the contract.

	Signed
(Speaker)

	
	Date
	

	Signed
(Branch / Section representative)
On behalf of the BDA [insert branch/section name]

	
	Date
	


Speaker Requirement Form

	Lecture title
	

	Lecture type (if face-to-face) 
	Hands on / Lecture / Practical (delete as applicable)

	Maximum number of delegates if hands on or practical
	

	AV requirements 

	Single data projection
	(

	If using data projection, what software will you be using?
	( PowerPoint (Version____________)

( Other ______________

	Laptop
	( Required                ( Bringing own laptop

	Flip chart and pens
	(

	Video as part of presentation?
	(

	Wifi as part of presentation?
	(

	Equipment / Models required

(for practical if applicable)
	

	Do you require us to prepare materials / handouts?

	( Yes - please give details


	Accommodation required 


	Yes / No (delete as applicable)



	Breakfast required


	Yes / No (delete as applicable)



	Dietary requirements
Please remove if event doesn’t include any refreshments/meal
	

	Your mobile number 


	

	Any other requirements
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