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1.0. [bookmark: _Toc510018441][image: ]Introduction
This is a portfolio document providing data and evidence that Bethan Jemma Watkins has successfully fulfilled the task duties of the Event Coordinator, Workshop Co-Creator and Welsh Translator for the Global Student Conference 2018. This document will provide images, documents and reason for the methods that were used throughout the duration of 2017-2018. The document provides a group evaluation and an individual evaluation of the conference as a whole and the justifications of certain rating that has been used to evaluate other teams. 


2.0. [bookmark: _Toc510018442][image: ]Gantt chart

[bookmark: _Toc510018473]Table 1- Bethan Watkins Gantt Chart

2.1. Master Gantt chart
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Table 2 - Master Gantt Chart
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3.0. [bookmark: _Toc510018443]Workshop
On the 12/10/2017 myself, Silje Gronn and Hannah Thomas-Peters delegated job roles to other students on the Mtour course due to other students not attending the meeting. As a group, the three of us decided to delegate the workshop roles and responsibilities would best suit us. 
[image: ../../../../Downloads/WhatsApp%20Image%202018-03-23%20at%201.29.17%20PM.j]

[bookmark: _Toc510018474]Table 3 - Delegation of job roles













[image: ../../../../Downloads/WhatsApp%20Image%202018-03-23%20at%201.29.38%20PM.j]
[image: ../../../../Downloads/WhatsApp%20Image%202018-03-23%20at%201.29.55%20PM.j]














[bookmark: _Toc510018475]Table 4 - Ideas of conference speakers

[image: C:\Users\P140639\AppData\Local\Microsoft\Windows\INetCache\Content.Word\workshop.jpg][image: C:\Users\P140639\AppData\Local\Microsoft\Windows\INetCache\Content.Word\venue.jpg]
[bookmark: _Toc510018476][image: C:\Users\P140639\AppData\Local\Microsoft\Windows\INetCache\Content.Word\marketing.jpg]Table 5 - Presentation of job roles











Me, Hannah and Silje original whiteboard storm-thinking of Job roles. 
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[image: ][bookmark: _Toc509943089][bookmark: _Toc509943157]Figure 2- Amended job roles

Silje sent through job roles whereas Jacqui amended and suggested more job roles that will need to be done on the day. 







3.1. [bookmark: _Toc510018444]Workshop Sheet/Feedback Form
The original idea for the workshop was for college students to communicate with local organisations where the stalls are located; however, on 15 February I decided that perhaps a different approach to the workshop might be more feasible. 
[image: ]
[bookmark: _Toc509943090]Figure 3 - Facebook messenger to Mtour Students

Following the result of this decision, myself, Hannah and Silje took it upon ourselves to re-structure the workshop as seen in the document below which led to the feedback form being created on the 12/02/2018.

















[bookmark: _Toc510018445]First draft of workshop sheet
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In result to the feedback, we received in the first pilot run the group decided to edit the old workshop sheet to create a second draft. 





[bookmark: _Toc510018446]Final Draft of Workshop sheet
On the 16/03/2018, Silje and I had a meeting for the final draft of the workshop sheet via Facebook Messenger video. 
[image: C:\Users\Invate\Pictures\a5b0d9dd-ad76-4f81-8a90-50132bf83019 (1).jpg][bookmark: _Toc509943091][bookmark: _Toc509943159]Figure 4 - Facebook Messenger Video Call with Silje Gronn


























[image: ][bookmark: _Toc510018477]Table 6 - Workshop Guidance Form Completed













[bookmark: _Toc510018447]Feedback Form
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[bookmark: _Toc510018478]Table 7 - Feedback form of Workshop









3.2. [bookmark: _Toc510018448]Pilot Workshop
[image: C:\Users\Invate\Pictures\Workshop.jpg]28.02.2018 – Pilot workshop run 1. Hotel Management Students Year 1. [bookmark: _Toc509943092][bookmark: _Toc509943160]Figure 5 - First Pilot Run


[image: C:\Users\Invate\Pictures\BeFunky Collage.jpg]12.03.2018 – Pilot workshop run 2. Travel and Tourism Students Year 1. 

[bookmark: _Toc509943093]Figure 6 - Second Pilot Run




4.0. [bookmark: _Toc510018449]Welsh Translator 
I was selected to be the Welsh Translator of this conference, because I am the only student on the course that can speak Welsh. 
4.1. [bookmark: _Toc510018450]Welcome Speech & Closing Speech
[image: C:\Users\Invate\Pictures\29250994_10211606709748088_1969086386_o.png]13.03.2018 – Phone meeting with Hannah for introduction and a closing speech for the day. [bookmark: _Toc509943094][bookmark: _Toc509943162]Figure 7 – Phone call to discuss opening and closing speeches of conference
























[image: ]In result of this phone call, the final document for the opening speech completed by myself as Hannah and Jacqui Jones discussed creating the atmosphere of the students being in a flight scenario. [bookmark: _Toc510018479]Table 8 - Conference speech Welsh and English

The font is blue as I suffer from Dyslexia. The blue font makes it easier for me to read especially in front of a large audience. 

[bookmark: _Toc509943095]Figure 8 - Myself and Hannah on stage

4.2. [bookmark: _Toc510018451]Conference Feedback forms
On the 14/03/2018, Bronte created a feedback from and I suggested that I translate the form into Welsh.[bookmark: _Toc510018480]Table 9 - Conference feedback forms Welsh/English
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4.3. [bookmark: _Toc510018452]Workshop Guidance Sheet 
[image: ]When the workshop guidance sheet was completed, I translated the whole document on the 19/03/2018 and printed in case any students wished to see the guidance sheet in Welsh.[bookmark: _Toc510018481]Table 10 - Workshop Guidance Sheet (Welsh)

5.0. [bookmark: _Toc510018453]College Communications
At the beginning of planning this conference, that one student selected to liaise with different colleges. Due to miss-communication, I took it upon myself to contact Gareth Harvey, one of my ex-lecturers from Coleg Sir Gar. 
5.1. [bookmark: _Toc510018454]Coleg Sir Gar
[image: ]Emails exchanged between both parties on 12/03/2018 and 13/03/2018. 






[image: ]






[image: ]

[image: ][bookmark: _Toc509943096][bookmark: _Toc509943164]Figure 9 - Emails received and sent to Gareth Harvey (Coleg Sir Gar)

5.1.1. [bookmark: _Toc510018455]Weather Conditions 
On Sunday 18/03/2018, Jacqui Jones sent a Facebook Message to all students involved with the conference to suggest we action the weather emergency plan. 
[image: C:\Users\Invate\Pictures\29020126_10211606889912592_1754374865_n.jpg][image: C:\Users\Invate\Pictures\29547483_10211606889672586_891677539_n.jpg]

[image: C:\Users\Invate\Pictures\29138528_10211606889632585_1044278072_n.jpg][image: C:\Users\Invate\Pictures\29020081_10211606889552583_1999831869_n.jpg]
[bookmark: _Toc509943097]Figure 10 - Facebook Messenger discussion on weather emergency action plan
· Found information for the weather reports in Cardiff for the day of the conference
· Drafted email for Jacqui Jones to proof read before sending to colleges, presenters and volunteers. 
Emails sent to from myself to the selected colleges: Coleg Sir Gar, Bridgend, Afan and Newport. 
[image: C:\Users\Invate\Downloads\Screen Shot 2018-03-23 at 4.48.13 pm.png][image: C:\Users\Invate\Downloads\Screen Shot 2018-03-23 at 4.47.50 pm.png][image: C:\Users\Invate\Downloads\Screen Shot 2018-03-23 at 4.48.03 pm.png][bookmark: _Toc509943098][bookmark: _Toc509943166]Figure 11 - Weather emergency action plan emails sent to colleges





6.0. [bookmark: _Toc510018456]Other documentation 
6.1. [bookmark: _Toc510018457]Itinerary 
After the second visit to The Senedd, Hannah, Silje, Billie, Jacqui and I all gathered and created the first draft of the itinerary and sent it to the other students on Facebook Messenger. 
[image: C:\Users\Invate\Pictures\29345312_10211607139318827_2141282579_n.jpg][image: ]
[bookmark: _Toc509943099]Figure 12 - First draft of Itinerary





[image: C:\Users\Invate\Pictures\29243434_10211606709308077_2082632144_o.jpg]For third draft of the itinerary, Jacqui, Hannah, Billie and I realized we needed to create one more draft ant to ensure that this was the final draft this was created on the 12/03/2018. [bookmark: _Toc509943100][bookmark: _Toc509943168]Figure 13 - Third draft of itinerary


On the day of the conference (19/30/2018) there were issues with timing. When discussing with Jacqui I created a list of how the rest of the day will proceed and communicated with the other students. 
[image: C:\Users\Invate\Pictures\29134772_10211607289562583_828771564_n.jpg]







[image: ]
6.2. [bookmark: _Toc510018458]The Senedd 
6.2.1. [bookmark: _Toc510018459]Email to The Senedd
On the week of the 23rd of October myself, Hannah, Silje and Jacqui created a new copy of an email that was sent to The Senedd.
[image: ][image: ]



[image: ][image: ][bookmark: _Toc509943102][bookmark: _Toc509943170]Figure 15 - Email sent to The Senedd






6.2.2. [bookmark: _Toc510018460]Visits
13.02.18 – This was our first visit to the venue where we discussed the seating arrangements, catering, health and safety, electronic devices and much more. 
[image: C:\Users\Invate\Pictures\27972058_1991439287787740_7492749017678856695_n.jpg]
[bookmark: _Toc509943103]Figure 16 - First visit to The Senedd
[image: C:\Users\Invate\Pictures\28872218_2002171813381154_4616258066948554752_n.jpg]07/03/2018 – this was the second visit to the Senedd to finalise the event structure. 












[bookmark: _Toc509943104]Figure 17 - Myself visiting The Senedd for the second time




6.3. [bookmark: _Toc510018461][image: ] Venue Set-up
The day of the event (19/03/2018) proved to be difficult with set up, due to the fact there was miscommunication. Silje, Billie, Lydia, Emma and I all single handedly carried chairs that was borrowed from UWTSD to the venue. 











6.4. [bookmark: _Toc510018462]Uniform ideas 
[image: ]27/02/2018 –Silje, Billie, Hannah and myself discussing on what uniform we should wear on the day.[bookmark: _Toc509943106]Figure 18 - Using Facebook Messenger to suggest ideas for uniform







12.03.18 – Myself,[image: C:\Users\Invate\Pictures\29138101_10211606709068071_158512919_n.jpg][image: C:\Users\Invate\Pictures\29138076_10211607033156173_1165077039_n.jpg] Hannah and Billie Walking to Mount Pleasant to the SU to find t-shirts we can wear on the day.[bookmark: _Toc509943107]Figure 19 - Myself walking up the stairs in Mount Pleasant
[bookmark: _Toc509943108]Figure 20 - T-shirts and Lanyard that the SU kindly gave us




















6.5. [bookmark: _Toc510018463]Allocation of Steward Job roles 
[image: ]Whilst piloting the first workshop on the 28/02/2018, I personally went around the classroom to each student to question what he or she would like to do on the day of the conference. The decision to delegate students to roles on this day was a team decision. [bookmark: _Toc509943109]Figure 21 - Rough Draft of Job Roles for Stewards






























6.6. [bookmark: _Toc510018464]Creating Name Tags
13.03.2018 – Using the website Avery.com I created nametags for Mtour students. There were three options available and after reviewing the templates with Jacqui, a new template was created.
[image: ../../../../Desktop/Screen%20Shot%202018-03-13%20at%202.14.04%20pm.]















[bookmark: _Toc509943110]Figure 22 - Three templates that could possibly be used


On the 16/03/2018, the finalized nametag was completed and printed. 
[image: C:\Users\Invate\Downloads\29390955_10211607083037420_319496110_o.jpg][bookmark: _Toc509943111]Figure 23 - Final copy and printed version of nametags































6.7. [bookmark: _Toc510018465]Visuals/Snapchat
 On the day of the conference, there was one team member down for social media, therefore, I created a story where everyone who has snapchat is able to upload a picture and share it with the world. 
[image: C:\Users\P140639\Pictures\untitled.png]
[bookmark: _Toc509943112]Figure 24 - Snapchat Story

6.8. [bookmark: _Toc510018466]UWTSD Minutes
[image: ]All minutes that are shown in the UWTSD Minutes are credited to Silje Gronn. The purpose of these minutes is evidence that I was present during these minutes. 















[image: ]









[image: ][image: ]



[image: ]
[bookmark: _Toc510018482]Table 11 – Silje Gronn Minute Taking

[bookmark: _Toc510018483]Figure 25- Amended job rolesTable 12 – Silje Gronn Minute Taking

7.0. [bookmark: _Toc510018467]Group Evaluation
7.1. [bookmark: _Toc510018468]Pre-conference Appraisal 
On the third year, 2017, BA course 2017 in UWTSD students that were continuing the Mtour course for the fourth year were made aware that as part of the course the group must create a conference for colleges to attend to in 2018. The returning students started planning the Student Conference in October 2017, where only 3 students attending the 1st meeting. As discussed between the 3 students and the lecturer agreed that job roles were needed to be allocated immediately to understand the jobs that are required to ensure that conference is a success. Reflecting on this decision a group message was sent out to all students via Facebook Messenger, where the 3 members stated that if any students are unhappy with their job roles to state now as changing job roles. Discussing the job roles also brought the question of where should the group hold the conference? The answer was The Senedd. Billie took it upon herself to construct an email that was sent to The Senedd to see whether or not they would accept the university. After declining the university’s offer, myself, Hannah and Silje contracted an email that would provide The Senedd with our aims and objectives. This lead to the conversation whether or not the other team members should have been there to further understand the aims and objectives of the student conference. In relief, The Senedd finally accepted our conference to be held at The Senedd, the next phase was to contact the colleges, this is where there was a miscommunication. It is believed that only one team member should have been delegated the role of College Liaison. Resulting from this, there were many times where the group sent the number of emails to the college or no emails at all, whether it is checking final numbers, dietary requirements or any further requirements that the college would need.  
The workshop was the main interactive activity that the college students would be able to join in and contribute towards the Malaysian students travelling to Wales. As a workshop group, many ideas were discussed. The first, the college students were to go to the stalls that were organised by us to gather information, however, I suggested that this may not be possible as crowd control may be an issue and after discussing with the team we decided that the first idea will not be feasible and change was due and all team members were agreed. Every meeting that was organised the workshop was discussed, however, we found that some group members continued to ask questions regarding the workshop, although being updated. As the workshop provided with a lot of information, the workshop team decided the guidance sheet would be applicable to the college students and a form of a helping tool. Two pilot workshops were planned to ensure the accuracy of the workshop, where the guidance sheet would take play but also a feedback form for the pilots were distributed the see if the workshop could be improved. After the first pilot was completed the University of Malaya sent through a video giving direct information and requirements which meant the guidance sheet needed to be altered. The 2nd pilot workshop took place for first-year students, resulting in mixed feedback with some students did not want to contribute towards the workshop where others were more than happy to complete the guidance sheet. As the conference days were commencing the final touches of the guidance form needed to be completed. I and Hannah were unable to attend the library, however, I skyped Silje to assist with completing the form. Silje printed the final draft of the guidance sheet, upon reading the guidance sheet there were spelling errors that needed to be completed. 
During the times where the groups were not able to meet together, Facebook Messenger was used as the main source of communication of updates, however, Jacqui suggested that all teams must provide a daily update for all to see. This was done by Silje for a majority of the time, but no other teams did complete this task and once again there was a miscommunication with what other teams were doing during the times that meetings were to take place but nobody attended. We found that other group members were communicating but not updating other teams regarding their updates, and when asked the response received was that the team will inform everyone tomorrow, in which they never did. 
The Thursday before the conference took place, Jacqui mentioned that there may be snow on the way and that the risk assessment team must prepare for the worst, ensuring that colleges were liaised with. Sunday morning snow was present in South Wales and the group needed to take action on the weather plan, however, the venue and risk assessment girls had no action to take place. I personally drafted an email that would be sent out to the colleges where Jacqui adjusted the email it is believed that the weather warning email should have been sent out that Thursday. 








7.2. [bookmark: _Toc510018469]Conference Day Appraisal 
As agreed with all individuals, all were to meet at The Senedd at 9:00 am to ensure the set-up for the conference was completed before the college students were to attend. After having trouble with getting to the front door of The Senedd, myself, Hannah, Silje, Billie and Lydia were left with bringing in the chairs and marketing items when other team members were standing inside and only realised after we brought everything in. 
The set-up between 9:00 – 10:30 showed all team-members helping one another, setting up tables, putting marketing materials on display and other things. When the colleges arrived, the volunteers were found without doing many things other than meeting and greeting and Mtour students were gathered at the front of the entrance to meet and greet college lectures and presenters, this resulted into the entrance looking crowded. 
The morning session proved to be a success. Hannah and I worked well on stage for the welcoming speakers, the feedback provided by the college lecturers were positive as they all started speaking Welsh to me. The presenters were able to manage their time on the stage and also the workshop session was successful. Job roles to the volunteers were confused as they were unsure what location they should be in at what times and also the time-keeping in the afternoon were not punctual as presenters were over their time resulting into the workshop and personal videos were pushed back. At 14:30, Coleg Sir Gar announced that they needed to leave the conference without any communication beforehand, resulting in this Bridgend College wished to leave as well. This was out of our control as this was something that we were not able to predict and no precautions were put in place. 
The Student Conference overall was a success with positive feedback from Colleges, Presenters and public audiences. 
	Team Ratings

	Social Media Team 
	Completed ratings

	Team Member A (Bill)
	10/10

	Team Member B (Keeva)
	4/10

	Team Member C (Bronte)
	3/10

	Overall group mark: 17/30

	Workshop Team
	

	Team Member A (Silje)
	10/10

	Team Member B (Hannah)
	10/10

	Team Member C
	10/10

	Overall group mark: 30/30

	Venue and Risk Assessment Team 
	

	Team Member A (Tima)
	4/10

	Team Member B (Cath)
	4/10

	Overall group mark: 8/20

	Visuals
	

	Team Member A (Lydia)
	9/10

	Overall group mark: 9/10


 
I have created this system of ratings to individual mark group members by their; 
1. Participation in developing ideas and planning project, 
2. Willingness to discuss the ideas of others, 
3. Cooperation with other group members, 
4. Interest and enthusiasm in project, 
5. Participation in leading/facilitating discussion and ease and familiarity with discussion material,
6. The group members assigned tasks for the group, 
7. The quality of this persons work, 
8. The accuracy of the work, 
9. Performance in the group,
10. Timeliness of the completion of the work. 

The next phase will be pinpointing what team members completed these following tasks. 



Social Media Team
Team Member (A) – This team member received 10/10. 
Team Member (B) – 
1. Willingness to discuss the ideas of others, 
2. Cooperation with other group members, 
3. The accuracy of the work, 
4. Performance in the group,

Team Member (C) - 
1. The quality of this persons work, 
2. The accuracy of the work, 
3. Timeliness of the completion of the work. 
This group rated an overall 17/30. Team member A completed all tasks that were given and then some. Without Team member (A) creating and developing ideas in what to put on the social media, the other 2 members would not have content to put on their social media platforms. 

Workshop Team 
All team members were rated 10/10 as this group was able to complete all tasks that are given to them and also other tasks from other team members if they were not completed. It is believed that without this group working together the success of the conference may not have been to a high standard. 

Venue and risk assessment 
Team Member A – 
1. Participation in developing ideas and planning project, 
2. Cooperation with other group members, 
3. Interest and enthusiasm in project, 
4. The quality of this persons work, 
Team Member B – 
1. Interest and enthusiasm in project, 
2. The group members assigned tasks for the group, 
3. The quality of this persons work, 
4. The accuracy of the work, 
This team proved to be more difficult to rate. Throughout the process of the conference, there was constant miss-communication, untold work that nobody knew about and unnecessary work that the group was completing when other work needed to be done.  Team Member A showed a passion for the conference throughout although not being able to communicate with other teams. Team B delayed tasks throughout the time of the conference, however, when a work needed to be completed will be. 

Visuals 
Team member A –
1. Participation in developing ideas and planning project, 
2. Willingness to discuss the ideas of others, 
3. Interest and enthusiasm in project, 
4. Participation in leading/facilitating discussion and ease and familiarity with discussion material,
5. The group members assigned tasks for the group, 
6. The quality of this persons work, 
7. The accuracy of the work, 
8. Performance in the group,
9. Timeliness of the completion of the work. 
This team member was working individually on their tasks and provided the team with excellent personal videos, however, there were times where cooperating with the group proved to be difficult as no communication was made throughout the Facebook Messenger. 








8.0. [bookmark: _Toc510018470]Individual Evaluation
8.1. Event Coordinator 
My overall role as the Event Coordinator I believe was successful. From the very start until the day of the conference I was involved with the majority of the meetings, the planning and on the day I showed that I was able to cope well under pressure and change. 
This being said, at times I believe that on the day I may have come across as a perfectionist which is where “a person who wants everything to be perfect and demands the highest standards possible” (Cambridge Dictionary, 2018). I felt that I could always improve a situation, for example, organising the volunteers on the day of the conference when the catering needed organisation where I divided the group up into individual tasks. This proved once more, when the time-keeper for the presenters were not kept accordingly and I felt the need to organise the itinerary to the times and past this on to every single team member to ensure that everyone understood. In the morning of the conference as the Social Media Team were one team member did not come until the evening, I created a story on snapchat that all people can use, when in-fact this should have been done by the other Social Media Teams could have done this. Prior to the event, the personal videos were being recorded and the need to control the situation as there was 9 of us present, this is when I was willing to record the camera and also ask the teams question’s when this could have been done by the visual team. It’s possible to argue that I may have been a control-freak where “someone who is determined to make things happen in exactly the way they want and who tries to make other people do what they want” (Cambridge Dictionary, 2018) however, as many of the team members were not present, there was miss-communication time to time the need to continue other individuals job roles to ensure the conference was a success. 
8.2. Workshop Co-Creator 
There are 3 team members in the workshop co-creators, all three members are confident, bright but very forward with the way of thinking. There were 2 pilots that underwent with students from UWTSD, however, I believe that possibly there should have been a 3rd pilot on lower academic students, showing the true colours of the workshop, I did not express this to any other team members. As shown in the portfolio, I was awake most nights overthinking the workshop and worrying how the workshop may pan out. Personally, I feel as if all team members played to each other strengths and was able to communicate efficiently. 
8.3. Welsh Translator 
As my secondary job role was the Welsh Translator gathering documents to translate proved difficult as many documents were completed a week before the conference. The difficulty of having someone to proof-read my documents resulted into advice from my own family members. Documents were printed and ready to be handed out, and although nobody required a welsh document they were on stand-by. The second difficulty was translating the master PowerPoint, no fault of their own the master PowerPoint was later than expected, thus no time to translate the whole document. 





9.0. [bookmark: _Toc510018471]Conclusion
The Student Conference, overall, was a complete success. From knowing the conference was happening from 2017 until now I have learnt a few things for myself; 
1. I can be a perfectionist and a control freak. 
2. I leave main pieces of work until the last minute. 
3. I enjoy working well within a group, however, at times enjoy my own individual pieces of work. 
4. Different personalities can clash and the main key to ensure the work is completed is by communication. 
5. Things may have gone smoother if all job roles were successfully completed. 

[bookmark: _GoBack]I would like to give thanks to UWTSD for giving me the opportunity to run a major event such as this Student Conference. Thank you for letting me use my strengths and also improve on my weaknesses. 
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WORKSHOP

10.10.17 21.10.17

25.11.17

18.12.17

01.02.18

Delegating team members conference tasks
Create workshop ideas
Amend workshop idea
Create workshop guidance sheet
Create feedback forms for pilot runs
1st Pilot Run of Workshop
Go through feedback forms from 1st pilot
Change workshop from 1st pilot run feedback
2nd Pilot Run
Go through feedback forms from 2nd pilot
Change workshop from 2nd pilot run feedback
Finalize guidance sheet and workshop
Finalise guideance sheet and print

WORKSHOP ON DAY

Assiting colleges with workshops
Collecting college workshop sheets
Presenting prize to the winning college

13.02.18

28.02.18

07.03.18

12.03.18

16.03.18

19.03.18

Securing Venue

Final amendments to application to the Senedd

Stewarding & Itinerary

The find process of stewards
1st draft of Event Itinerary
3rd draft of Event Itinerary
Create weather conditions email
Email all colleges weather emergency action plan

STEWARDING & ITINERARY ON DAY

Greeting Stewards
Assisting with delgating tasks

Visuals

Amendment of idea for personal videos
Creating of name tags for lanyards
Collecting UWTSD SU t-shirts for team to wear on day

Presenters and Translation

Creating intro notes
Creating end notes
Translation of master PowerPoint (Bethan)
Final amendments to notes
Translation of workshop and notes
Finalising opening and closing speech
Translating opening and closing speech
Translating feedback form
Transferring all speeches to Ipad

PRESENTERS AND TRANSLATION ON DAY

Presenting opening speech
Speaking Welsh to colleges

Social Media

1st draft of creating social media hashtags

SOCIAL MEDIA ON DAY

Creating 'Snapchat Story'










10.10.17 21.10.17 25.11.17 18.12.17 01.02.18 13.02.18 28.02.18 07.03.18 12.03.18 16.03.18 19.03.18

Finalising	opening	and	closing	speech

Translating	opening	and	closing	speech

1st	Pilot	Run	of	Workshop

Go	through	feedback	forms	from	1st	pilot

Change	workshop	from	1st	pilot	run	feedback

2nd	Pilot	Run

Finalise	guideance	sheet	and	print

Amendment	of	idea	for	personal	videos

Creating	of	name	tags	for	lanyards

Go	through	feedback	forms	from	2nd	pilot

Change	workshop	from	2nd	pilot	run	feedback

Finalize	guidance	sheet	and	workshop

Final	amendments	to	application	to	the	Senedd

Securing	Venue

Transferring	all	speeches	to	Ipad

Presenting	opening	speech	

Speaking	Welsh	to	colleges

WORKSHOP	

Create	workshop	ideas

Amend	workshop	idea

Create	workshop	guidance	sheet

Create	feedback	forms	for	pilot	runs

Creating	'Snapchat	Story'

Delegating	team	members	conference	tasks	

Collecting	UWTSD	SU	t-shirts	for	team	to	wear	on	day

Presenters	and	Translation	

Creating	intro	notes	

Creating	end	notes

Translation	of	master	PowerPoint	(Bethan)

Final	amendments	to	notes

Translation	of	workshop	and	notes

The	find	process	of	stewards

1st	draft	of	Event	Itinerary

3rd	draft	of	Event	Itinerary

Visuals	

WORKSHOP	ON	DAY

1st	draft	of	creating	social	media	hashtags

SOCIAL	MEDIA	ON	DAY

Assiting	colleges	with	workshops

Collecting	college	workshop	sheets

Presenting	prize	to	the	winning	college

STEWARDING	&	ITINERARY	ON	DAY

Greeting	Stewards

Email	all	colleges	weather	emergency	action	plan

Stewarding	&	Itinerary

Create	weather	conditions	email

Social	Media

Assisting	with	delgating	tasks

PRESENTERS	AND	TRANSLATION	ON	DAY

Translating	feedback	form
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MAJOR GANTT CHART

Tasks 10.10.17 21.10.17 25.11.17 18.12.17 01.02.18 13.02.18 28.02.18 07.03.18 12.03.18 16.03.18 19.03.18

SECURING VENUE - BILLIE MORGAN

Phone call to the Senedd

Application of enquiry

Final amendments to application (Hannah, Silje, Bethan and Jacqui)

Application sent to the Senedd

Approval to host event at the Senedd

First meeting booked with Senedd's Event Officer

Second meeting booked

First meeting at the Senedd (Hannah, Bethan, Billie, Catherine, Caoimhe, Lydia, Tima, Silje)

Second meeting at the Senedd (Silje, Bethan, Billie, Hannah, Catherine, Tima, Bronte)

HEALTH, SAFETY AND RISK ASSESSMENT - BRONTE MURDOCH, TIMA OMARI, CATHERING TRAPNELL

Hazard Identification in the Venue

Health and Safety Plan

Venue Design (All)

Food and Drink Plan

Communication Plan

Risk Assessment

Find stewards and allocate roles (Silje, Hannah, Beth, Caoimhe and Billie)

Training of Stewards

Attendee's details

Prizes (Hannah and Bronte)

Security Check Notification

Steward Training Manual

1st draft of Event Itinerary (Silje, Hannah, Billie, Jacqui and Beth)

2nd draft of Event Itinerary (Tima)

3rd draft of Event Itinerary (Hannah, Beth, Billie and Jacqui)

Volunteer Schedule

WORKSHOPS - SILJE GRONN, HANNAH EVE THOMAS PETERS AND BETHAN WATKINS

Create workshop ideas

Amend workshop idea

Create workshop guidance sheet

Create feedback forms for pilot runs

1st Pilot Run of Workshop (Hannah, Silje, Beth, Billie and Caoimhe)

Go through feedback forms from 1st pilot

Change workshop from 1st pilot run feedback

2nd Pilot Run

Go through feedback forms from 2nd pilot

Change workshop from 2nd pilot run feedback

Finalize guidance sheet and workshop

MARKETING AND VISUALS - LYDIA SMITH

Create invitations

Amend invitations

Invitations sent to Colleges

Meeting with Rebecca for marketing (Hannah and Billie)

Filming for Marketing Trailer

Editing trailers

Film personal videos on personal phones (ALL - Idea brought by Bethan)

Create master video 

Edit personal videos and master video

Determine attire on the day (Silje, Bethan, Hannah, Billie)

Visit SU to get tshirts on the day (Hannah, Beth, Billie)

PRESENTERS AND TRANSLATION - HANNAH EVE THOMAS PETER AND BETHAN WATKINS

Creating intro notes 

Creating end notes

Putting together master powerpoint (Hannah)

Translation of master powerpoint (Bethan)

Final amendments to notes

Translation of workshop and notes

CATERING - SILJE MARIE AAS GRONN

Contact Senedd's Catering Company

Ask Catering re sponsorship and discounts

Amendments to booking form

2nd amendment to booking form

3rd amendment to booking form

Final booking form sent to Jacqui and Maggie for approval

Booking form sent to the Catering company

Catering confirmed

SOCIAL MEDIA - BILLIE MORGAN, BRONTE MURDOCH AND CAOIMHE MCNULTY

Create Conference Posters (Billie)

Creating Social Media Accounts (ALL. Billie; Facebook, Bronte; Twitter and Caoimhe; Instagram)

Daily postings on Instagram (Caoimhe)

Daily postings on Facebook (Billie)

Daily postings on Twitter (Bronte)

Creating website (Billie)

Updating website (All)

Create feedback survey (Bronte)

Press release information for Rebecca (Billie)

Live streaming of 1st pilot run (Billie)

Live streaming of 2nd pilot run (Billie)

Live streaming on the event day (Billie)

Photos and videos on the day (Billie)

Creating hashtags for marketing (Billie, Hannah, Silje, Bethan, Caoimhe)
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Managing Stewards Cath
Social Media Bile and Caoimhe.
Set down?

s well a5 the regular meetings that you are holding as a group and individual teams we need to please mest every Thursday morning t0 run through. We are then all meeting on 7" in Cariff Bay.
Thanks all

sacqui

From: Sile Gronn (P140210)

Sent: 2 February 2018 1522

To: Jacqui Jones <Jacqui jones@uwsd.ac.uk>

Ce: Bethan Watkins (P140638) <buatkins. 140639@student uwtsd.ac uk>; Bilie-Jade Morgan (P144065) <bmorgan. 144065 @student uwtsd.ac uk>; Hannah Thomas-Peters (P141415) <hthomas-peters 141415@student uwtsd.ac.uk>; Bronte Murdoch (P151218)
<bmurdoch 151218@stugent uwtsd.ac.uk; Tima Omari (P150709) <tomari 150709@student uutsd.ac uk>; Catherine Trapnell (P150721) <ctrapnell 150721 @student wwtsd ac.uk>; Lydia Smith (P141878) <ismith. 141878@student uwtsd.ac.uk>; Caoimhe Mcnulty
(P148891) <cmcnulty. 148891 @student uwitsd ac uk>

Sublect: CONFERENCE UPDATE TODAY 22/02/18

Hi Jacqui,
Alittle update on today's conference meeting:
1 have now sent an email to the catering company, asking for permission to bring in the Danish pastries and bottled water provided by Brecon Carreg (if they sponsor us). | also kindly asked for a discount as this is  big catering package and our
budget i limited. It was decided that Billie will be doing the initial creation of the website, but wil hand over autharity to Caoimhe and Bronte, however, Bllie will have full access to the website so she can mornitor it. We have been aware that it
was said during the meeting with Rebecca that she said she would get in contact with the AM's for us, but we are double checking that with her. Ifthis is not the case, Hannah will be contacting them asap. The roles on the day will be as follows;
Silje, Hannzh and Beth are doing the overall running of the workshop, however, the different parts of the workshop will be spltin to the following groups, but these may be altered;
« Transport — Bethan
« Accommodation ~Tima and Hannah
« Excursions - Sije
Catherine will be moritoring the stewards and willallocate tasks where appropriate.
Billie and Caoimhe will be the head of social media on the day, providing live streams to Facebook and our Website
Lydia wil be monitoring the marketing aspect on the day, checking that allleaflets and prospectuses are avalable for college students
Bronte will be monitoring guest speakers and making sure time management is under control, s well s being a sort of hostess if they need anything.

If any of the roles are unclear, please drop me an email.

Allthe best,

silje

silie Gronn (P140210) ]

Jacqui Jones

Catherine Trapnell (P150721)

=4 e
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From: Jacqui Jones
Sent: 22 February 2018 1553

To: e Gronn (P140210)

Ce: Bethan Watkins (P140639); Bille-Jade Morgan (P144065); Hannah Thomas-Peters (P141415); Bronte Murdoch (P151218); Tima Omari (P150709); Catherine Trapnell (P150721); Lydia Smith (P141878); Caoimne Menuty (P148891); Kathryn Flynn
Sublect: RE: CONFERENCE UPDATE TODAY 22/02/18

Hiall,
Thanks Silje for this info which i really helpful and | would suggest you need a weekly email update please and can this nclude the gant chart updated with evidence of who has done what and emalled to me.

1 just want to clarfy responsibiites as it s very important that everyone has major roles with academic input in preparation for the conference a5 this is what you are being marked on and will need to be submitted as evidence, and also that you al have relevant
responsibiities on the day.

Just for larfication for me can | confirm pre eventis correct

Marketing materials, posters, and all event day and marketing videos Lydia
Workshop Developments Sile, Beth, Hannah

Catering and gant chart Sile

Welsh Language Beth

AM's Hannah

Website Bille, Caomhe and Bronte

Risk Assessment Tima, Cath and Bronte

Prizes, Printed linerary, attendance ists, checkist, venue gant chart, event day gant chart and all Pe event briefing materials for the IHM stewards including their schedules, allocating duties and training them before the event Tima and Cath

Onthe day
setup?

Posters and picture (we need photos!) Lydia

Welcome Bethan and Hannah

Workshops Bethan, Sille, Hannah, Tima and you need 2 more to have support
Guest Speakers/VIP's/AM's Bronte

Managing Stewards Cath

Social Media Bile and Caoimhe.

Set down?

s well a5 the regular meetings that you are holding as a group and individual teams we need to please mest every Thursday morning t0 run through. We are then all meeting on 7" in Cariff Bay.
Thanks all

sacqui

From: Sile Gronn (P140210)

Sent: 2 February 2018 1522
To: Jacqui Jones <jacqui ones@uwsd.ac.uk>
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woRksHop

20 students from University of Malaya-Wales will be visiting from 22" June to 30" June. Your task is
tofind the best transport, accommodation and excursion deals for these students. Choose the best
option suitable for them, but be aware of pricing as well.

OUTBOUND TRANSPORT

orts:

« Research flights from Kuala Lumpur to the following
- London
- Bristol
- Birmingham
- Cardiff
«  Please provide departure times to/from and what ai
that would be deemed more suitable
«  Flight class? —First class, business class or economy?
What are the amenities and inflight services?
«  Please provide prices for the flights, both total price and individual flight prices
« How are they going to get from the airport in UK to their destination?
- Bus (Nat express, megabus)
- Train (Arriva trains, gwr)
- Hired bus company

ine you have chosen, choose the one

ACCOMMODATION

«  Location -> Cardiff
« Choose one of the following and research price for 20 students;
- Airbnb — check in/check out times?
- Hotel - check in/check out times?
- Hostel - check in/check out times?
- Bed and Breakfast - check in/check out times?
«  Total accommodation price and breakdown for single accommodation pricing
 Why have you chosen this accommodation?
«  Please outline facilities and servi ble in your chosen accommodation. These need
to be suitable for college students from Malaysia

EXCURSIONS AND INBOUND TRANSPORT

ing from Univer

In this section you will have to plan excursions for 20 students of Malaya-
Wales. You will need to plan excursions for 7 days, which means approximately 1-2 excursions a
day depending on what they are doing. At least 1 day will be given to an event, and you will need
to find an event that is suitable for these students.
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Location -> South Wales
Choose different excursions, and the following criteria needs to be met:
- Adventure

- Culture and heritage

- Educational

Find a suitable event for the students to partake in
Students will need to get around South Wales to partake in these excursions, please
research the following options and decide which would be beneficial for these students:

- Train

- Bus (Nat Express, Mega Bus, Local Buses)

- Walking (Distance to excursions close to accommodation)

- Hired bus company (need to see whether there is any parking available in excursions and

the price for this)
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The World is Our Lecture Theatre
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Conference Workshop Feedback Form‘

‘Thank you for spending today helping us with our pilot run. We appreciate your attendance as this will
help us achieve our aims and objectives for our The World is Our Lecture Theatre Conference.

Please take a moment to fill out the following form as truthful and constructive as you can. Your honest

answers will help s improve the workshop a5 we plan on running this workshop on 18 March at the
Sensdd for college students

HOW WAS YOUR EXPERIENCE?

Was anything unclear about the check list guidance given?

ONo Oves Explain

Did you struggle with any of the research you had to undertake during this workshop?

ONo Oves Explain

How well did you find working a5 a team during the workshop?

Explain:

Do you have any suggestions for extension questions or other concepts related to the workshop?

ONo Oves Explain
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WORKSHOP LEADERS

Do you feel you received sufficient support from workshop leaders throughout the workshop?

ONo Oves Explain

Was there enough workshop leaders to assist with workshop support?

ONo Oves Explain

Is there anything that we could have done ahead of time to have made your experience more rewarding?

ONo Oves Explain

OTHER COMMENTS OR SUGGESTIONS

15 there anything we may not have considered and you would like us to implement in the workshop?

Suggestions:

If changes are implemented, would you be interested in partaking in this workshop again?

OnNo Oves
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Conference Speech
Opening
WELSH

Helo a chroeso i Gynhadledd Myfyrwyr Prifysgol Cymru Y Drindod Dew Sant! Ein henwau yw Bethan a Hannah ac rydym yn 2 0 9 cydlynydd

digwyd

Ein nod yw annog myfyrwyr i astudio teithio, twristiaeth, digwyddiadau a lletygarwch yng Nghymru, dyma pam rydych chii gyd yma heddiw.
Gobeithio y bydd pawb i gyd yn cael diwrnod gwych a gallwch gael rhagor o wybodaeth a phrofiad pa ddyfodol posibl sydd gennych.

Fel gri, diolch j bawb am fynychu a chael diwrnod gwych!

English |

Hello and welcome to the University of Wales Trinity Saint David's Mtour Global Student Conference! Our names are Bethan and Hannah and

we are 2 0f 9 event coordinators that are standing on this stage today who created this event for you all.

Our aim is to encourage students to study travel, tourism, events and hospitality within Wales, this is why you are all here today.

We hope you all have a wonderful day and can gain further knowledge and experience what potential future you have.
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Weather Conditions

UWTSD MTOUR <mtour2017@gmail com> Mar 18 (5 days ago) IN
to hml

Good Morning Helen,

Due to travel warnings, snow and ice seriously affecting some areas of South Wales, we wanted to update you regarding tomorrow's Student Conference at The Senedd. At
the moment, the forecast is for snow and travel warnings today and not tomorrow, therefore, at the moment, the Conference is going ahead as planned. We are monitoring
the conditions as your safety is paramount and if needed, the start of tomorrow’s event will be delayed or even cancelled, however, we hope to proceed as planned. Please,
keep a close eye on emails, Facebook and the event website and if you are unable to attend then please let us know. We are watching the weather forecasts and travel
advice and plan to update again this afternoon when there will be more information

Hannah Thomas Peters will be your emergency contact in case you have any further queries.
Telephone: 07929761216
Kindest regards,

Mtour Team
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Weather conditions

UWTSD MTOUR <mtour2017@gmail com> Mar 18 (5 days ago) IN
toEva v

Good Morning Ms Thomas,

Due to travel warnings, snow and ice seriously affecting some areas of South Wales, we wanted to update you regarding tomorrow's Student Conference at The Senedd. At
the moment, the forecast is for snow and travel warnings today and not tomorrow, therefore, at the moment, the Conference is going ahead as planned. We are monitoring
the conditions as your safety is paramount and if needed, the start of tomorrow’s event will be delayed or even cancelled, however, we hope to proceed as planned. Please,
keep a close eye on emails, Facebook and the event website and if you are unable to attend then please let us know. We are watching the weather forecasts and travel
advice and plan to update again this afternoon when there will be more information.

Hannah Thomas Peters will be your emergency contact in case you have any further queries.

Telephone: 07929761216

Thank you for your support,

Kindest regards,

Mtour Team
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Weather Conditions

UWTSD MTOUR <mtour2017@gmail com> Mar 18 (5 days ago) IN
to Gareth [+

Bore da Gareth,

Due to travel warnings, snow and ice seriously affecting some areas of South Wales, we wanted to update you regarding tomorrow's Student Conference at The Senedd. At
the moment, the forecast is for snow and travel warnings today and not tomorrow, therefore, at the moment, the Conference is going ahead as planned. We are monitoring
the conditions as your safety is paramount and if needed, the start of tomorrow’s event will be delayed or even cancelled, however, we hope to proceed as planned. Please,
keep a close eye on emails, Facebook and the event website and if you are unable to attend then please let us know. We are watching the weather forecasts and travel
advice and plan to update again this afternoon when there will be more information and are also setting up an emergency contact number in case you have any queries’
Thank you for your support,

Kindest regards,

Mtour Team

UWTSD MTOUR <miour2017@gmail.com> Mar 18 (5 days ago) - -
to Gareth [+

Hello Gareth,

Your emergency contactis me, Bethan Watkins!
So here is my number in case of any emergencies: 07467515311

Please don' hesitate to contact me if anything should happen,
Cofion cynnes,

Bethan Watkins
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The event is planned to be interactional and therefore this will be supported by an interactive learing experience for the stugents.whigh we are currently
designing with a number of Welsh industry partners. This will include involving the students in activities relating to Weish branding and product
development within Tourism, Eygnts and Hospitality.

We will therefore argue that our event is.closely linked to Wales Government aims, objectives and business, and have linked this below to the Taking Wales
Forward 2016-2021;

Ambitious and Learning

The event will focus on potential career opportunities within the Tourism Sector, working towards the provision of sustainable employment.which includes;
skills and talent development. This ties into the strategy of the Partnership of Growth 2013-2020 as the need for skills progression and talent are identified
as an area of need and to develop and promote Tourism throughout Wales.

The event aims to demonstrate to the students of the future skills we have gained through personal development, tourism education and our Qi shared
experiences from working in the global tourism industry and bringing these skills and knowledge back into Wales. This will also include showcasing our
alumni success stories in order to promote learning and encourage ambition within the sector.

The conference is being organised by a group of Masters Students for a number of colleges from across Wales and links for this have already been.
developed with Coleg Sir Gar, Cardiff and Vale College, Afan College and Cross Keys College. The event will therefore promote potential tourism
employment opportunities for the younger generation as well as skills development directly relating to the Future Generations Act 2015 to help create the
managers of the future.

United and Connected

Our event aims to connect Wales with the wider world to encourage and support home row(d talent with global potential. As stated, this will be achieved.
by running ineractive workshops where the students will work on a project developing Tourism packages and markmrg strategies for potential groups
visiting Wales. To achieve this, we are laising with a numw ofolxamsanons n.Wales.a

ingls Maritiy iff A . Our Welsh connections will also include Ewan Rees, programme alumnl wﬁo
has recently Iaunched anew tourism enterpnse, V.L.P wales and appeared 'on Prynhawn Da on S4C, as well as students from the ground-breaking Marriott
Hotel Training Partnership at UWTSD.
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The World s Our Lecture Theatre

Further tothe concerns you raised in your recent emal that our planned event i not inked strongly enough to the aims of the Assembly and its Business
e have met as 3 roup of students to address this issue. We hope the detailed aims and objectives of ur student led event explained below which e
Strongly believe are closely linked to the aims and business of the Welsh Government wil asist with the process of approval.

‘e main purpose and objectives of our event i to provide FE students studying Tourism, Eyents and Hospitaltyin Wales with an interactive experience.
which wil focus directy on Wales Government and Visit Wales Strategy for Growth 2013-2020 and Taking Wales Forward 2016-2021. This we believe will
assis in achieving the Assembly’s purpose and objectives with regard 1o the Future Generations Act and the development of Tourism and promoting the.
Tourism Industry s a future career pathway for students.

Weare in the process of planning the event and aready have commitment from a number of Coleges to attend and bring their students as vl as potential
uest speakers. The aim of our event is to create an interacive experience for potential future Tourism and Hosptalty advocates and for them to consider
the importance of The Strategy for Growth 2013-2020 interms of the 5 key principles;

Promoting the Brand
Product Development
People Development
Profitable Performance.
Place Building

e agenda for the day will focus strongly on The Welsh Brand, product development and people development as well as The Future Generations Act. This
wilnclude a strong emphasis on Epic and the Viit Wales “Year of the Sear,as wellas the importance of Cardiff AITport’s new partnerships, developments
for iche Tourism, Eyents and the importance of nternational brands 2s wellas Cyectod, Our planned itnerary s to incude a number of keynote.
lectures from leading industry igures, anc 2 student 2lumn who is now an industry leader as well s ideos of our own development journeys. This il
focus directly upon people development within Tourism, Events and Hospitalty in Wales with a strong emphasis on talent and sils development which has
been ighiighted by the Wales Government as an area of development.
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Healthy and Active

We vill ensure that the programme also relats to young people’s key development milestones by embracing the following objectives, which are st n the
National Srategy Wel-Being Statement 2017;

1) Support people and businesses to ive prosperity

- We aim to create engagement with our audience by involving them inInteractive workshops and creating networking opportunities with iconic tourism
representatives and leaders

2) Tackte regional inequality and promote fair work

- By inviting colleges across Wales with various student backgrounds, we aim o create equa opportunity for all. The event will embrace the Welsh cuture
‘and language, and where possibe the event willinclude a bilingual approach. Our group incudes ethri representation and vith two mature students
within the group, the event will consider diversity and promoe air work.

3) Support young people to make the most of their potential

- We aim to build ambition and skis through workshops, as el s focusing on vocationa foutes to help students develop their career and personal
evelopment. Our careful selection of speakers wilfocus on developing potential talents within the industry.

4)Build ambition and encourage learning for e
- We aim to use videos of our own development journey within the Tourism industry in order t0 inspire the young audience
5) Equip everyone with the right skils for a changing world

- As our industy thrives vith diversity and international growth the events wil shaycase to individuals the sk, talent, and drive they require to succeed
within the Tourism Industy, which i fast developine.

We hope you will e the benefit of our event and how trelates t the aims o the Assembly and s business and enable us o wtilise the excellent facilties
atThe Sepedd.
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Btw; we are thinking re tshirts for the
conference. We can buy tfpe stick on letters
that we iron on ourselves and just get the £3.99
tshirts in HM or primark. It's more cost effective

I have arranged to have distance learning with
Jacqui... until I've sorted out the transport
situation.





image52.jpeg




image53.jpeg




image54.jpeg
b6 — Ry -

Fai LS




image55.png
template 2

Template 1





image1.jpeg




image56.jpeg
Slobat st g
Conference yg1

D14

is
Ual Creator g, Marketing Directo,

Global Student
Conference 2018

BETHAN

Event Coordinator, Workshop Co-Creator
and Welsh Translator

B=
=l |

Event Coordinator Workshop (o2
and W Trasio

Global Student
Conference 2018

BETHAN

Event Coordinator, Workshop Co-Creator
and Weish Translator

Global Student
Conference 2018

BETHAN

Event Coordinator, Workshop Co-Creator
and Welsh Transtator

Event Coordinator Wotot

Gotalsutet,
Conference 0

Bl HA(\/

o (0T

“and Welsh 77





image57.png
aillvodafone UK 4G 3*  12:11pm 7} =)
@ Q Discover

All  Subscriptions

Wl'mmes Samantha
LWorld! 1$:0mtrt

e Theatre

Kylie Jenner




image58.png
The World is Our Lecture Theatre -
Conference meeting minutes

Location:  University of Wales Trnity Saint David, Swansea Business Schoal
Date: im0t

Time: 11-19:00

Attendees:  Bethan Watkins, Hannah Eve Thomas Peters, Sije Harie Aas Gronn, ilie Morgan

Not present: Lydia Smith, Tima Omari, Bronte Hurdoch, Catherine Tragnell and
Gagimh MeMulty

Agenda items

1. Workshop - Silje, Hannah and Beth created and refined workshop guideline sheet, created
feedback forms and outlined how the pilot on 28/2/18 would be run.

2. Website and Social Media updates - Bille created the website on viesbly, sorting out the front
page, team members page and social media links

3. It was discussed by Silje, Billie, Hannah and Bethan the attire of the day of the workshop and it
vias decided that we will g0 for black tshifts, black jeans and black flats. Print-on labels to be
bought online with the following to be ironed on tshits: The World is our lecture theatre + names

4. Silje and Jacaui had a telephone meeting discussing catering and guest speaker opportunities. It
Was decided to review the catering invoice together to adhere vith the budget given by Maggie.
Several guest speakers have been confirmed, ncluding Andrev: Campbell, Hichael, Sam ete.

5. [Agenda item]
6. [Agenda item]
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The World is Our Lecture Theatre -
Conference meeting minutes
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fThe World is Our Lecture Theatre -
Conference meeting minutes

Location:  University of Wales Trnity Saint David, Swansea Business Schoal
Date: 0810312018
Time: 1030-11:00
Attendees:  Bethan Watkins, Hannah Eve Thomas Peters, Sije Harie Aas Gronn, Tima Omar,

Lydia Smith and Catherine Trappell

Not present: Bronte Murdoch, Cagjmhg MeNulty, Bille Morgan

Agenda items

1. Workshop - The workshop leaders (Silje, Hannah and Beth) went through how the workshop will
be on the day. The workshop will e split into two parts; transport and accommodation first and
then excursions. The guest speakers have been allocated times that will fit with the workshop.
themes. Al groups will be divided into 10 pp group. Everyone was okay with this.

2. Tshiets - Again tshirts were discussed, and it was decided to approach the SU on Monday after ¢
pilot run of the workshop to see whether they can help us. If not, it was decided to go for all
black tshitt.nstead as there will be no time to get that sorted a week prior to conference.

3. Personal videos - It was noted that Lydia will need all personal videos by the end of 8/3 or
morning of 9/3 5o she have time to edit. Allstudents viere then advised to send Lydia all photos.
and videos from Malaysia for the main video that is being created.

4. Catering - Final amendments to catering was done today by Silje. She sent it to Jacqui who will
send it to Maggie for approval, When this is finalized, the booking form il be sent back to the
catering company. This will hopefully be done by tomorrow, 9/3.

5. Stewards - Catherine was advised by Silje about the IHM students wanting to get involved and
help at the conference. A picture of the sign-up sheet with students vas sent and it was noted
that the training of stewards will commence on 12/3 at 2 pm. It was advised that Catherine
created a plan to how she will train them.

6. Prizes - Hannah have been in contact with Efs Las and was able to get us 10 tickets for the
winning team. Bronte is also in contact with Oakwood re prizes for the 2° runner up.

7. Risk Assessment - Tima and Cath will need to finalize the risk assessment and the group was
advised that it will be completed by Monday.

8. GANTT Gfiart.- Slje will create an overall GANTT Chart for the group, as vl as updating the
once already received. This will be done daily. GANTT Gha is received by following groups;
awaiting GANTT Chart for Venue Group (Catherine and Tinya). Was advised that this will be done
on Monday.

+ Viorkshop leaders (Sije, Hannah and Beth)
+ Catering (sile)

+ Social Media Team (Bile, Bronte and Gaoimhs)
+ Marketing and digital visuals (Lydia)

Action items Owner(s) Deadline Status

[Workshops finalzed] [Site, Hannshand  [12" march] {in progress]
Beth]

[Finalize website] (Billie, Gpoimhg and  [10° march] {in Progress]
Bronte]

[Finalize catering isite] 5" March] {In Progress]

arrangements]

[Liise with SU re tshits]  [Hannah, Beth, [12* March] [in Progress]
Catherine, Tiza,
Bille, Bronte and
Lydia]

[Piloting workshop] [Hannah, Bethan, [12" March] [In Progress]

Bilie, Bronte, Tima,
Catherine and

Lydial

[Risk assessment] [Tima and (12" Harch] {In Progress]
Catherine]

[Personal videos] Tydial [5th March] {in Progress]




