[image: ]Conference portfolio/Appraisal 
This document is a portfolio document that proves that Hannah Eve Thomas-Peters (P141415) has successfully and professionally completed her duties as Event Coordinator, Workshop Co-Creator along with on the day responsibilities such as presenter and presentation organiser for The University of Wales Trinity St David MTOUR Student Conference “The World is Our Lecture Theatre” on March 19th 2018. This document provides screenshots, snapshots and documentation of all tasks the event coordinator handled from the weeks commencing 16th October 2017 to the 19th March 2018. The Two Gantt Charts below show the overall tasks completed by the group and a personal Gantt chart created by the author.


 Group Master Gantt Chart 
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Personal Gantt chart 
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Lectures and meetings (Inc. minutes) 
[image: ]All the MTOUR Students were briefed when starting the course and starting the global contemporary issues module that they were required to plan and undertake field study research in order to arrange a Global Student Conference where MTOUR students were either to present an academic research paper or lead seminars/ create workshops for industry representatives and students. 
 	One of the initial tasks that was completed was on the 2nd November where job roles and departments were created for individuals due to a number of absences from other members of the team this was completed by Myself along with Team Members D and E who assigned the following based on absent team members previously discussed desires and perceived strengths.

Later on these tasks were amended by the lecturer as it was felt that some members of the group didn’t have enough to do whilst others took on more and felt it was better to distribute tasks more evenly in order for people to gain marks Jones (2018) states that it is in order to “clarify responsibilities as it is very important that everyone has major roles with academic input in preparation for the conference” (Jones, 2018).
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Meeting minutes *****
Senedd responsibilities 

In order to hold our event as a group we discussed possible venue options one of our first choices was following a trip in our third year where we went to the Senedd the main appeal was the fact the venue was free as long as we required sponsorship from an active AM and had to apply to hold our event. 
 	Myself and Team Member A, B, C, D, I and Jacqui Jones were present on creating the second draft application after Team member A consulted us and needed to add more to apply with the Senedd terms and conditions for the event.
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[image: ][image: ]Team members A, B, D, E, G, H, I and Myself went to the Senedd on the 13th February and 7th March to gain further details about the venue and what we could do with the event space from the event coordinator and again.

 

Once talking to the Senedd’ Event coordinator about inviting the AM’s we found out that we could not only invite a few and that we would have to invite all AM representatives in order to be fair with no political agenda, I took it upon myself to write and send these emails out to the AM’s I created a  draft and a final draft that was sent out first of all then I collected all 60 members email addresses and copy and pasted the email addresses into them and changing the names to the corresponding person then emailed back once they had replied thanking them on behalf of the team. 

This is the initial email I had my lecturer have a look at where she responded saying it was too long and needed to be shorter I saw her that day in her office and went through with her what needed to be altered which was the resulting image and email that was sent out to the Assembly Members. 
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Everything Starred are the Emails I sent to the Assembly Members such as shown in the above. 
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Workshop 

In a meeting we all brainstormed ideas about what we wanted to achieve from the workshops, however I was never fully satisfied with the ideas that were produced as I felt they may be too complicated for the college students and appears that I was not the only one who had the same views as Team Member D had expressed concerns on our group chat.
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after we had changed our workshop idea we went on to create our workshop guidance sheet as seen below for our pilot workshop to test out our workshop idea.
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On the 28th February my group and I along with Team Members A and B from the social media team run a pilot for the workshop to test before the event the pilot group then filled out the feedback forms to help us improve there were slight adaptations from the feedback forms that were filled out however mostly positive. At the same time, we recruited some of the students as volunteer stewards for the conference.
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Then after the changes were made to the workshop we decided as a group to run a second pilot with the new changes and a new group of students.
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Marketing and Visuals 
I Helped all team members with the filming and topic ideas of their personal videos I also held prompts they could read from just to make sure they got across what they wanted.
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My main task was to create the power point and its content which I did and sent to Clint Forbes the Event Coordinator for the Senedd, I did have multiple issues with this task including the PowerPoint  arriving with Clint later than expected due to speakers being late with their presentations and my laptop crashed however it was successful on the day – I sent Clint as well a copy of the running order just in case the laptop didn’t save the work properly and to use as a reference on the day which came in handy when I had to rearrange the PowerPoint on queue due to timing issues.
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We discussed about getting uniforms for us all for the day so myself, and Team members A and D went to Mount Pleasant went to enquire and retrieve the tops 
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I made it my task as well to collect the marketing material and prizes from the sponsors 
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Presenting 
As I was doing the opening speech it was Team Member D’s and My job to create the opening and closing remarks. We did this via telephone as we were unable to meet – which we then later sent off to our lecturer in order to check which she came back with some changes.
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Miscellaneous 

There were also jobs that I did that I felt wouldn’t get done otherwise such as contacted speakers about weather warnings – myself and Team member D took the lead she created an email and I delegated tasks to individuals as no one else took the lead. 
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Self-Appraisal
[bookmark: _GoBack]
I believe that during my role as both Event Coordinator and Workshop Co-Creator I did my very best as I delivered work on time, helped everyone as much as I could and handled diversity and pressure with grace, determination and poise. However, this being said at times I could be far from tactful, As sometimes I believe that some could have viewed me as controlling or a perfectionist as I demanded the best for example I was never fully satisfied with the ideas people suggested with the workshop I didn’t like it and stuck my heels in and I tended to take charge of things that I felt others wouldn’t do or I had ideas about.
  	Being a part of the workshop group was slightly difficult as I found some members of the group domineering and found it difficult to assert my opinion as we are all strong-willed and determined and felt that I didn’t have enough to do in the group at times so sunk to the back of the room in some cases.

Group Evaluation 

 All the MTOUR Students were briefed when before starting the course and starting the global contemporary issues module that they were required to plan and undertake field study research in order to arrange a Global Student Conference where we would take on the role of event coordinators and were either to present an academic research paper or lead seminars/create workshops for industry representatives and students.
 	The main objective of the event was to provide young people studying Tourism and Hospitality in Wales with an interactive experience to encourage students to study travel, tourism, events and hospitality and bring the World to Wales. – which I believe we as a group met this objective with the workshop and with our selected speakers.
 	One of our major faults in organising the event was inviting the students before we knew how many seats were available however we never thought we’d have to turn people away, but we could have limited them beforehand although due to snow the attendance of the event drastically lowered and we were able to fit them comfortably in the space. 
 	Time management on the day was difficult as one member of the group was meant to liase with the speakers in order to keep them to time but when it was time she wasn’t anywhere to be seen. Along with during the planning there was a lack of liaising with the colleges and some were even missed out of documentation due to lack of attention held by some members.
 	A lot of the times during meetings with the group were met by absences for example the first meeting we arranged only three of the nine showed we went on to create the initial job roles and everyone else was just agreeable via Facebook messenger  then comments came later on at the end of the conference that they wish they had done other things this was a current theme throughout the planning process that individuals missed comments and issues, muted the group chat and just had plain ignorance this is something that we could have handled better we should have made meetings compulsory or an easier way to communicate instead of the group chat on Facebook.
In order to mark the team overall I came up with a ranking system I will mark one point to each person I feel showed these qualities during the planning and delivery of the event. 

1.	Contribute in the development of ideas and planning the conference 
2.	Willingness to discuss the ideas of others 
3.	Co-operation with other group members on tasks and ideas  
4.	Interest and enthusiasm in project
5.	Being a part of a team 
6.	The group members assigned tasks for the group
7.	The quality of their effort
8.	The correctness of their effort
9.	Active and dynamic Performance with the group activities 
10.	Ability to stick to deadlines.
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Jacqui

Dear Mr Jones,

0 ] Assembly Members E...

My Colleagues and Myself studying our Master's Degree in Tourism and Events at the
University of Wales Trinity St David, are putting on a conference at the Senedd and would like
to formally invite you to attend and support us on the 19th March 2018.

We are currently in the process of planning our event and already have enthusiasm and Hil
commitment from a number of Colleges across Wales to attend and are bringing their
students along. Such as Coleg sir Gar, Neath Port Talbot and Cardiff and Vale as well as many
more. The main purpose and objectives are to provide students studying Tourism, Events and
Hospitality in Wales with an interactive experience for potential future Tourism and
Hospitality advocates our planned itinerary is to include a number of keynote lectures from
Ieading industry figures, and student alumni’s who are now industry leaders as well as videos

Here is a copy of the email | want to send out to AM'S for you to have  look at
please
please feel free to make changes

thanks

of our own development and journeys throughout our academic careers Hannah

Our event will focus directly on Wales Government and Visit Wales Strategy for Growth 2013-
2020 and Taking Wales Forward 2016-2021. This we believe will assist in achieving the
Assembly’s purpose and objectives with regards to the Future Generations Actand the
development of Tourism and promoting the Tourism Industry as a future career pathway for
students.

The agenda for the day will focus strongly on The Welsh Brand, product development, and
peaple development as well as The Future Generations Act. This will focus directly on people
development within Tourism, Events, and Hospitality in Wales with a strong emphasis on
talentand skills development which has been highlighted by the Wales Government as an
area of development.

We hope you will see the benefit of our event and how it relates to the aims of the
Assembly and its business and enable us to utilize the excellent facilities at The Senedd and
have your support on the day.

Many Thanks
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University of Wales Trinity St David Conference

UWTSD MTOUR <mtour2017@gmall. com> @ Mar13 «
to Mick Antoniv (<

Dear Mr Antoniw,

We are studying for a Master's Degree in Tourism and Events Management at the University of Wales Trinity St David and are organising a conference at the Senedd and would like to formally invite you to attend and support us on the 19th March 2018,
We are currently planning our event, Coleg sir Gar, Neath Port Talbot, Cardiff and Vale, Afan, and Coleg Gwent have all committed to attend. The main objective is to provide young peaple studying Tourism and Hospitality in Wales with an
interactive experience is to encourage s to encourage students to study travel, tourism, events and hospitality and bring the world to wales
‘we hope you will support our event on the day.

Many Thanks

Hannah and Events Team

University of Wales Trinity St David Conference

@

UWTSD MTOUR <mtour2017@gmail com>

@ Mar 13 IN
to Gareth Bennett [+

Dear Mr Bennett,

We are studying for a Master's Degree in Tourism and Events Management at the University of Wales Trinity St David and are organising a conference at the Senedd and would like to formally invite you to attend and support us on the 15th March 2018.
‘We are currently planning our event, Coleg sir Gar, Neath Port Talbat, Cardiff and Vale, Afan, and Coleg Gwent have all committed to attend. The main objective is to provide young people studying Tourism and Hospitality in Wales with an
interactive experience is to encourage is to encourage students to study travel, tourism, events and hospitality and bring the world to wales
‘we hope you will support our event on the day.

Many Thanks

Hannah and Events Team

L]
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University of Wales Trinity St David Conference

UWTSD MTOUR <miour2017@gmal com> Mar 13
to Hannah Biythyn (=
Dear Ms Blythyn,

We are studying for a Master’s Degree in Tourism and Events Management at the University of Wales Trinity St David and are organising a conference at the Senedd and would like to formally invite you to attend on 19th March 2018.

‘We are currently planning our event, Coleg sir Gar, Neath Port Talbot, Cardiff and Vale, Afan, and Coleg Gwent have all committed to attend. The main objective is to provide young people studying Tourism and Hospitality in Wales with an
interactive experience s to encourage is to encourage students to study travel, tourism, events and hospitality and bring the World to Wales.

‘We hope you will support our event on the day.

Many Thanks

Hannah and Events Team

University of Wales Trinity St David Conference

UWTSD MTOUR <rtour2017@gmail com> @ Mar13
to Jayne Bryant =
Dear Ms Bryant,
We are studying for a Master’s Degree in Tourism and Events Management at the University of Wales Trinity St David and are organising a conference at the Senedd and would like to formally invite you to attend on 19th March 2018.

We are currently planning our event, Coleg sir Gar, Neath Port Talbot, Carditf and Vale, Afan, and Coleg Gwent have all committed to attend. The main objective is to provide young peaple studying Tourism and Hospitality in Wales with an
interactive experience is to encourage is to encourags students to study travel, tourism, events and hospitality and bring the World to Wales.

We hope you will support our event on the day.

Many Thanks

Hannah and Events Team

IN
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FEB 15TH, 3:24AM

Guys I've been up all night thinking al i ody workshop business for the
conference and there’s no way we can so many people and for one

college to have 48 students it's going to be crazy
1 was thinking we could do something like a pub quiz because we can time it it can
tourism related the colleges can work as a team and there is a prize at the end of it

“ Sorry for messaging so late & ©

1 like the idea of the pub quiz anything is better that negotiating thing we were

going to do but I love the pub quiz style questionn:
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Conference Workshop Feedback Form|

Thank you for spending today helping us with our pilt run. We apprecate 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 tofillout the following form as truthful and constructive as you can. Your honest

answers will help us improve the workshop a5 we plan on running this workshop on 19" March at the
Send for college students

HOW WAS YOUR EXPERIENCE?

Was anything unciear about the check s gul

nce gven?

ONo DOves Explain

id you struggle ith any ofthe research you had to undertake during this workshop?

ONo Dves Explain

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

Explain:

00 you have any suggestions for extension questions or other concepts rlated to the workshop?

ONo DOves Explain




image18.png
WORKSHOP

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

OUTBOUND TRANSPORT

 Research flights from Kuala Lumpur to the following airports:
- London

« Please provide departure times to/from and what airline you have chosen, choose the one
that would be deemed more sitable
« Flight class? — First class, business class or economy?
+ Whatare 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

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 facil
to be suitable for college students from Malaysia

your chosen accommodation. These need

EXCURSIONS AND INBOUND TRANSPORT

In this section you will have to plan excursions for 20 students visiting from University 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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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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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 DOYes 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

Is 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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Welcome

Ladies and gentlemen - welcome to your flight this morning brought to you by the University of
Wales Trinity St David, The World is our Lecture Theatre Conference, flight K611561, time now is
11am, and shall take us approximately 4 hours to reach our destination of higher learning, please
remain seated with your seatbelt fastened until the fasten seatbelt sign have been switched off — on
board entertainment will be available during this flight including speakers from the industry’s finest
and Andrew Campbell along with an interactive workshop available later during your flight - for
further details please refer to your copy of today’s itinerary placed on your seats or talk to a member
of staff — during today’s presentation we do encourage you to use all electronic devices please
follow us on Facebook, twitter and Instagram as well as our website which you should also have a
copy of on your seat, we just like to thank you for flying with us today and hope you have a pleasant
journey.

Closing remarks

Hello Everyone we just want to say a quick thank you to everyone before you head home firstly we’d
like to thank the Senedd and team for helping and supporting us to create a fantastic event for you
all today, we’d like to thank all our lovely speakers as well for taking time out of their busy schedules
and we’d obviously like to thank you the audience for coming along and listening to us today and
taking part - so thank you all and have a safe journey home.
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UWTSD MTOUR <rtour2017@gmai. com> Mar 18 (11 days ago) . -
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Good Morning Mr Rees,

Due to travel wamings, 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

07929761216
Thank you for your support,
Kindest regards,

Mtour Team

UWTSD MTOUR <mtour2017@gmail. com> Mar 18 (11 days ago) S
to samantha.birds., Jacqui, Clint (=

Good Morning Ms Birdsell,

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 s 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

07929761216
Thank you for your support,
Kindest regards,

Mtour Team
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Good Morning Ms Kenvyn,

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.
Atthe 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 s 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

07929761216

Thank you for your support,
Kindest regards,

Mtour Team

UWTSD MTOUR <mtour2017@gmail.com> Mar 18 (11 days ago) «
to campbellandrew., Jacqui, Clint =

Good Morning Mr Campbell

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

07929761216
Thank you for your support,
Kindest regards,

Mtour Team
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Good Morning Mr Davies,

Due to travel warnings, snow and ice seriously affecting some areas of South Wales, we wanted to update you regarding tomorrows Student Conference at The Senedd.
At the moment, the forecast s for snow and travel warnings today and not tomorrow, therefore, at the moment, the Conference is going ahead as planned. We are mornitoring the
conditions s 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 pdate again this afternoon when there will be more information and are also setting up an emergency contact
number in case you have any queries

07929761216

Thank you for your support,
Kindest regards,

Mtour Team

UWTSD MTOUR <miour2017@gmail com> Mar 18 (11 days ago) «
o Mike Hedges, Ciint, Jacqui =

Good Morning Mr Hedges,
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 s 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

09729761216
Thank you for your support,
Kindest regards,

Mtour Team
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Good Morning Mr Francombe,
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

07929761216

Thank you for your support,
Kindest regards,

Mtour Team
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Co-Create feedback forms for pilot Workshop
‘Workshop pilot

Review Feedback forms from pilot
Amend Workshop
‘Workshop pilot #2

Review Feedback forms from pilot

Finalise Workshop via email

Filmed personal videos
Creating powerpoint content
Creating powerpoint
Collecting SU shirts and Lanyards from Mount?
Collected marketing material from oakwood and
Ffos Las

Co-Created opening and closing remarks

Dates - Weeks commencin
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Jacqui Jones
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Thanks Hannah, really appreciate your supp...

Mike Davies (Business)
Jacaui

No worries - working from home this mornin

Camp America®

Hannah - would you,
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Silie Gronn (P140210)

Jacqui Jones -
Th 22/02, 1553
Silje Gronn (P140210); Bethan Watkins (P140639); Bille-Jade Morgan (P144065); Hannah Thomas-Peters (P141415); Bronte Murdoch (P151218): Tima Omar (P1S0709) 4 more ¥

9 Replyall | v

Hiall,
Thanks Sile for this info which is really helpful and I would suggest you need a weekly email update please and can this include the gant chart updated with evidence of who has done what and emailed to me,

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

Just for clarification for me can I confirm pre event is correct

Marketing materials, posters, and all event day and marketing videos Lydia

Workshop Developments Silje, Beth, Hannah

Catering and gant chart Silje

Welsh Language Beth

AM's Hannah

Website Billie, Caomhe and Bronte

Risk Assessment Tima, Cath and Bronte

Prizes, Printed Itinerary, attendance lists, checklists, venue gant chart, event day gant chart and all Pre event briefing materials for the IHM stewards including their schedules, allocating duties and training them
before the event Tima and Cath

On the day
setup?

Posters and picture (we need photos!) Lydia

Welcome Bethan and Hannah

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

Managing Stewards Cath

Social Media Billie and Caoimhe

Set down?

As well as the regular meetings that you are holding as a group and individual teams we need to please meet every Thursday morning to run through. We are then all meeting on 7% in Cardiff Bay.

Thanks all





