Chloe Childs/ Report and event planning document 
Live Event Project 
Afternoon G&Tea 
Description 
This event is an Alice in Wonderland theme, and it is also, a G&Tea Afternoon but with a twist. We decided on an Alice in Wonderland theme because, it is all bright colours, it is related to the theme the team were thinking and because it is a different theme to what anyone has ever done before. 
Time, Location and Event Programme 
The location we have chosen as a group is, GNSQ. The reason why we chose GNSQ is because, of the colour theme, the drinks and food, atmosphere and where the venue is located. In Utopia they have a team of experienced mixologists who “whip up a taste sensation for every item we serve, whether you choose a classic cocktail favourite or a unique house special”. Also, GNSQ has a suitable range of opening and closing times which is well suited to our event. The time that we have decided on for the event is, 5pm start and then 8pm finish. We wanted to pick a suitable time for everyone, and we wanted to do the event in the evening, to make the event more realistic for the evening and because, it is an afternoon G&Tea we had to make it in the late afternoon to still go with the theme. The event programme we have created is a programme for an Afternoon G&Tea we created this programme because, we wanted to create an event different to the typical events. We did not want to do events that the public see every day, we wanted to do something different and outside the box. We are hoping as a team and group that we are able to keep the theme going and that the public will be able to enjoy our event and spread the word to friends and family. 
	Time
	What will be happening?
	Who by?

	3:00pm 
	Management team will arrive at GNSQ. 
	The entire team. 

	3:05pm 
	Introduction of team to staff at GNSQ. 
	Jessie

	3:15-3:45pm 
	Team will start to set-up decorations, tables, chairs, raffle and auctions, table display, technology and security. 
	Tech and security: Sam
Entertainment: Shannon D and Eden. 
Decoration: Nicole, Shannon P and Emma. 
Raffle and auctions: Sarah. 
Food and drinks: Amanda and Josh. 
Social media: Mel and Chloe. 

	4:00-4:30pm 
	Welcome guests and seat them to their table. Quick walk around ensuring guests are happy. 
	Whole team. 

	4:30-5:00pm 
	Welcome speech. Ty Hafan awareness speech from Shelly. Walk around collecting money for raffle. 
	Welcome speech: Jessie 
Everyone: raffle tickets and money. 

	5:00-5:30pm 
	Serve food. 
	Josh and Amanda directing the team. 

	5:30-6:00pm 
	Raffle prize draws, giving out the prizes. 
Social media content creating. 
	Co-ordinator: Jessie 
Raffle display organiser: Sarah. 
Social media: Mel and Chloe. 

	6:00-6:30pm 
	Auction.
	Auctioneer: Jessie
Auction display: Sarah
Prize hand out: Shannon D and Nicole. 
Social media: Mel and Chloe. 

	6:30-6:45pm 
	Count out the money from the auction to get the final amount to donate to Ty Hafan. Check the guests.
	Finance: Jessie
Feedback: The whole team. 

	6:45-7:00pm 
	End of the event speech, including announcing the total raised for Ty Hafan. 
	End speech: Jessie


	7:00-7:30pm 
	Clear up, thank the venue for having us and ensure they are happy. 
	Whole team, Jessie will talk to the venue. 



Aims and Objectives 
Our main aim is to run a live event project but also, for it to be charitable too. Moving on to objectives, what we would like to achieve as a team and group. Our first objective is, to increase awareness. To achieve this, the best way forward would be promoting our event and the event is aiming to increase awareness for the university and Ty Hafan, we would like to promote these by advertising on social media. Social media is a positive and suitable platform to promote or advertise events and what the event is about. “Social Media is immediately felt” (Collins, 2015).  Another objective is, sell 50 tickets at pre-sale. A way we could achieve this objective is by, asking family or friends. This is because, asking family or friends is a good start to sell tickets or promote the event also, your family or friends could promote the event to members of the public outside the circle to see if they are interested. Another way of selling tickets is to again promote or advertise on social media because, it is such a big platform, and it is so popular for selling tickets or advertising events. Finally, the last objective is for the event to raise money for Ty Hafan. This will not be an easy objective to achieve this is because, raising money is never easy but there are other ways to raise money like, doing a fundraiser or do an auction by the guests who are coming for them to bid on a product or service for a certain price. This a good way of raising money and getting everyone involved. All these aims and objectives are achievable for the team, we remain positive and controlled throughout the event planning. We could also create a timetable of the aims and objectives so, that the team can keep an eye on all the aims and objectives that need to be achieved in the correct time. 
Roles and responsibilities 
	Name 
	Roles/ Responsibilities 

	Jessie 
	Co-ordinator 

	Josh 
	Hospitality/ Food & Bev

	Amanda 
	Hospitality/ Food & Bev

	Chloe 
	Event design/ social media 

	Mel
	Social media/ event design 

	Eden 
	Event design/ set-up 

	Nicole
	Event design 

	Shannon D
	Event design/ set up 

	Shannon P 
	Set up/ event design 

	Sam 
	Tech/ security 


 
Shown up above is a table which shows the names of people and what their roles are for our event. This table is to show everyone what their roles are and for everyone in the group to understand what their roles are and what they are in charge of. “With the management team the responsibilities should be to require the application of the best practises of health and safety management”. ttps://www.hse.gov.uk/pubns/indg142.htm. All who run venues, organise events or manage places which attract crowds should have a health and safety management system which anticipates, monitors and controls potential crowding risks. 
Event Marketing Plan 
Marketing is the first section that as a group we need to start because, it could possibly be a long process. We need to as a team catch the interest of the public for them to attend our event, a way of doing this is by promoting and advertising our event on social media. Social media is a great and suitable platform to start advertising our event because, social media is such a popular platform because there are people of all different ages from young generation to an older generation who may would like to attend our event. We are targeting our event towards a younger generation because, we feel as a team that a younger generation would be more suitable for our event, and we feel that a younger generation would be more interested in our event more than an older generation. The income will be made from the auction we could possibly do or from the money we make from selling drinks and food. We will also be making income from the tickets we sell; we will possibly be making more profit from our tickets than any other service or product depending on how many tickets we are able to sell. We also did a survey to the members of public as part of our marketing research. The survey involved; how often do you drink gin? The most popular answer was, once or twice a month with 41.77% and the least popular answer was, every day with 2.53%. The next question was, what is your gender? Female had the most popular answer with 79.75% and male had 20.25%. With this question I am not surprised that female was the most popular because, females are the people who drink gin the most out of females and males. Finally, another question was do you drink gin? Yes, was the most popular answer with 91.86% and no was the least popular answer with 8.14%. I think that yes was the most popular answer because, gin is a very popular alcoholic drink for the public and also, gin is not just one flavour there are a variety flavours which most people like and enjoy. This survey that we have provided for the public was a part of our market research to get results on how popular gin is, do people often drink gin and how many times to people drink gin a week.
SWOT ANALYSIS 
	STRENGHTS
	WEAKNESSES 
	OPPORTUNITIES 
	THREATS 

	· Strong understanding of finances.
· Wide range of skills in team members.
· Flexible.
· Working well as a team. 
	· Struggled to find a venue. 
· Not many sponsors. 
· Volunteer management.
· Over reliance on key individuals. 
	· Up-skilling volunteers. 
· Relationships with other groups. 
· More confidence. 
· Diversity of a local community. 
	· Financial threat. 
· Other events. 
· Losing volunteers. 
· Maintaining the venue. 



Evidence of project planning techniques 
Our evidence of project planning techniques is, we have created a WhatsApp group where we discuss our event and what we want our event to look like, and we also discussed what our roles are going to be and responsibilities. We created this group chat straight away because, we wanted to make sure that everyone was on the same page and to keep everyone updated on any changes or cancellations we may have. It is also important for us as a group to keep in contact and to update everyone with what we have done and what tasks have been done. We also give each other tasks each week to complete and then update each other once they are complete. It is important to update each other once they are complete because, we can then tick off on our list to say that they are complete and finished. Another evidence of project planning techniques we have used is, we have meetings on Teams, or we discuss our event in class. It is very important to also meet face to face or live because, sometimes it is better to speak or discuss face to face to possibly get more information. We also have used social media to do our survey as market research to get an insight of how often and what gender drink gin. Gin is our main seller of the event that we are creating. “Recent research has shown a correlation between a popular social media presence and increased sales” (Sloane, 2016, p.15). The reason why I used that quote is because, it shows that we have a popular social media presence with the public then that will be able to increase our sales with how many tickets we will be able to sell. 
Risk Management/ Health and Safety
For our event risk management is important because, we have to create a risk management to consider health and safety for our guests and staff. The first element we have to consider is, disability. Public we possibly use wheelchairs or electric wheelchairs we will have to consider access for them and to make sure they will be able to access the building safely and easily. I do not think it will be fair if we do not consider this element because, the people who are using wheelchairs are as fair as the people who do not use wheelchairs. Another element to consider for our risk management is, it should not get overcrowded with members of the public because, with COVID-19 still up in the air we do not want an overcrowded of people because, we do not want any COVID-19 cases in our event. We would also want the guests who will be coming to our event to do COVID-19 natural flow tests before coming to our event and to be vaccinated so, that will then lessen the risk of any COVID-19 cases coming or going from our event. This procedure is to make sure we are keeping everyone safe because, that is our job as members of staff and as a team. Risk management is the identification, evaluation, and prisonisation of risks (defined in ISO 31000 as the effect of uncertainty on objectives). A part of the risk assessment food allergies should also be included in the health and safety because, members of the public do have food allergies and they can be serious and should be taken seriously be the members of staff who are in charge of food and beverages. 




	Hazard
	Who might be harmed?
	What are we doing?
	Action by who?
	Action by when? 
	Done

	Fire 
	Staff and guests maybe injured from the fire. 
	· Our venue will be provided with fire extinguishers.
· We should receive fire training. 
	All staff, supervisor to monitor. A fire fighter. 
	30/4 /2022
	31/4/2022

	Electrical 
	The staff who are using electrical equipment. 
	· We have to inspect the electrical equipment failure according of electrical safety standard. 
	All staff, supervisor to monitor. Electrical management expert. 
	30/4/2022 
	31/4/2022

	Working environment 
	The staff who are working in the office. 
	· We will install an air purifier and a water purifier in the office. 
	All staff and supervisor should monitor. 
	30/4/2022
	31/4/2022

	Data loss
	The team member who are using computers. 
	· We will give external USB hard drives to the team. 
	Team member, supervisor to monitor. 
	30/4/2022
	31/4/2022

	Filming environment 
	The staff and team members which will be shooting. 
	· We must look at the weather when we are shooting. 
· Also, we have to get permission to shoot. 
	All staff and supervisor should monitor. 
	30/4/2022
	31/4/2022



Contingency Plan 
This is our contingency plan, and it will include, a plan devised for an outcome other than in the usual (expected) plan. It is often used for a risk management for an exceptional risk that, though unlikely, would have catastrophic consequences. I think that COVID-19 should be a part of our contingency plan because, this could have major consequences from our event. This is why we have included in our event to have, natural flow tests before you attend our event and also to be double or triple vaccinated. This way even though we will not know for certain if anyone will or will not catch COVID-19, it will still be less of a risk if we use those protocols before our event. 

	
	Payment amount 
	Company 

	Location/ room hire 
	Free 
	QNSQ

	Afternoon tea 
	£1,500
	Food by Sean 

	Welcome drink (spirit)
	£300
	Harbour Lights Spirits 

	Welcome drink (mixer)
	£100
	GNSQ

	Decoration 
	£500 
	Multiple 



Evaluation
The evaluation should take part pre-event. In our evaluation this will be discussing how we think our event will go and what hopefully the outcome will be. For our event I hope that it goes the way we want, and everyone enjoys. We have put a lot of time and effort into our event for our guests and we would like for it to be a success. Also, we are hoping for the event to be enjoyable not only for our guests but for us as staff too. Included in our evaluation I think we would really appreciate as well if we could sell as many tickets as possible. 

