TEDxSwansea “New Beginnings” 21st of March 2026 at the Dylan Thomas Centre Swansea.
Name: Caitlin Kelly Bollard
Student ID: 2403676
Event Plan

Event Overview: TEDxSwansea is the brand of the Event with the theme ‘New Beginnings’. This event is held for speakers to share personal journeys, innovative thinking and transformative insights across their lives. This event is designed to spark new beginnings in life or education for students or older adults.
Theme of the event: The theme of TEDxSwansea is new beginnings and focusing on moments in life of change for individuals. Inspiring stories after turning points driven by challenges, curiosity, failure or opportunity. The event allows speakers to reflect on how to start thinking again with new perspectives or letting go of the old and lead to meaningful innovations and personal growth. The Target audience for our event is students and individuals who want to invest into a new journey on their path, this can help for future jobs after graduation or placement opportunities. 
Target Audience: Target Audience for the event is for a mixed public demographic from Students to individuals interested in Inspirational and Motivational Speakers and who are seeking new beginnings in their life and begin with motivation from leading speakers.  
Time and Location of the Event: This event will be held on the 21st of March 2026 at The Dylan Thomas Centre, 6 Somerset Pl, Swansea SA1 1RR. Running from 10AM until 4:30PM. 9.30AM doors will be open to the public, 10AM opening welcome and introduction to the day with information about speakers. 
Key activities:
9.30AM- Doors open for attendees
10.10AM- Professor Terry Stevens
10.30AM- Dr. Carlton Brown
10.50AM- Susan Houston- Kienitz
11.10AM- 1st Break 25 minutes 
In the break Networking with speakers, Local businesses in the fringe such as Swansea Building Society and Mind and Motion,  VR headsets and Spot the dog for interaction with the attendees. Raffle will be taken at this break.
11.35AM- Dr. Tom Tatchell
11.55AM- James Philips
12.15PM- Helen Joy
12.35- 1.35PM- Lunch Break (Caffe open, network, photo opportunities)
1.35PM- Dean Harrison
1.55PM- Kathryn Harris
2.15PM- Derek Nelson
2.35- Short break 25 minutes- in this break raffle will be drawn with prizes from Folly farm, Bunkers Swansea, Heatherton world of adventure and Cinema and co Swansea, with all the proceedings going to Pettifour Animal Trust. 
3PM- Mike Bates
3.20PM- Gitajali Trevorrow- Seymour
3.40PM- Marina Hauer
4.00PM- Event closes photos and interview opportunities

Aim and Objectives of the event: Aim of the event is to inspire, educate and connect the local community and inspiring individuals through short talks and performance that sparks curiosity and positive change for the next generation and individuals seeking newness in life. 
Objective one- Inspiring through ideas, showcasing diverse speakers from UK and Worldwide who share ideas and experiences related to transformation, growth and resilience.
Objective two- promoting community engagement bringing people from the community together to connect with business offering new opportunities or adventures and exchanging perspectives for new challenges and opportunities to start.
Objective three- Gaining 15- 20 sponsorship for this TEDxSwansea event to be able to hold TED Swansea at the Swansea Building Society for more following and bigger speaker audience. 

Organising Decorations & Catering for the event:

· Ballon Arch 
· TEDX Bunting 
· Catering form completed 
· Floor Plan (Vivian Hall, Carter room)
· Contacted Raffle prizes- Heatherton, Folly Farm, CinemacoSwansea, Wellness hamper, teatime hamper

Tasks and responsibilities
Caitlin- Decor/ Raffle
Tamara- Sponsors
Charlie- Marketing
Susie May- Finance

          Sustainability and Event Legacy
Sustainability has become more central to event management practice due to the importance and awareness of the impacts and stakeholders accountability for the areas and surroundings of an event (Raj, R. et al. ,2024). Apart of TEDxSwansea eco conscious decisions will be made at multiple planning and delivery stages such as Decorations and the inclusion of local businesses to Swansea. 

As the event’s organisers and University students, we have strategically used University resources to reduce environmental consequences. For example, we are going to be using screens for attendees to watch past Ted talks, tablecloths for vendors, and visitor chairs. By reusing existing goods instead of consuming them the university catering service reduce logistical and transportation problems and carbon emissions, which is in line with the principles of the circular economy.

Stage designing and branded decor are developed to ensure longevity rather than single use to use for future Ted events with a purpose, this has been taken into consideration with the bunting with TEDxSwansea, this links to reducing waste and supports sustainable production standard through recycling and ensuring materials are carboard and not plastic for recycling purpose to deconstruct easier. 

Waste management at the Dylan Thomas center is implemented through structured bin management for waste and recycling and minimising the materials for university purposes which have been transferred to QR codes to gain information from Student Union or University enquiries. This shows a green way of sustainable practices and links heavily to the TEDx event we will be holding which we will continue to embed sustainable operations within the event rather than treat it as a supplementary objective, including structure of the day via QR code and checking people in with tickets through online booking system ‘Eventbrite’. 

The event legacy of TEDxSwansea emphasis the importance of long term economic and social outcomes rather than limiting assessments to immediate financial returns (Preuss, 2015). We are doing this by incorporating local economic partnerships such as Morgans hotel Swansea who are partnering with us. At local level, this event contributes to the local economy by encouraging engagement with local businesses such as Mind in motion, Morgans Hotel and UWTSD university to create a friendly environment and create sales from the fringe area. Attendees may use local caffes, restaurants in the area and contributes to the multiplier effects within the regional economy around Swansea.

Accommodation partners Morgans Hotel further embeds the event within Swansea’s Hospitality sector by hosting international speakers locally. Retains visitor expenditure in the city of Swansea which fosters a reputational exchange. This partnership model reflects stakeholder theory in events management, emphasising mutual benefits for both visitors and partners in a collaborative value creation (Raphaela Staedler, 2021).

The triple bottom line Framework (Elkington, 1997) provides a comprehensive structure for evaluating the impacts of TEDxSwansea across environmental, social and economic domains.

The Environmental impact is mitigated through the use of  resources used from the University, decor reuse for future TED events, recycling systems collaborated with local requirements from Swansea Council  (Myrecyclingwales.org.uk, 2024)

Social impacts faced by the TEDxSwansea is diverse. With speakers discussing life experiences of transformation, resilience and overcoming personal obstacles. The event offers a room of conversation focusing on “New Beginnings”. These stories support groups such as student audience experiencing transitional life stages, and change in University life. Additionally, cooperation among students. Local businesses, University partners and returning TEDx attendees promotes community cohesion and strengthens institutional community ties (Getz, D. and Page, S. 2024).

Both direct and indirect contributions are included in economic impacts of our TEDxSwansea Event. Local spending at hotel, hospitality and institutional resource cycling are examples of direct effects. Indirect effects include improving Swansea’s reputation as a city through holiday a Global Event at the city that are both environmentally and intellectually responsible. TEDxSwansea shows clear extractive event tourism trend and instead encourages integrated local development by integrating the event into existing community and academic infrastructure (TedXSwansea, 2026).

Risk assessment of Set Up of decorations 

	Hazard 
	Who may be harmed
	Risk Level
	Control measure 
	Residual risk

	Balloon Arch collapsing
	Attendees, Staff, Speakers
	Medium
	Balloon arch secured on both ends with weighted bases. Positioned away from drafts and not by main doors. Check throughout event
	Low

	Bunting falling
	Attendees and staff around 
	Low
	Bunting attached securely using venue approved fixture 
	Low 

	Trip hazard from decoration setup
	Staff and volunteers
	Medium 
	All equipment used for setup needs to be cleared straight away. 
	Low 

	Overcrowding of decorations
	Attendees around the balloon arch 
	Medium 
	Clearly away from corridors or emergency exits. Maintain safe flow of people
	Low 

	Chair arrangements
	attendees
	Medium 
	Chairs arranged to venue capacity. Aisle spacing for emergency

	Low 

	Table instability 
	Attendees or sponsors placing items or refreshments
	Low 
	Tables checked prior by operations and tablecloths need to be secured to prevent slipping. 
	Low 

	Blocked fire exits due to decorations
	Attendees and staff
	High 
	Decorations and tables need to be according to the DTC safety regulations. Layout approved by Quantarc
	Low 

	Allergic reaction to Latex balloons
	Attendees or staff with latex allergies
	Medium 
	Buying latex free ballons. Balloon arch positioned in the corner of the room not essential area
	Low 

	Manual handling when setting up decorations
	Staff and volunteers
	Medium 
	Briefed on safety when creating the ballon arch and when hanging up bunting 2 people to help to minimise risks
	Low










Key Areas of Managing Event Operations
Staff Rota:
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Logistics & On-Site Management: 
Transportation and Access to the Dylan Thomas Centre:
· Parking will be available in front of the Dylan Thomas Centre for speakers, sponsors and event staff to access on the morning of the event. This will be open at 8AM for sponsor set up of tables. 
· Free parking is also available for attendees and upon arrival drivers will need to scan a QR code inside of the Dylan Thomas center at the front desk to register parking information to the system provided by the University.
· Attendees who are visiting our event are encouraged on social media to walk or use the public transport that Swansea provides, such as Train, bus or cycling to our event.
· Volunteers for our event from UWTSD will be clearly presented at the door of the Dylan Thomas Center to direct guests to the main entrance and check in the public at Registration.

Crowd control and Guest Flow throughout TEDxSwansea:
· Doors will be open at 9.30AM on Saturday the 21st of March for attendees this allows enough time for a smooth entrance for people arriving and to look around the sponsor tables we have to offer. 
· Sponsor who are holiding stalls at our event has been asked to arrive at 8AM for setup to ensure enough time before main doors open.
· Volunteers Andrew, Ethan and Niamh will be managing check in and ticket scanning whilst also handing out the QR code for parking requirements. 
· To ensure a smooth movement on the morning of the event volunteers will be ushering guests upstairs to the Vivian Hall were the Stall Holders will be, this is too avoid congestion in check in area for guests. 
· Staff would be moving through the building throughout the event to ensure movement of crowds will be safe for everyone. 

Technical Setup:
· Organised by the operations team of UWTSD there will be 2x presentation screens for past TED speakers to be shown.
· TEDxSwansea has organised sound, lighting with their businesses throughout the event in the Theatre room.
· Speakers will have the opportunity to test out microphones the morning of the event to ensure a smooth run of the event.

On site coordination:
· Me and my peers will be on site coordinating the event by chaperoning the speakers to the specific timing of their speeches.
· Volunteers at our event will be positioned at registration to guide sponsors to their designated tables and audience to the Vivian Hall. 
· Concice communication will be happening throughout the day via a WhatsApp group to ensure any issue or queries throughout the day are resolved.


Gant Chart of Event Planning and Areas To complete
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EMBOK Domains:
	EMBOK DOMAINS
	Focus on the Event
	Application to TEDxSwansea “New Beginnings”

	Administration
	Planning the event, contacting sponsors, organising operations 
	Administration of this event includes reaching out to our sponsors and ensuring they have enough information whilst also engaging with operations at UWTSD to use resources such as tables, chairs, screens and rooms.

	Design
	Decor in theme with the event, branding to our audience
	Decorations were decided through the colour of TED being black, white and red. Balloon arches and banners have been created to inspire and create a warm welcome to our attendees

	Marketing
	Audience engagement on social media, posters at ITT, sponsorship posts 
	Marketing team decided to aim for students and the local environment in Swansea which was done through advertising on Instagram and LinkedIn. Flyers were handed at ITT due to being a Student based event to increase potential ticket sales. 

	Operations 
	Setup at Dylan Thomas center, email sponsors for specifics on the day
	Operational planning included contacting catering organising Table spacing, chairs at designated areas and capacity of the event to ensure cafe could be open to the number of attendees. Sponsors were emailed to ask for specifics on the day such as electricity.

	Risk management
	Safety measures for the event and identifying risks before hand via risk assessment
	A risk assessment has been completed to ensure on the day the safety of attendees and staff are to a high. Tables and chairs aren’t blocking doorways incase of an emergency.



The EMBOK Framework assists event organisers like ourselves to plan processes and guranteeing that all aspects we need to deliver are taken into account. By applying each domain to TEDxSwansea, as a group we are able to effectively coordinate each role to main a strong event theme and engage with target audience whilst also maintaining safety for attendees and staff (Vipin Nadda, Arnott and Sealy, 2020).



Evaluation Strategy
Post-Event Surveys: Following the completion of TEDxSwansea, post event evaluation will be conducted to determine the overall success of the event and identify where to improve for future TED Talks. 
Evaluation methods will be observational analysis and qualatiative feedback gained from speakers. Observations will be recorded by myself through the event assesing attendees engagement with our interactive areas, networking spaces and atmosphere in the Dylan Thomas Centre. Thisi allows us to identify behavioral responses and engagement which cant be seen through surveys sent out after the event (Brown, T. and Drakeley, C. ,2024).
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