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Live Events Projects
Assignment 1
Event Report
The event that we decided to create was an ‘Alice in Wonderland’ themed ‘Gin and Tonic’ Afternoon Tea. The concept was decided as the group wanted the chance to advertise Jessie’s business of ‘Harbour Light’s Spirits’ (Harbour Light’s Spirits (2021). The event is supposed to be an afternoon tea for adults to enjoy with a theme so they don’t feel they should be formal in the event. I felt with throwing an ‘Afternoon Tea’ would be a good idea as the organization of the event would not be difficult ‘Enjoying afternoon tea perched on a gilded hotel armchair is a fine British tradition, but hardly sustainable as a regular pastime.’ (Hardwick, N (2020) The event will be linked to the ‘Ty Hafan’ charity to be able to support a local business and be able to raise money for charity. 
The first meeting took place on the 26th of January 2022 as this was the first lesson on ‘Live Events’ the idea of including Jessie’s business ‘Harbour Light’s Spirits’ (Harbour Light’s Spirits (2021) as this would be able to give a chance for the group to be able to work with a successful business and a local business to make sure that we keep a community spirit for the event. We planned for the event to be delivered 18th of March to be able to give the group more than 2 months to be able to plan, organise logistics and to be able to resource everything to be able to deliver a successful event. The location of the event would be in the Swansea area as this is the closest city from the location of the supporting business and the university is in Swansea and this would encourage students from the university to come and join the event. Swansea was a great location for the event because it is very easy to travel to Swansea City and the main areas that we were looking at renting for the event were very close by to the train station and the bus station. 
The aim for the event is to be able to create an event that excites new consumer to a local business. 
The objectives for the event are:
· To be able to deliver a successful event 
· To be able to create an event that people would like to return to 
· To be able to create a safe environment for guests coming to the event 
· To be able to create an ascetically pleasing event to show a new unique event 

[bookmark: _Int_i7GMdSoy]These objectives will be able to be completed by the group working effectively together and being able to follow guidelines that have been put in place to be able to create a successful safe environment by following the guidelines of ‘The Purple Guide’ () which has up to date information about the guidelines people should follow while trying to set up and organize an event. To ensure that the event is safe and has the correct amount of equipment for the amount of people that they have attending the event. 

To be able to deliver an event that people would want to return to I would like to try and create a unique selling point attached to the event as this would make people talk about the event with friends and family to encourage them to come and buy more tickets and come to more events produced by the company. An idea for this is to create a themed afternoon tea as this would be a new aspect of a usual afternoon tea setting. Having cocktails, the same theme of the event also creates a new aspect of a theme party. 

Planning the event is a process we used with the app Watts App to create a group chat to talk about how we should start contacting different venues and how many tickets we would like to sell for the event on average since we were thinking of a realistic number of people, we would like to have attend our event. The Watts App group also had its uses to separate the group into production teams to be able to focus on one aspect of the event. I was introduced into the design group as I have a creative way of thinking. I have also previously worked in set design in Theatre Production so think is why I felt my skills would be used appropriately. 

Starting the planning process, I was able to create a mood board to show some ideas that I would like to have as a design aspect for the venue as I would like for the venue to be total transform with decorations that fit with the theme. The first things I was considering was playing cards as this plays a big part in ‘Alice in Wonderland’ also, I looked at the white roses painted red to show more of a creative aspect to the event as the design of this feature would have to be D.I.Y. 

Looking at the market this event would fit was for over 18’s but more to the female demographic as the theme ‘Afternoon Tea’ attach women more in the 20’s-25’s range especially with the promise for alcohol being involved with the event. I have not been able to create a clear market research plan such as creating a google poll to be able to form a properly defined market graph for the event but looking at the profiles of people interested in the event it shows that it is mostly women who are interested in the event. 

Showing the budget of the event it is clear that most of the budget with have to go on the catering company and the venue for the event. This means that the design team will have to become more creative and D.I.Y some of the ideas that I have to make sure that the event is up to our quality of standards. Looking at some of the prices I have found I have been able to find were £2.45 pack of 12 white roses so were able to save a lot of money to be able to create the effect of red painted roses by buying a £1 pack of red paint from the works. The design of the venue is to be able to have 10 tables so with a pack of 24 roses I would be able to put 3 roses in a vase then be able to place playing cards stuck to the vase. The design team were able to create a spreadsheet for the items we would like to buy. The only outside help that would be required for this event is the catering company as there would need to be quality food produce with proper health and safety standards. 

The health and safety risks for the event would be the alcohol consumption as this would means the venue that the event is held in would have to have an alcohol licence to be prepared to have guest consuming alcohol on the premises. Another health and safety risk that needs to be taken into account is the fire plan for the venue to ensure in case of emergencies that the guests would be able to evaluate the building safety. Some legal requirements that have to be taken into account is the music licence as music will be playing throughout the event so we will have to make sure that the venue has a music licence on hand to be able to make the event more lively. Making sure that the food is at a high quality standard can also, be considered a health and safety risk because we will also have to make sure dietary requirements are met and that allergies have be collected from each guest attending the event to ensure no guest has an allergy reaction to the food being served. 
A health and safety I would have to consider is the large decorations being placed as I would not want them to be considered a falling risk or a tripping risk to guests I will ensure that this is not a problem by placing them in a clear area and making sure all of the decorations have supports attached to them to ensure that they are not able to fall over. 

The group have decided to be able to communicate by using Watts App as this will make it easier for everyone to communicate on a time scale that is suitable to them. The design group have created a separate group chat to be able to talk to each other so we are able to focus on working together on what items we would like to purchase for the event. Everyone has also been emailing each other so we have a more formal way of communication and to be able to keep the course lectures informed on decisions the group have made. The session live events project has also been a great way for all of the group to talk about our quires of the event. 
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