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Author Introduction

This report was created by Sam Goodfield, and focusses on the events

security management, and technical production.

Introduction and Remit

Harbour Lights Gin, in Collaboration with UWTSD are planning and
running an Alice in Wonderland themed launch event located in Swansea’s
Utopia Bar. The event will include the sales of alcohol, including some form
of entertainment and a raffle style draw. The aims and Objectives for the
event are to promote and bring attention to the UWTSD and the Harbour
lights brand, alongside create a platform to raise revenue for charity. The
event will take place at GNSQ, on Swansea marine quarters, a purpose built

hospitality venue.

The target audience / market

According to research conducted by Derby University, “the age group
most likely to consume gin every day are in the 46 - 65 age bracket. (Rowell,
2020)” Further research suggests, that 26% of Women prefer to drink Gin
over only 13% of Men prefer to drink Gin (Atomik research, n.d.). Atomik
Research also suggest people aged 25 - 34 prefer Gin while on a night out or
socialising with friends, while those over 40, prefer to drink it at home
(Atomik research, n.d.). Primary Research further suggests, out of the 86
people who completed the authors survey on Gin, 91% say they consume
Gin, 34% are ages 18-24 with the second highest at 21% ages 45-54. Over 79%
of gin drinkers completing the survey were Female and 29% prefer to drink
Gin with Friends, 27% at home and 27% on a night out. The majority were Full
Time Students, with 16% in full time office employment and 11% in Public

Uniformed Services. 39% drink gin every week, with 41% drinking it at least



once a month. (Appendix 1). | believe my primary research to be slightly bias
however, due to the age demographic I'm connected with on Facebook, the
platform used to market the survey.

The original date planned to host the event, was the 30th April, however
research suggests Peppermint, have a similar event on the same day (Google

Events, n.d.).

The role of Security

A designated security team is important, not only to ensure guest
compliance, but also to protect the guests and the property. Research
suggests, the security team are a vital part of running an event, and to
manage any crisis situations (Event Security Management, 2021). Security
have a key responsibility, in ensuring the licensing criteria are met. Key
licensing criteria that needs to be enforced are, The prevention of Crime and
Disorder, Public Safety, The prevention of Public Nuisance and the protection
of children from harm. In 2018 research suggests there were 212,800
licensed venues in the UK (Gov.uk, n.d.). Door Supervisors, must be licensed
by the SIA, and undergo regular training, and licence reviews, this is usually

every 3 years.

Evaluation

The below set of KPI's have been created and set, for both Technical and
Security operations of the event.
- All guests in the venue are at least 18 years of age
- Guests are held for a minimal time when entering the venue for ID
check and Ticket Admission.

- No authorised guests enter the venue without paying an admission fee



From a technical aspect, the evaluation will be provided by customer
feedback, for example customers complimenting the sound quality or

lighting decor.

Risk Management

Research Suggests, Risk Management is the process of analysing what
may go wrong and putting inlace actions to reduce risk, and uncertainty to a
lower level. Risk can be both Positive and Negative, with some risks returning
a larger investment than others (APM, 2019). The researcher believes, that
risk management and planning is a very important phase to management, to
protect the brands identity, ensure guest safety and reduce any financial or

legal burdens.

Public Liability Insurance provides a safety net to organisers, by insuring
against claims made by the public for incidents or accidents that occur as a
result of the event (ABI, 2018). For example, if a guest needs to be ejected,
but sustains some injuries in doing so, PLI will cover any liability for personal

injury or damage caused to property.

To minimise risk, SIA licensed door staff will be located in the following
locations:
- Main Entrance to check tickets and ensure guests are over the
required age limits
- Internally, to reduce and mitigate any risk, including but not limited to
ejecting / advising intoxicated people.
Research suggests, an SIA door supervisor is a legal requirement for
venues where alcohol will be served, they are trained in conflict management

and physical intervention skills along with other skills including but not



limited to First Aid (ableinvestigations.com, 2018). The author is an SIA
Licensed door supervisor, and holds Public Liability Insurance for both SIA
Door Licensed and Production Tech.

Research suggests, that having an emergency plan is critical to any
organisation, especially events. Not only is it a requirement under the health
and safety at work act, but also shows commitment to safety, help improve
compliance and ensure emergencies are responded too within a good time.
Emergency planning can help reduce costs and improve relationships.
Emergency Plans may also be required for Licensing and Insurance purposes
(Skills, 2020).

DE Alexander suggests there are 3 types of hazard, covered in an
emergency plan. Geophysical, such as a Geological, Meteorological,
Hydrological and Biological hazards. Technological, such as HazMat,
Dangerous processes, and devices / plant. Finally, he describes Social
Hazards, such as Terrorist and Crowd hazards (Alexander, 2002). Alexander

continues to describe the core components of emergency planning:

Mitigation

Preventative actions to reduce the risk from happening.

Preparation

Measures that can be put into place to reduce harm.

Responce

Implementing the measures created in the preparation stage in response
to an emergency or incident

Recovery

Post incident management, such as restoration and reconstruction, and
an evaluation of the response and mitigation in-place.

(Alexander, 2002)



The author believes that for the purpose of this event, the core
components to consider are Social Hazards, and Technological Hazards,

which has been reflected on the risk assessment appendix.

Licenced Door Staff will be located at the venues

Personal entering the venue without a entrance to ensure patreons are authrised to enter the
valid ID, Ticket of they are under the No \hd
Licencing and Safety prescribed age. People The venue may lose its licence
People may become uncomfortable, o
A Large Influx or Exgress of people may and less space may create further
Crowd Management cause a crowd conjection situation People hazards, such as confined spaces

Guests could become ill from the
consumption of alcohol or drugs,
and may further become aggressive

Guests become intoxicated through or otherwise cause other patrions to
Intoxicated patrion alcohol or drugs People feel unsafe.
No
Wet Floors, Cables or low level items Patreons could call causing injury to
Trips and Slips may cause a trip hazard there person No

Contingency Planning

Evidence suggests, contingency planning is a plan devised for an
unexpected outcome. A contingency plan may come into force, post
incident or if there is an unexpected change to the original running order or
plan (Saleh FA Aloraibi, 2020). Following from the COVID-19 Pandemic,
contingency planning is vital to the stability of an organisation, and research
suggests a good contingency plan to contain the following:

- A coordinated response

- Managing workforce and client impacts

- Manage contractual Risks

- Manage Financial Risks

- Maintaining documentation

- Consider insurance coverage and claims

- What are the wider risks

- Ensuring legislation is followed

(allenovery, 2020)



Finance Planning

Requirement Expenditure GBP  Provider

Venue 0 GNSQ

Catering Provision 1500 Catering by Sean
Complimentary 400 Harbour Lights /
Drink GNSQ
Decoration 500  Multiple
Security 150 Bridgegate
Compliance / 450 Insurance

Legal

Complimentary 200 Tickets, Marketing
items (Raffle and Additional
etc...) Extras

For the purpose of our event, a venue has not yet been found, so a
contingency decision was made for the purpose of the assignment, to use

GNSQ as the venue.

Finance

Financial Planning Is a key consideration to ensure an event is financially

sustainable. A rough financial plan has been created below.

Project Planning

Operational and Project Planning is an important process to ensure
actions are completed at the correct times, and so that all actions are
completed. The Association of project management define a Gantt chart as
“A Gantt chart is a graphical representation of activity against time.”(APM,

2021).
Timings
The event opens at 16:00 and will start with Canopy Style Drinks,

followed by the afternoon tea event.



Marketing

Marketing is a fundamental part of events management, and a dedicated
marketing team have been allocated to undertake marketing for the event.
Using the data collected from Appendix One (The authors primary research)

and online sources, they have identified the best platforms.

Working Together

The author believes that planning an event requires the work of many
individuals, including but not limited to a management team and an
operations team. Working and collaborating is essential to creating and
running a successful event, and therefor a teamwork strategy has been
devised. Using online platforms, such as WhatsApp, Teams and Google Drive,
there has been an effective group working strategy, where delegation of
tasks has been undertaken drawing on the resources available to each team

member. Jessie has been acting as the

QUESTION 02| MULTIPLE CHOICE

coordinator, where Mel has been Pl
ease state your age

acting as the Social Media Manager,
Sarah, Eden, Shannon and Chloe have
been heading up event design and the
author has been managing Tech, | E—

Online and Secuirity.
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Appendix 2 - Evidence of group work

< Search * M
a2k Afternoon G&Tea
< 13 % Amanda, Eden Hopkins, +44 7436... [:kl %
looking for venues &5\ &2 16:26

+44 7808 277513 ~Jessie

You
I'm literally waking around town now looking for
venues & &

Thank you ! 16:29

I mean, not ideal, but the guys at
Bunkhouse are always great and would
probably be up for for it, but it's not like
the decor. The problem is, most chain
venues or venues owned by corporate
chains would be more skeptical as they
probably have corporate partners, and a
head office full of unhelpful people

16:29

Like Fiction is owned by Rekom, and the
corporate office say what we can and
can't do, and they have a set list of acts
and contractors we can use 16:30 -

Heaven was really small when | went in

IE2S )

+44 7710 227795 ~Joshua Wilson

Amazing guys. Sorry | haven't really been

chatting. | have been so busy today &3
18:36

Poster Incoming 5.5,

31T APRIL, VENUE

TICKETS SKIDDLE.COM/TICKETLINK

16:34 > @)

< Search '
a:h Afternoon G&Tea
< 13 % Amanda, Eden Hopkins, +44 7436... [jﬂ %

+44 7808 277513 ~Jessie

+44 7487 840072 ~Sarah Mattick

Do we all need the same prices?

| think at this point it's fine to have
different prices we just need to get it
done. | think let’s all aim to make sure the
ticket price is £25 and remember that the
raffle and auction is the money we donate
to the charity xxxx 14:07

So, there are 3 types of licence we would
need, and most venues will all-ready have
them all,

- Personal Licence

- Premises Licence

- PRL/PPL Licence

Someone with a personal licence will need
to be on site for the provision and sale of
alcohol, or a DPS will need to be
allocated. The DPS sets the admission
criteria to comply with the licensing

requirements. 14:48 W/

Most venues that serve alcohol will have
all3 14:48 W/

+44 7808 277513 ~Jessie
I think at this point it's fine to have different prices
we just need to get it done. | think let's all aim to
make sure the ticket price is £25 and remember t...

As soon as we get a venue, i think we @

need to put the event on skiddle and start
promoting tickets, as its only a month and

+ 0 ® 9

10



16:34 @)

< Search

b Afternoon G&Tea
< 13 g Amanda, Eden Hopkins, +44 7436... m %

+44 7808 277513 ~Jessie

You
Sounds good to me :)

Thank you! @ 19:09

Il pop a PNG there, so a transparant
image, but it will be limited to what size it
can be 19:10 W/

+44 7808 277513 ~Jessie

You

Il pop a PNG there, so a transparant image, but it
will be limited to what size it can be

Yes 11! 19:13
I've created a G-Drive link, cause i got the

business plan with bigger storage and
stuff 19:16 W/

gintea2022! 5.5 »

gt@wearedot.co 1g.15 4

accounts.google.com

User: gt@wearedot.co

Pass: glntea2022! 19:16 W/

+44 7808 277513 ~Jessie
Abhhh Sam you fucking legend ! 5.1

Thank you so much!! 4.5 @

ahaha, no worries:) 5.15 »

+ o © 9

16:33 >@)

.
< Search

5 a
=b Afternoon G&Tea
< 13 Amanda, Eden Hopkins, +44 7436... Ckl %

Event date: May 14th
Event time: 4pm-7pm

An unigue experience of Alice in
wonderland themed afternoon tea
with Harbour Lights Gin served

All money raised after covering our
own costs + harbour lights to be
given to Ty Hafan alongside a

raffle/auction to assist in the 0:59

:....,4../..:..-_ A
+44 7951 346767 ~Mel B
N\ T Live Events Project_GRP > G.. <

Overview of discussion:

Event Date: 14th May
Event Time: 4pm-7pm

Job roles

Jessie - Co-Ordinator

Sam - Tech/Security

Josh - Hospitality/Food&Bev

Mel - Social Media/Event Design
Amanda -Hospitality/Food&Bev
Eden - Event Design/Set-Up
Sarah - Event Design/Raffle
Chloe - Event design/Social Media
Shannon D- Event Design/Set-Up
Shannon P - Event design/Set-up

Contact Chloe Griffiths year 1
about budgeting.

(Apologies if anyone is left out!)

Most favourable venues: o

Gin Na Qiac Niiia u\Anmam
+44 7951 346767 ~Mel B

A B Live Events Project_GRP > G... o
1

[oas VT -
< Search
wi2h Afternoon G&Tea
< 13 i Amanda, Eden Hopkins, +44 7436... m %
+44 7808 277513 ~Jessie
hgge
> e M
\J
0:24 16:22
+44 7808 277513 ~Jessie

@Sam Goodfield do you know the charges ??

It's usually £2 per order, but that's taken
as a booking fee at the checkout 559

+44 7808 277513 ~Jessie

You

It's usually £2 per order, but that's taken as a
booking fee at the checkout

Fab thank you xxx 16:40

+44 7808 277513 ~Jessie
My price is coming to £22 to cover the costs but
then | forgot about VAT charges when people buy
the ticket ?! Xxxx

The VAT is sorted by the ticket platform
usually, cause the contract with the
customer is between Fixr and the
customer. 16:44

+44 7808 277513 ~Jessie

You

The VAT is sorted by the ticket platform usually,
cause the contract with the customer is between
Fixr and the customer. @

Okay great thank you for confirming that,
didn't avan think! ¥y .

+ C ® ¢

<> from LeahYoungX @
€ ocarvn

< 13 ai:h Afternoon G&Tea
g Amanda, Eden Hopkins, +44 7436...
On, okay. S0, events Is still Tor 18th, but

changemakers will be after 23rd? 11:09

O &

+44 7808 277513 ~Jessie

+44 7710 227795 ~Joshua Wilson
Oh, okay. So, events is still for 18th, but
changemakers will be after 23rd?

Hopefully yes. She's looking into the date
for change makers so help us all @ xxx
11:09

Just doing an evaluation section for
Security, so i've set 3 KPI's

All guests in the venue are at least 18
years of age

Guests are held for a minimal time when
entering the venue for ID check and
Ticket Admission.

No authorised guests enter the venue
without paying an admission fee 5.1,

Are there anymore you guys woudl look
for? 1311

+44 7487 840072 ~Sarah Mattick
Is it pre payed tickets only or can they
purchase on the evening? 13:12 n
Its very unlikely a venue will close
completely for an event, unless its a

private hire. 13115 2
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