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INTRODUCTION
The World is Our Lecture Theatre 2018 was a student conference organised by level 7 students studying event and tourism management programme, as part of our leaning requirement. The conference took place on the 19th of March, 2018 at Welsh Assembly building (Senedd). It was whole day event started at 10ish morning and finished around 4pm.
The overall aim of the conference was to showcase the Welsh tourism to outside world, and encourage young generation about opportunities that are available in tourism industry across the world. The presentations from guest speakers in transport sector, attractions and accommodation sectors were of the importance source of information about the future of tourism industry and how tourism industry has positively changed individual life, Ewan Rees from VIP Wales as an example. The interactive workshops gave college students a chance to physically participate in packaging together tourism products and develop a holiday package for Malaysia students.    
For the MTour students, the event was an opportunity to utilize theory into to practice, and to those wanting to work in event companies once they graduate, the event was a good assessment tool for their chosen career pathway.
This document is aiming to provide with critical assessment of the event from planning phase to the f event day as well as to provide the supporting evidences of my role and responsibilities of the event in question. 

Event planning and management
Event planning started on the October 2017, and roles and responsibilities were delegated to every team member. Below are some of the tasks:
· Social media
· Workshops
· Visuals
· Venue 
· Catering
· Invitations
At least every individual was given one main task at the beginning, but later there were some issues with the way the task were delegated; the issue was then resolved and everyone had more than one task to deal with. From my point of views clear role and responsibility should be given at the beginning, this to avoid confusion among team member, because others thoughts they were given much work over others. 
Budget 
From event planning perception the budget is the most important element in ensuring the success the event. The budget need to be discussed before considering anything else; knowing the budget early will help the event organiser to organise the event that fits the proposed budget as well as will avoid disappointment. It was disappointed to see that we started organising the event without having any budget in place, by the time we had the actual budget it was not well enough to cover the cost of the entire event. To avoid similar situation to happen, in future the university should allocate the event budge right the beginning of planning process.  
Venue 
One thing was real good about the venue; we did have to pay for it, also it was unique as it is one of the most important venues across Wales. However, I wouldn’t say it was a free because some of the conditions have made the venue to appear the most expensive venue compared to other venues; particularly catering company. The allocated budget was all spent on food and beverage, food was overpriced and there was no discount at all.  
Guests complained about the coldness of the venue, there were limited seats provided by the venue compared to the numbers of guests attending the conference.
One of my duties was to setup the venue, but I found it was hard to setup the venue that we had less access to it, and we had no control over it. The venue was very restricted on what we could do or say and on what we could bring. For instance I wanted to bring a scissor in case I need to use as I had some works that needed it, because of the security checks I was unable to do so.  It was sad that we were not given a room to put all our belongs, and public access to the venue has somehow interrupted the overall experience   

 
Communication procedures 
The event team agreed on different methods of communication in order to monitors the progress of the event, including group chat (Messenger), video calls (Skype), and regular meetings (at university or anywhere that is convenience to everyone), and social media platforms. We were able to communicate throughout the process, which was a good thing. However some for the communication channels were not used in effective way (such as group chat) as the result there were lots of conversation that were not related to the conference. This has caused miscommunication among team members, as not everyone was able to go though on the things previously discussed. The situation would have been improved if we decided to create another group that discuss matters regarding events only. 

Event 
The event was somehow successful, however to those areas that were not good enough were caused by many factors; some of them were beyond our control for instance starting time and some colleges’ left early. Weather was beyond of our ability to control it.
Food
Initially we planned to offer different food options to the guests; however because of the restriction that were in place, as well as budget there were less food options. 





General reflection 
.
Team work
Knowing how to get along with other is critical essential for the success of any events. Disputes and misunderstanding are common in any working environment that involves group of people; therefore in order to achieve excellent results when working as team, team members should respect each other, apply wisdom and  understanding when communicate with other team members, and also should have tolerant attitude toward others. During the planning process the professionalism aspect was not adopted effectively, the language that was used among team member and some attitude were not acceptable and offensive. This kind of behaviour should not be allowed on the future because will de-motivate others from to actively participate on the entire process. In the future students should be reminded about importance of work ethics; also, they should be reminded about university rules and regulation and the UK government’s role and regulations. Despite of the communication barriers happened during the planning phase, I still maintained positive attitude towards others, because I believe that everyone is different and as human we all have strengths and weaknesses. 
Personal reflection 
The event gave me  was best experience that I ever had since i joined the university, from planning perspective,  imaged to complete the tasks I was given, however not all tasks were achieved on high standard as they should be. I was responsible of weather contingency planning, I did the planning but I failed to draft the warning letter that was supposed to go out to all attendees, also I should have sent the weather warning notification at least 3 working days prior event.  I am taking full responsibility for this situation; I think this has given me wide understanding and knowledge about the necessity of good communication planning. I am also responsible for not taking in account good seating arrangement; however not having full control of the venue is one of the reasons why I failed to come up with well organised seating arrangements. Choice of the venue should be more considerable for the upcoming events. 
I had some issue of turning up on the meeting about 15 minutes late especially if the meeting is at 9.30 am, this is beyond my ability as i have to travel from Newport to Swansea, and the train is after every one hours. I normal leave my house at 7.45 mornings after dropping my kids to breakfast club, and I take bus to Newport town centre which is approximately 15 minutes journey.  I have to wait in the train station for half an hour or even more before i can get train to Swansea. Newport to Swansea Trans operates in every half past pattern (6. 30 Am. 7.30 am; 8.30 am ......). I was also late about 30 minutes on the event day; this was caused by weather condition as my kids’ breakfast club was closed.  
Conclusion
From my opinion the general performance of the event went well, however the planning and weather condition have somehow affected the event. 
Grading 
Event planning I would say 6.5/ 10
Event day 7.5/10
Individual section grading 
· Videos 9/10
· Social media 8.5/10
· Workshops 8.5/10




Supporting evidences

Personal Gantt chart 
Role and responsibilities for “the World is our lecture theatre conference 2018
Personal Gantt chart
Tasks 
	Risk Assessment 

	Event day Gantt chat

	venue Gantt chat
	

	Cath and Tima Gantt Chart

	Weather planning 


	Training Stewards
Contacting colleges 
	Design and Printed Itinerary


	
	





	Task
	Date achieved 

	Risk assessment plan 
	12/01/2018

	visiting venue 1
	18/01/2018

	Stall holder request  phone call(Caerleon Roman Museum)
	26/02/2018

	Visiting venue 2
	13/02/2018

	Health & Safety Plan
	28/02/2018

	Venue design 
	28/02/2018

	Food & Drink Plan
	28/02/2018

	Communication Plan
	28/02/2018

	Risk Assessment document
	28/02/2018

	Notification letter to colleges 
	06/03/2018

	Visiting venue 3
	07/03/2018

	Venue Gantt chart
	11/03/2018

	Event Gantt chart 
	11/03/2018

	Event itinerary(design) 
	11/03/2018

	Workshop Pilot session
	12/03/2018

	Stewards and volunteers training
	12/03/2018

	Printed itinerary 
	17/03/2018

	Weather warning notification letter to Cross Keys college
	17/03/2018

	Venue setup 
Meet and greeting
Supervision of food on the event day
Final training session for stewards
Cleaning and tidying up the venue
Help running the workshop

	19/03/2018










Itinerary of the Day
	11.00 AM
	-Welcome 
· Mike Hedger
· Beth Video
· Hannah and Beth
· Jacqui Jones
 

	11.15 AM
	Keynote Speaker( Andrew Campbell
· Silje video 

	11.45 AM
	-Marriott Hotel Cardiff ( Samantha)
· Tima video
· Cardiff Airport video

	12.00  AM
	-Malaysia videos
· Workshop Brief

	12. 15  PM 
	Workshop 

	12.45 PM
	Lunch
Industry Stalls 

	1.15 PM 
	Students and field trip workshop
· Billie and Caoimhe videos 


	1.20 PM
	Ewan Rees (VIP Wales)

	1.30 PM
	Royal Mint ( Abigal Kenvyn)
Cath and Bronte videos


	1.40 PM
	Workshop Brief

	1.45 PM
	-Workshop
Hannah video

	2.15 PM
	Michael Davies 
Lydia video

	2. 40PM
	-College Presentations

	3. Pm 
	-Closing Remarks



Role and responsibilities for “the World is our lecture theatre conference 2018
Cath and Gantt chart
Tasks 
	Risk Assessment 

	Event day Gantt chat

	venue Gantt chat
	Pre event briefing materials for the IHM stewards including their schedules, allocating duties and training them before event

	Attendance check

	Weather planning 


	Training Stewards

	Printed Itinerary
Prizes


Attendance list 

	Task
	January 
	Action
	February 
	Action
	March
	Action

	Risk assessment plan 
	Start 08
End   12
	Completed 
	
	
	
	

	visiting venue 1
	18/01/2018
	Cancelled(agreed by team)
	
	
	
	

	Visiting venue 2
	
	
	13/02/2018
	completed
	
	

	Hazard identification(in the venue)
	
	
	13/02/2018
	completed
	
	

	Health & Safety Plan
	
	
	28/02/2018
	completed
	
	

	Venue design 
	
	
	28/02/2018
	completed
	
	

	Food & Drink Plan
	
	
	28/02/2018
	completed
	
	

	Communication Plan
	
	
	28/01/2018
	Completed

	
	

	Risk Assessment document
	
	
	28/02/2018
	Completed
Tima and Cath
	
	

	Stewards (Recruitment& and training)
	
	
	28/02/2018
	Partly completed
Tima and cath 
	
	

	Attendees’ details request 
	
	
	
	
	06/03/2018
	Completed

	Prizes 
	
	
	
	
	06/03/2018
	Partly completed


	security check notification
	
	
	
	
	06/03/2018
	Completed(formal latter about security check on event day  was sent out to attendees 

By tima and Cath

	Visiting venue 3
	
	
	
	
	07/03/2018
	Completed
Tima and Cath

	Venue Gantt chart
	
	
	
	
	11/03/2018
	Completed
By Tima

	Event Gantt chart 
	
	
	
	
	11/03/2018
	Completed
By Tima

	Attendees list
	
	
	
	
	11/03/2018
	Completed
By Tima and Cath

	Stewards’ training materials 
	
	
	
	
	11/03/2018
	Completed
By Cath 

	Event itinerary(design) 
	
	
	
	
	11/03/2018
	Completed 
By Tima 

	Volunteers schedule 
	
	
	
	
	11/03/2018
	Completed
By Cath

	Stewards and volunteers training
	
	
	
	
	12/03/2018
	Completed 
By Tima and Cath

	Printed itinerary 
	
	
	
	
	16/03/2018
	completed 
Tima 

	Venue setup 
	
	
	
	
	19/03/2018
	Completed 
Tima 

	Attendance list
	
	
	
	
	19/03/2018
	Completed 
By Volunteers 







Healthy and safety planning

Communication Plan
 Catherine Trapnell & Tima Omari


	
	Yes

	Communication within the organisation
	Via email and face to face meetings.

	Communication between the agencies
	Via email and face to face meetings, social media also.

	Public information and communication
	Through social media, official website and email.

	How is it carried out?
	Through social media, official website and email.

	CCTV
	The Senedd already have CCTV operations in place.

	Radios
	Will be provided by the venue.

	Alarms
	The Senedd already have alarms in place.

	PA Systems
	The Senedd already have PA systems in place.

	Alerting procedures
	The Senedd already have alerting procedures in place.

	Regular updating
	Through email and social media.

	Emergency public announcements
	The Senedd will be responsible for this and Stewards will support.



Food & Drink Plan
 Catherine Trapnell & Tima Omari

	
	

	Catering operations- inspection during event 
	We are using the onsite catering company. Food & beverage team will inspect the food options before they are served to ensure suitability.

	Positioning of catering operators
	Catering will be on the second level however; teas and coffees will be served on both floors.

	Allergy information
	Allergy information has already been requested via email to attendees.

	Drinking water
	Provided by the catering company.

	Monitoring of arrangements on site
	This will be done by the event team.








Risk Assessment
                                                                                     TRAFFIC MANAGEMENT 

Event:                                               The world is our lecture theatre conference 2018    
Venue:                                               Senedd, Cardiff Bay Link Road, Cardiff CF10 4PZ
Date:                                                  19th March 2018
Time:                                                  8am- 4.30pm
Estimated Peak attendance:   11am- 4pm
Site Capacity:                                  175 Attendee’s
Risk Rating:                                     Low- Medium 





	Assessors Name: Catherine Trapnell
                                 Tima Omari
                                 
	Date of the assessment 28/01/18



	OBSERVATIONS/HAZARDS
	LOCATION
	RISK
	H
	M
	L


 
	PERSONS AT RISK 
	ACTION REQUIRED 
	CURRENT CONTROLS
	FURTHER CONTROL ACTION



	DATE COMPLETED 
(Signed off by) 


PARKING -
	Possible Car Parking Congestion 
	Rear car park
	
	
	x
	Public, Attendee’s Staff & Stallholders
	The venue has its own Risk assessment in place to minimize risk- Car-park Closure between 9am -4pm 
	Stewards will be required to monitor these areas.

Stewards must wear high visibility jackets and be provided with training.
	

	Access & exit points
	Rear car park
	
	
	x
	Public, Attendee’s Staff &Stallholders
	Visitors & staff including stewards will be required to use different entrances
	
	

	Parking during set up
	Rear of the building until 9am
	
	
	x
	Public, Attendee’s & Stallholders
	No Vehicles allowed into the carpark after 9am.
	
	

	Provisions in place for access for emergency vehicles and personnel

	
Main road & Venue
	
	
	x
	Public, Attendee’s Staff & Stallholders
	Welsh assembly government procedure in place 

	
	

	Clear signage 
	All car parks and coach drop off areas
	
	
	x
	Public, Attendee’s Staff & Stallholders
	All areas are well signposted by the Welsh Assembly Government building 
	
	

	Adequate parking for people with disabilities 

	Carparks near by
	
	
	x
	Public, Attendee’s Staff & Stallholders
	Nearby parking facilities provide blue badge holders parking areas
	
	



	Assessors Name: Catherine Trapnell
                                 Tima Omari
                                 Bronte Murdoch
                                 
	Date of the assessment 28/01/18

	OBSERVATIONS/HAZARDS
	LOCATION
	RISK
	H
	M
	L


 
	PERSONS AT RISK 
	ACTION REQUIRED 
	CURRENT CONTROLS
	FURTHER CONTROL ACTION



	DATE COMPLETED 
(Signed off by) 



 TRAFFIC
	[bookmark: _Hlk507681578]Speed limit 
	Main Vendors and staff Carpark/ Public carpark
	
	
	x
	Guests & Stall holders
	Signage in place 10/20 mph
	
	

	No vehicle area zone
	 The front of the building is pedestrianized.

Car park at the rear of the building 
	
	
	x
	Public/ Visitors & Stallholders
	Parking restrictions at the rear of the building 
	
	


                                          
                                         
                                         Risk Assessment
                                                                                                         INFRASTRUSTRE & SERVICE 

Event:                                               The world is our lecture theatre conference 2018    
Venue:                                                Sennedd, Cardiff Bay Link Road, Cardiff CF10 4PZ
Date:                                                   19th March 2018
Time:                                                  9am -4pm
Estimated Peak attendance:    10.30am- 4pm
Site Capacity:                                  175 Attendee’s
Risk Rating:                                        Low- Medium 




	Assessors Name: Catherine Trapnell
                                 Tima Omari
                                                                  
	Date of the assessment 28/01/18

	OBSERVATIONS/HAZARDS
	LOCATION
	RISK
	H
	M
	L


 
	PERSONS AT RISK 
	ACTION REQUIRED 
	CURRENT CONTROLS
	FURTHER CONTROL ACTION



	DATE COMPLETED 
(Signed off by) 



POWER
	Approved electrician used for any electrical set up
	Ground floor & level 1
	
	
	x
	Public, Attendee’s Staff & Stallholders
	Welsh Assembly building have their own procedure in place 
	Ensure that all electrical appliances brought in externally for events are PAT tested beforehand. (WAG) reserve the right to require evidence at our discretion.
	

	Stage equipment – all portable electrical equipment/tools and power boards must be tested and tagged as required.
	Ground floor & Level 1
	
	
	x
	Guest speakers / Staff members
	Welsh Government equipment has been tested prior to the event 
	Event Health & safety coordinator will be required to check on the day.
	

	No joining extension cables or power boards must be used
	Ground floor & Level 1
	
	
	x
	Public, Attendee’s Staff & Stallholders
	Welsh Assembly building have their own procedure in place
	
	

	All lead must be protected from weather or wet conditions
	Ground floor & Level 1
	
	
	x
	Public, Attendee’s Staff & Stallholders
	Welsh Assembly building have their own procedure in place
	The event takes place indoors how ever if equipment is brought inside during wet conditions – precautions must be made 
	

	Professional & appropriate content 
	Twitter
Facebook
Instagram
Website
Emails

	
	
	x
	UWTSD – Swansea Business campus 
Senedd – Welsh Government 
	Monitoring the content daily and removing any negative comments.
	
	

	TVs monitors 
	Level 2 
	
	
	x
	Visitors and staff
	All checks will be carried out prior to the event.
	
	

	Electrical Cables – Trips and falls



	Level 1`& 2 
	
	
	x
	Visitors and staff
	No trailing wires, where necessary wires will be taped to the floor or moved to minimize the risk.
	Event coordinator will be required to check on the day.
	



Noise
	Noisy activities are planned for a time the will cause least disturbance of other activities
	
	
	x
	
	Public, Attendee’s Staff & Stallholders
	The welsh assembly building event coordinator will monitor music and the noise.
When Government meeting are held in the rooms adjoining the noise level will be monitored more frequently.
	
	

	Anyone affected by noise must be contacted prior to the event and made aware of the duration of the event.
	 

	
	
	x
	Public, Attendee’s Staff & Stallholders
	The Welsh assembly Building will have informed the Government members of the event taking place 
	
	



	Assessors Name: Catherine Trapnell
                                 Tima Omari
                                 
                                 
	Date of the assessment 28/01/18

	OBSERVATIONS/HAZARDS
	LOCATION
	RISK
	H
	M
	L


 
	PERSONS AT RISK 
	ACTION REQUIRED 
	CURRENT CONTROLS
	FURTHER CONTROL ACTION



	DATE COMPLETED 
(Signed off by) 


Amenities 
	Drinking water will be provided by the onsite catering facilities 
	Venue
	
	
	x
	Attendees & Participants 
	Government building uses only allows for its own catering suppliers therefore they will monitor the risk
	
	

	Sufficient Toilet and hand washing facilities provided 
	Venue 
	
	
	x
	Attendees & participants
	Signage will be in place for Hot water and all sanitary provisions are already in place.
	Stewards will be required to monitor the facilities during the event.
	

	Adequate disabled toilet facilities
	
	
	
	x
	Public, Attendee’s Staff & Stallholders
	The Welsh assembly Government building has a very high standard of facilities that cater for everyone’s needs
	
	


 


Stewards & Welfare 
	All stewards must have an induction prior to the event
	Prior to event – On & offsite training 
	
	x
	
	Volunteers 
	Two members of the Event team are responsible for Training of Stewards.
Job descriptions, roles & responsibilities will be discussed before the day

	If Volunteers cannot attend a briefing will be given during the morning of the event
	

	All staff & Stewards must be made aware of the emergency plan 
	On – site and in pre- event training manual.

	
	
	x
	Attendee’s Staff & Stallholders
	The Welsh assembly government should provide a guest information document 
	All information will be provided at the training of volunteers
	

	All Personnel must have the following contact detail: Catherine Trapnell
(Volunteering Manager)


	Given prior to the event
	
	
	x
	Attendee’s Staff & Stallholders
	The Following Details are provided in all Documentation. 
	These will again be provided via Text message 
	

	All Stewards have a scheduled break throughout the event to prevent fatigue.
	
	
	
	x
	Volunteers/personnel
	The Steward Manger Will Provide a work break schedule prior to the event to ensure that adequate lunch breaks are being provided to all stewards
	Stewards will be allocated x2 -15 min breaks throughout the day
	

	All personnel involved in manual handing – Lifting or carrying injuries.








Mis use of Ladders- or standing to display Marketing posters or any forms of signage material.
	Training pre -event
	
	
	X












x
	Staff & Stallholders










Volunteers Staff & Stallholders
	Stewards will be briefed to carry heavy items in pairs.
They will be instructed the right way to lift a heavy object- eyes up, Lift close to the body, bent knees, slightly apart, straight back.


Where a ladder is used an extra person should stabiles it unless are a stabilizer bars at both feet.
	Training was carried out a week prior to the event, it was mentioned that the roles and responsibilities shouldn’t require lifting but if a situation did require them to lift heavy objects they were informed of how to do so without causing themselves injury.
	




Social media/ Public Relations
	[bookmark: _Hlk507680797]Professional & appropriate content 
	Twitter
Facebook
Instagram
Website
Emails

	
	x
	
	UWTSD – Swansea Business campus 
Senedd – Welsh Government 
	Monitoring the content daily and removing any negative comments.
	
	



Set up/Assembly 
	Restricted public access during set up
	Main building 
	
	
	x
	 Public
	Welsh Assembly will be closed to the public at 8.30 -9am 
	
	


							
Security 
	Security have been kept informed about the event 
	Main Building
	
	
	x
	Welsh assembly security & all attendees
	The Welsh assembly government have their own security onsite  
	All Attendee’s will be provided with information for following all security restrictions 
	




Workshops 
	Contents of the workshop – must be age appropriate 
	
Ground floor 
	
	
	x
	All Attendees 
	The Target Audience has been taken into consideration with all workshop activities during the event
	Pilot workshops have been carried out twice prior to the event taking place
	

	Time allocated slots must run to schedule 
	Ground floor 
	
	
	x
	All Attendees
	To prevent workshops running over, the team will allow for some contingencies.
	The workshops have been tested prior to ensure that plenty of time has be allocated.
	





	Assessors Name: Catherine Trapnell
                                 Tima Omari
                                 
                                 
	Date of the assessment 28/01/18

	OBSERVATIONS/HAZARDS
	LOCATION
	RISK
	H
	M
	L


 
	PERSONS AT RISK 
	ACTION REQUIRED 
	CURRENT CONTROLS
	FURTHER CONTROL ACTION



	DATE COMPLETED 
(Signed off by) 



Stallholder and contractor management
	All contractors must be provided with an Appropriate contractor induction guide 

	Venue ground floor and level 1
	
	
	x
	Attendee’s Staff & Stallholders
	 The Welsh assembly government should provide a guest information document
	Information should be provided to all stallholders 
	

	All personnel and contractors must be made aware of the Emergency management plan
	Venue ground floor and level 1
	
	
	x
	Attendee’s Staff & Stallholders
	The Welsh assembly government should provide a guest information document
	The guest information document should be provided to stallholders
	

	Heavy crowds, not enough space to get to the stall or listen to any demonstrations.
	Venue – Ground floor & level 1 
	
	
	x
	Attendee’s Staff & Stallholders
	The welsh assembly government will have their own staff monitor the public in the building during the event 
	Our event team & volunteers will be required to monitor and cope with crowd control issues quickly and efficiently on the day. 
The workshops will be run in a separate area to the stallholders.
	

	The Stall Holders Risk assessment for the Company -
	Venue 
	
	
	x
	Staff & Stallholders
	The Welsh assembly Government operate under strict guidelines 
	The stallholders will be made aware that they will need to conduct their own risk assessment 
	

	Site plan developed – clearly defined areas for vendors 
	Main building Ground floor & level 1 
	
	
	x
	Staff & Stallholders
	The Event coordinator has already given the team guidelines on where the safest place is to locate stallholders or exhibitions from previous successful events 
	The event team have designed a venue plan to clearly define areas allocated for our stallholders
	

	Vendor and contractors must be provided with a map and instructions including the following:
· Access and exit points
· No Vehicle Area/zones
· Parking during the set up
· Speed Limits

	The Main building and surrounding carparks 
	
	
	x
	Staff & Stallholders
	The Welsh assembly government should provide a guest information document
	The guest information document should be provided to stallholders	
	


Guest Speakers 
	Time management – Itinerary for the guest speakers
	Main building -Ground floor 
	
	x
	
	Event team & Stewards 
	The Welsh assembly government will test the master Power point presentation one week prior to the event
	The Event will be timed and led by a member of the team timing the event and in control of guest speakers.
	

	Collapse Stage structure 
	Main building – ground floor
	
	
	x
	Guest speakers 
	Stages have been erected by competent person or contractors.
Contractors are to provide sign off certificates for all structures.
	
	


  
	Assessors Name: Catherine Trapnell
                                 Tima Omari
                                 
                                 
	Date of the assessment 28/01/18

	OBSERVATIONS/HAZARDS
	LOCATION
	RISK
	H
	M
	L


 
	PERSONS AT RISK 
	ACTION REQUIRED 
	CURRENT CONTROLS
	FURTHER CONTROL ACTION



	DATE COMPLETED 
(Signed off by) 



  Music                     
	Copy rights 
	
	
	
	x
	Event team 
& 
Welsh Assembly Government 
	The Welsh assembly building are permitted to play music they have informed the team at the pre-event meeting that we are not restricted by copy rights at the venue.
	
	

	Public Entertainment Licensing
	
	
	
	x
	Event team
& Welsh Assembly Government
	The Music which is being played at the event can only be used when other member of the public in the office space. This will be monitored by the Welsh Assembly Building Events Co-Ordinator
	
	





	Assessors Name: Catherine Trapnell
                                 Tima Omari
                                 
                                 
	Date of the assessment 28/01/18

	OBSERVATIONS/HAZARDS
	LOCATION
	RISK
	H
	M
	L


 
	PERSONS AT RISK 
	ACTION REQUIRED 
	CURRENT CONTROLS
	FURTHER CONTROL ACTION



	DATE COMPLETED 
(Signed off by) 



Food and drink
	Food allergies /Food preferences 
	Level 2 
	
	x
	
	Attendee’s
	Gluten intolerance, Hahal and vegan options will be provided 
	Also, We Have volunteers monitoring food as the catering order is very restrictive of portion sizes, it’s essential that the pre order dietary requirements are given to the correct guests
	






Waste management
	Adequate bins provided 
	Main building ground floor and level 1 
	
	
	x
	All guests 
	The Welsh assembly government will have their own staff in place 
	Our volunteers will ensure that the waste management procedure is being monitored  
	

	Increased emptying the bin throughout the day.
	Main building ground floor and leve1
	
	
	x
	All guests 
	The Welsh assembly government will have their own staff in place
	Our volunteers will ensure that the waste management procedure is being followed
	



                                          
                                     






                                       Risk Assessment
                                                                                                                CROWD SAFETY

Event:                                               The world is our lecture theatre conference 2018    
Venue:                                                Sennedd, Cardiff Bay Link Road, Cardiff CF10 4PZ
Date:                                                   19th March 2018
Time:                                                  10.30am – 4pm
Estimated Peak attendance:    10.30am- 4pm
Site Capacity:                                 175 Attendee’s 
Risk Rating:                                   Low- Medium 





	Assessors Name: Catherine Trapnell
                                 Tima Omari
                                 
                                 
	Date of the assessment 28/01/18

	OBSERVATIONS/HAZARDS
	LOCATION
	RISK
	H
	M
	L


 
	PERSONS AT RISK 
	ACTION REQUIRED 
	CURRENT CONTROLS
	FURTHER CONTROL ACTION



	DATE COMPLETED 
(Signed off by) 



	Occupancy limits of indoor event capacity is appropriate for the expect number of attendees
	The main building 
	
	
	x
	All attendees 
	The Welsh assembly government are monitoring the attendee’s list to allow a limited number of guests into the building 
	The total number of attendee’s will be provided prior to the event taking place 
	




TRIPS & SLIPS 
	Electrical cables 
	Inside the Venue 
	
	x
	
	Visitors & participants 
	The venue will be Providing all the electrical equipment & complying with all health and safety requirements (specifically trailing leads& wires) 
	Event coordinator will be required to walk through all routes to check for obstructions prior to the event.

	

	Water spillages 
	Inside the Venue 
	
	x
	
	Visitors & Participants
	Wet floor signage provided when necessary.
	Stewards will be provided with training to deal with spillages efficiently during the event.
	





	Assessors Name: Catherine Trapnell
                                 Tima Omari
                                 
                                 
	Date of the assessment 28/01/18

	OBSERVATIONS/HAZARDS
	LOCATION
	RISK
	H
	M
	L


 
	PERSONS AT RISK 
	ACTION REQUIRED 
	CURRENT CONTROLS
	FURTHER CONTROL ACTION



	DATE COMPLETED 
(Signed off by) 



CROWD MOVEMENT
	Students moving from one floor to another Via the stairwell
	Venue level 1 & 2
	
	x
	
	Visitors
	Provide signage to ensure the visitor use the left- hand side of the staircase.
	Stewards will direct and monitor the crowd
	

	Entering and exiting the venue 
	Level 1 of the venue
	
	x
	
	Visitors & participants 
	Stewards will direct and monitor the crowd
	
	

	Security checks – predicted to cause queues to form.
	Level 1 
	x
	
	
	Visitors and Participants 
	Barriers will be erected prior to the event to allow visitors to form an orderly queue. 
	Stewards will direct and monitor the crowd
	

	Workshops Crowd Management 
	Level 1 & 2 
	
	x
	
	Visitors & Participants
	Workshop Booking time slots will need to be staggered to prevent crowds forming in one area of the venue and promote and even distribution.
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INJURY/ACCIDENTS 
	Injury and accidents
	Entire site
	
	
	x
	All visitors, Participants & staff
	First aider onsite 
	Stewards and staff training will be provided 
	

	Medical –

Minor Cuts and bruises during the event set up and maneuvering of items for the event.

Electric shock – Plug sockets

Accident report form  
	Venue 
	
	
	x
	Stewards Participants & event team
	First aider onsite can be the first response on the scene unless it’s an emergency which would require extra help from a specialist medic or call for an ambulance.
Use the first aid medic training for all minor cuts and bruises.

Electric shock – Immediately call for a medic and an ambulance.
First aiders to give first aid until emergency service arrive.
Complete an accident report form in all cases.
Seal off and don’t user t6he offending equipment or socket until announced safe by a qualified electrician 
	
	


 WEATHER
	Possibility of wet or icy conditions creating slipping hazards on route to venue & on the destination site
	Entire Site Including Carparking areas.
	
	x
	
	
	Outside areas will be gritted by the local authority.

It will be necessary to monitor the venue floor surfaces to prevent guests or participants slipping.
	Obtain a weather forecast to ensure that this risk can be considered prior to the event taking place.
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LITTER
	Broken glass, Cans
	Entire venue 
	
	
	x
	Visitors and Staff
	Walk inside and outside prior to the event to check for any debris 
	Volunteers will monitor littering 
	

	Waste Management
	Entire Venue
	
	
	x
	Staff/ Stewards
	Adequate bins provided 
	Increase emptying bins during the event if required.
	


Event signage 
	[bookmark: _Hlk507676209]Access and exit point clearly signed 
	Entire venue 
	
	
	x
	
	The Welsh assembly government has adequate signage in all areas of the venue 
	Any signage can be brought from the university if required but it was discussed this wouldn’t be necessary 
	

	Any Restricted Areas are adequately signed 
	Entire venue 
	
	
	x
	All visitors, Participants & staff
	The Welsh Assembly Government have clearly signposted no access areas 
	The visitor information document with contain all areas being used for the event and no access areas will be discussed 
	

	Emergency exit pathways
 Are clearly signed 
	Entire venue

	
	
	x
	All visitors, Participants & staff
	The Emergency planning procedure has been written in the Visitor information booklet 
	The Event team are responsible for distributing all the safety information to the guests
	

	Site Maps Available
	Entire building & carparking or Coach drop off points 
	
	
	x
	All visitors, Participants & staff
	The Emergency planning procedure has been written in the Visitor information booklet
	The Venue plan has been drawn up and distributed to all guests 
	




                                         




                                          
                                          Risk Assessment
                                                                                        FIRE SAFETY & EMERGENCY PLANNING PROCEDURE 

Event:                                               The world is our lecture theatre conference 2018 
Venue:                                               Senedd, Cardiff Bay Link Road, Cardiff CF10 4PZ
Date:                                                   19th March 2018
Time:                                                  9am – 4.30pm
Estimated Peak attendance:         11am- 4pm
Site Capacity:                                    175 Attendee’s
Risk Rating:                                       Low- Medium
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FIRE PRECAUTIONS
	Fire Extinguishers
	Venue 
	
	x
	
	Visitors and Participants 
	All fire safety Extinguishers are in place.

	All guest will be provided will a safety information prior to event
	


FIRE EXIT/MEETING POINT
	Potential fire hazards –
Catering facilities & electrical equipment
	Venue 
	
	
	x
	
	Separate fire procedure provided to support this risk assessment.
	In the case of an Emergency all Visitor and participants would be required to leave the building, the fire safety procedure is set out buy the Welsh Government Building policy.
	





Emergency Planning Procedure 
	Assessors Name: Catherine Trapnell
                                 Tima Omari
                                 Bronte Murdoch
                                 
	Date of the assessment 28/01/18
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	Identification of the key decision-making personnel
	The venue 
	
	
	x
	
	Fire and evacuation procedure are included in the Information for Guests document
	Guests should be made aware of the fire safety procedure in the Guest Document 
	

	Event personnel have completed the necessary emergency procedures training 
	The venue 
	
	x
	
	
	Fire and evacuation procedure are included in the Information for Guests document
	Guests should be made aware of the fire safety procedure in the Guest Document
	

	Event Emergency plan has been documented and communicated to all event personnel (Including the Communication in the case of an emergency)
	Emails & Guest information documentation
	
	x
	
	
	Fire and evacuation procedure are included in the Information for Guests document
	Guests should be made aware of the fire safety procedure in the Guest Document
	

	Stopping the event
	The venue 
	
	
	x
	
	If a fire or some other emergency is reported in the building, staff and guests will be informed of the action to take by voice alarm messages.
	
	

	Identification of emergency routes
	The entire venue
	
	
	x
	
	The welsh Assembly building has clearly indicated all emergency routes 
	These are provided whilst at the event 
	

	Coded stand down and Alert messages 
	The venue 
	
	
	x
	
	If a fire or some other emergency is reported in the building, staff and guests will be informed of the action to take by voice alarm messages.
	
	

	Script of public address announcements 
	
	
	
	x
	
	The Welsh assembly government will make all announcements 
	
	

	Access point for emergency services
	
	
	
	x
	
	All emergency access areas are in place by the Welsh assembly government
	
	

	Secure traffic route to hospitals
	
	
	
	x
	
	All emergency access areas are in place by the Welsh assembly government
	
	






WEATHER ASSESSMENT AND MANAGEMNT PLAN
FOR
 STUDENT CONFERENCE 2018
BY
 TIMA OMARI


EVENT NAME: THE WORLD IS OUR LECTURE THREATRE 
DATE: 19TH March 2018-03-18
VENUE: WELSH GOVERNMENT ASSEMMBLY
TIME: 11. 00 AM- 3.00 pm
Event Organiser: MTour Integrated Masters student (Trinity Saint David Swansea University 
Attendees: College students and Guest Speakers (from tourism Industry)



INTRODUCTION
The success of any event is measured in many ways and safety is one of them. As part of any good planning process hazards should be identified, assessed and controlled to minimize the potential impact. Risk assessment was carried out and “WEATHER” was identified as a major HAZARD that could affect the event. This document aiming to provide weather contingency plans for The World is Our lecture Theatre Conference 2018” . 

Current weather condition for South Wales (28/02/2018)
It is three weeks before the event, the weather condition for past few days was good, but the Met Office has recently issued snow warnings across Britain for next coming days. Therefore it is important to have contingency plans in place prior the event.
[image: C:\Users\DELL User\Downloads\Screenshot_20180318-133437.png]    [image: C:\Users\DELL User\Downloads\Screenshot_20180318-133446.png]

The current weather condition does not look so impressive, as most cities across UK are expecting snowfall in the next few days (28/02/2018 to 04/03/2018). According to Met Office’s  report the weather condition is expected to change in the coming days, it is therefore important to check weather updates in regular basis. 

[image: C:\Users\DELL User\Downloads\Screenshot_20180318-171653.png]     [image: C:\Users\DELL User\Downloads\Screenshot_20180318-171707.png]


The upcoming weather condition has raised some concerns, it is therefore essential to consider possible contingency plans.


Weather Contingency Plan

1. Weather condition should be monitored  and updated weekly for the period of three weeks, then it should be monitored daily one week prior event.  
2. Attendees should be updated about weather condition via email, text messages and social media  platforms( Tweeter, Instagram, Facebook and Website)
3. Risk assessment manger should updated the team about weather condition regularly 
4. Event team should decide either to go ahead or postpone and reschedule  the event if weather condition is worse
5. Attendees should be notified either by email or text messages  and social medial platforms of  final decision made by event team
6. Event team should update each other frequently 

	P150709
							



Venue and event Gantt chart 
We are delighted to welcome everyone in our conference “The world is Our Lecture Theatre 2018”. We are aiming to deliver best experience to our guests, to achieve this we have created an event Gantt chat to monitor the progress of the event.  The event will take place at Welsh Assembly building (Senedd) in ground floor and first floor.



[image: C:\Users\DELL User\Downloads\1520788121414340830485 (1).jpg]VenuVenue & Site Design


	
	

	Space for audience
	110 secured seats- 50 standing

	Temporary structures- stands, signage etc
	Yes- on Level 2 for workshops
Main stage will have signage

	Backstage facilities
	Kitchen facilities 

	Parking
	Pay & Display 5 mins away

	Rendezvous points
	Fire point- front of building

	Ground conditions
	Inside will be dry, outside is weather permitting

	Traffic & pedestrian routes
	Car park at the side of the building and a Pay & Display car park 5 minutes away

	Are they suitable to handle proposed capacity?
	Yes

	Geographical location, proximity to services, facilities etc
	Venue is near restaurants and convenient stores

	Dangerous features (natural hazards, rivers etc)
	The venue is located at a dock therefore then is open water

	Venue access and egress
	Accessible for everyone including disabled visitors

	Sight lines for audience 
	Open venue therefore the stage will be visible to all inside

	Production infrastructure of backstage requirements
	The Senedd will be responsible for this

	Fire & ambulance requirements
	The venue has their own fire procedures and there is first aid onsite. These services will be phoned if needed.

	Police & stewarding positions
	Police will only be required in case of security check failure or emergency.
Stewards will be inside and outside of the building from the University team.

	Perimeter fencing/ stage barriers
	No fencing or barriers

	Welfare facilities
	There’s first aid onsite and fire extinguishers.

	Excess visitors- contingency
	The venue will be able to accommodate all visitors however; some will have to stand due to limited seating.

	Signage
	The signage will be provided by the University.

	Permission to use site
	Yes- we have permission as we have met with the venue’s criteria.
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Figure 1 ground floor





 




Ground floor facilities (on event day)
· 110 chairs will be setup for college students
· Stage (6x2 meters)-will be used for guest speakers and visual presentation
· Lectern with Microphones
· Wireless Microphones
· Additional wired Microphones
· CD and DVD Player
· Public Address System 
· Tree portable screens 



[image: C:\Users\DELL User\Downloads\Gallery1National Assembly For Walesc Redshift Photography1.jpg]First floor


Facilities
· Cafe 
· Exhibition facilities
· chairs 


Seating Plan
Ground floor
· 110 chairs will be allocated for college students
· Seats to be colour coded
Seating position
Our partner colleges will be allocated at the front seats
· College Sir Gar 
· Neath

Other colleges will seat as follows:-
· Cross Keys college will seat behind Neath College 
· Followed by Bridgend College
· Then College Afan and,
· Lastly, Cardiff and Vale College. 
To avoid confusion on seating positions, the name of each college will be printed on small piece of paper and placed on chairs. Seats will be reserved according to college’s original booking number.  To make seating position more clear each college will be seated according to their college names and colour code.

	COLLEGE SIR GAR
	

	NEARTH COLLEGE 
	

	CROSS CKEYS COLLEGE 
	

	BRIDGEND COLLEGE 
	

	COLLEGE AFAN 
	

	CARDF & VALE COLLEGE 
	



First Floor
· Four table will be provided to four Stall Holders 
Were currently having issues in number of seats, the venue is willingly to provide us with 110 seats, which is less than we need. We have requested to bring our own chairs, and the venue allowed us to bring maximum of 24 chairs. 
These additional seats will be allocated on the first floor at the front; the seats will be used by guest speakers and other guests. 

Food and beverage 
Tea and coffee will take place at the ground floor nearby stair cases, in the morning
Lunch is a buffet style; we have suggested that the food should be on the first floor; however it will be confirmed on the event day.
 
Event Gantt Chat
The event will be divided into three sessions and will take place in ground floor and first floor 
Morning session (from 9 .00 am to 12 .44)
· Venue setup
· Meet and greeting
· Ice break
· Refreshment 
· First presentation  from keynote speaker
· students’ videos 
· first part of the workshops


 Lunch session (12. 45 – 13. 14)
· Food
· Industry Stalls

Afternoon session
· Malaysia video
· Presentations from guest speakers
· Second workshop
· Students’ videos
· Collage presentations
· Cleaning and tidying up
· Exit from the building.

	Item 
	9 am
	10am
	11am
	12am
	1pm
	2pm
	3pm
	4pm

	Morning session 
· Venue setup
· Meet and greeting
· Ice break
· Refreshment 
· First presentation  from keynote speaker
· students’ videos 
· first part of the workshops


	
	
	
	
	
	
	
	

	Lunch session 
· Food
· Industry Stalls



	
	
	
	
	
	
	
	

	Afternoon session
 
·  Malaysia video
· Presentations from guest speakers
· Second workshop
· Students’ videos
· Collage presentations
· Cleaning and tidying up
· Exit from the building

	
	
	
	
	
	
	
	




Letters to colleges 
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Dear Sir/ Madam,
We are delighted that you have responded to our invitation to the World is Our Lecture Theatre Conference. We want to make the experience as simple and pleasurable as possible for all of our guests. it is our role and responsibility to inform you of the security requirements at the venue. As you may be aware, the event will take place at the Welsh Assembly Government building. This means that all guests will need to follow the rules and regulations of the venue.
All guests attending the event will be required to go through a security scan when entering the building so please be aware that before attending the event, the following restrictions will be in place.
 
The following will be restricted:

-Liquids
-Sharp objects
-Any food that has been purchased outside of the venue
-Flammable objects
-Smoking inside the venue is prohibited 

Failure to comply will lead to further security checks. 

Thank you
Kind regards

 
 Catherine Trapnell & Tima Omari
 (Health & Safety Event Coordinator) 

UWTSD Student-The world is our lecture theatre Conference 2018
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Dear Sir/ Madam,

I am writing to you on behalf of the events team which are currently planning The world is our lecture theatre conference, As part of the health& safety planning process, we are required to find out the names of all attendees including staff & students.

We would be very grateful if you could provide us with these details when it’s convenient for you, however, time is currently against us therefore if could get back to us before the end of this week we would be very grateful.

Kind regards

 
 Catherine Trapnell & Tima Omari
 (Health & Safety Event Coordinator)

UWTSD Student-The world is our lecture theatre Conference 2018
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