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The purpose of this assignment is to summarise the insights and experiences that I have a gained throughout the planning and implementation of the world is our lecture theatre conference which took place on 19th March,
The basis of this event was to bring a practical element to the Mtour integrated masters in tourism and events management; the event had been created by a group of masters students for several colleges from different regions throughout South Wales.
The overall focus was on demonstrating the significance of the tourism industry within Wales and how the course and field trips that I have personally experienced throughout working towards a Masters qualification has been applied to the theoretical work on the course.
The event intended to use an interactive workshop and some presentions which were carried out by industry speakers; the event organisers were responsible for the overall planning which included choosing the venue all aspects of digital marketing and social media, invitations also ensuring that the event was suitable for the target audience, 
There was an aspect of catering and hospitality arrangements which required the team to include recruitment and create a volunteering strategy into the planning arrangements.
This document will support and discuss the tasks which were then undertaken for the duration of the planning phase; it will help verify how the practical tasks have helped both the professional and personal development. During the process of reflection, this portfolio will demonstrate my own ability to link the theroy to practice,furthermore, this assignment will critically analyse the overall event and devise recommendations of how the event could have achieved enhanced methods of the overall running and discuss the issues that were faced throughout, in doing so it will enable me to reflect on the personal abilities and the process of finding solutions to difficult or complex issues through  the practical assessment. 
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During the preliminary phase for preparation the Event, it required setting up the project for the right idea, for the right purpose and place at the right time it was important to define the project carefully directly towards time and budget. The Event team were given a budget for the hospitality as the venue was free it allowed for the budget to be used for the catering.
Firstly It took time to secure the venue this was due to restrictions with the venue management not being fully informed of how our Event would meet the objectives of the Welsh Assembly government building, however after the team members asked for further advice from the lecturer at the university, which then compelled  the team to put together a clear aim and objectives for the event and  determine how they were able to meet the requirements in place at the Welsh assembly government building, by doing this early on it meant that we could ensure that these were being met throughout all aspects of organising the event and ensuring that all of the content of the event had been envisioned for the right target audience.
 In a personal reflection as to whether the event met what it had set out to achieve in our aims and objectives, I believe it had accomplished what had been initially planned , the event day was deemed a success, the attendees were near full capacity, this was a relief considering that we had experienced heavy snow fall for a 24 hours prior to the event taking place,  however not all aspects of the event run as smoothly as we had originally anticipated, even though the event had faced a few minor issues, one of the most vital was the timing, I believe that this had allowed the team to experience a little uncertainty and enabled the team to manage problem on the spot, these are things that will be inevitable within the event management industry.
If future students were given the option to plan the event at the same venue I would recommend that they thoroughly research the venue terms and conditions, they have detailed list of requirements and the A-Z event planning section which can be found on the venue website. I had found that once I read through this section it gave a far better insight into the health and safety notification leaflets which should have been distributed effectively to the colleges amongst various other aspects of the event planning that we might have considered from the start, these include the Marketing/Branding restrictions, I believe that if the team had read this section prior to planning then we would have be better informed.
The main focus of this event was to be an interactive workshop, unfortunately the venue had caused the team to have limitations as to who we could include as our stakeholders, the event would have been able to involve the attendee’s more if we had the opportunity to allow them to get more involved with stallholders within the tourism industry, I had felt that although the venue is in a fantastic location in Cardiff bay,  the venue security measures, road closures and other aspects of event planning  needed to be carefully considered so this contribute to a few adaptions to be made later into the planning, it could have helped us to manage our time better if knowing this prior to choosing our venue.
The event did have both pro’s and con’s, as a group of students it had given us the opportunity to organise a very professional event which also had a safety net if there were any Emergency planning required, as a student with limited experience in holding an event of this scale it allowed the room for error and allowed for learning through the procedures that are already in place, it personally gave me some peace of mind that all our attendee’s would have been evacuated safely, with the organisation of any event it is vital to consider all of these aspects  and for the length of time allocated to the module somethings could have been overlooked either by myself or other members of the team
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The event team were sectioned into teams to carry out own individual roles and responsibilities, during the preliminary phase of the event planning a group instant messenger was created with the view of creating an easier method of communication throughout all the organisation of the event.
It became apparent that this could have been organised more effectively in the early stages as there had been some confusion over tasks and roles and responsibilities and to what extent the tasks needed more detail work involved rather than others, there were times that the group dynamics were divided, certain team members displayed domineering behaviour and unfairness towards other team members, this didn’t allow the team to communicate effectively,  In consideration to these areas this could have been prevented with more effective communication through a University email and not a Facebook instant messenger .
All students involved in the planning had initially contacted their own colleges, the catering arrangements were set out by one individual, yet these contact details were not fully documented and communicated to the whole event team, in this case I would have been better if one person had full responsibility  to communicate with all collages would have solved some of the confusion, I would have taken on the role of contacting the colleges that wasn’t the problem, I had tried to create an attendee list later into the planning but I did this after being made aware the venue required a attendee list for Health and Safety.
While some students were busy working towards their own roles they were being monitored for not participating in other areas this led to cross wires in communication, there were team members who were doing more than others in the group which began to cause bad feeling amongst the team, this experience has been a learning curve although I would consider myself to work well with others there were times that I preferred to work independently. This defeats the purpose of working in a team therefore in reflection of this some of the things to be considered at the beginning of each event including the conference is that the team needed to ensure that all the staff and all stakeholder have an effective communication structure in place.
At the early stage of this event the team members should have checked stall holder were available for the date required, in these initial stages of the planning it was essential that the team put together the team members who know exactly what they are doing and when they need to do it by. it’s important to have a balanced work load for all members of the team and what we didn’t have is an overall manager who would usually clarify who’s doing what. better communication throughout the entire process would have led to a more even distribution of work and the team working in collaboration with overall better performance in the whole event planning process. 
I would recommend that a (WBS) work breakdown structure had been created this chart would have helped to brainstorm activities that need to be completed for an event. The WBS is a tool that can help develop estimates, assign staff, track progress and show the scope of the project work by using this tool it breaks the work into small, manageable measurable tasks. This I felt was done ineffectively therefore in any future projects of this type I would make sure that tasks were understood at the start. (Reference)
Gants charts are a great tool within event management because they demonstrate a breakdown structure so that team members are made aware of what needs to be done and when it needs to be completed by, it’s an easy way to find out when your event planning  is going to be at its busiest an advantage of this that you can slide floating tasks aside if we’ve got to much going on at once and generally monitor what’s going on at all times. It’s very important to have check points and mile stones throughout the project to access that everything is going to plan and you’re sticking with the overall objectives of the project, this was something that the team needed to work together with, but the lack of communication caused a few problems along the way. I think that the Event team needed to update these more effectively throughout and hold more monthly or weekly meetings with the team members and as the event became closer whenever necessary.
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During the planning I worked with other member of the team to ensure that the following tasks were completed:
Venue team
· Risk Assessment 
· Prizes
·  Printed Itinerary,
·  Attendance lists
·  Checklists
·  Venue Gantt chart
·  Event day Gantt chart
·  Pre- event briefing materials
·  IHM stewards including their schedules, allocating duties and training them before the event.

Implementation Phase 
During the implementation of the event the ongoing progress was being monitored. All Progress needed to be controlled and any issues which arise because of the timing on the day, this was in the hands on other team members, yet on the day I think that we all worked together well, we all helped to ensure that all areas were operating as smoothly and efficiently as possible.
On the day it was my responsibility to manage the stewards and allocate them breaks, I believe that fellow students all became involved with other people roles, mine particularly which had a breakdown in the chain of command, messages were being sent through a Facebook instant messenger rather than passing information on in person, although I personally felt that the stewards worked extremely hard and they didn’t require constant supervision and work very independently, making enquiries as and when needed.
The stewards were divided into 3 areas reception, food and beverages and workshops, there were 8 stewards in total, contacting the stewards prior to morning was difficult as I had only been able to gather 5 out of 8 contact details.
 I sent out emailed them all after they had orientation training to welcome the to the team and confirmed the times and date of the event. I felt that the prior to the event could have gone better if we had been able to get them all together however this wasn’t the case, both myself and my venue team member had agreed that if I had to monitor them on the day it would help if the steward manager created all the Pre event briefing material, when this had been created.
Prior to the orientation  we then arranged to meet and plan how it would best to pass the information onto the stewards, it was felt that to balance the work load my fellow team member would talk through the induction handbook, by doing so she had chance to familiarize herself with all the roles and responsibilities, The venue team felt that we both needed to know what the other had been doing so that if any unforeseen reasons one or the other person could attend the event the other person could fill their position.
When Managing the stewards on the day, I had faced a few problems, one of the key issues was trying to 
get them to separate into different areas of the venue during the workshops instead of stood around looking like they weren’t doing anything or chatting to friends, some of the stewards were unsure of what the workshop entailed as they had missed the orientation, in hindsight I think that I should have given a tour of the venue as the stewards entered the building and instructed them to be at various areas during set times and made it very clear at the start what the workshops involved, I did answer any questions as the workshops were taking place although they were told I could have done it more effectively if I needed to in the future.
One of the key problems in my area was that Just before lunch it was brought to my attention that members of the public were taking sandwiches, I handled the situation in the most effective way as possible I took the stewards up to the buffet area and give them all instructions to monitor the food and potion sizes, as the event was running over time at lunch it had caused a delay, I should have been more assertive and instructed the stewards to opened the buffet a fraction sooner but someone else had taken over before I had time to tell them.
 on reflection I should have made sure those stewards were there sooner and kept circling the venue as much as possible, on the day I felt cautious of disturbing the guest speakers, especially during breaks for the stewards, we hadn’t thought ahead how they would get their personal belongings including money to buy a coffee at break, I managed to handle this by asking the cafeteria if they would allow the stewarding team to buy what they needed until the conference had finished.
Overall the event day made it clear to me the importance of monitoring the running of the event, I have previously worked in management but not on a larger scale, if event all organisers had a form of radio contact at the venue, it could have been made easier. It had demonstrated that the event performance should be measured regularly and constantly observed and measured against the predicted expectations of the event plan, as well as any quality measurement mechanisms also in place. 
With regards to any technical failures during event those are dealt with by the Welsh assembly Government building but other issues to do with hospitality were dealt with and by the maintain onsite any other shortfalls on the day being resolved by the individual managers of each department to ensure thing is ticking over correctly.
The importance of time management being put in place at the planning phase was highlighted at the event this is closely monitored throughout any event that I will be involved with in the future. 


	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
	
	

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

	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 

	Visiting venue 3
	
	
	
	
	
	07/03/2018
	Completed

	Venue Gantt chart
	
	
	
	
	
	11/03/2018
	Complete

	Event Gantt chart 
	
	
	
	
	
	11/03/2018
	Completed

	Attendees list
	
	
	
	
	
	11/03/2018
	Completed

	Stewards’ training materials 
	
	
	
	
	
	11/03/2018
	Completed

	Event itinerary(design) 
	
	
	
	
	
	11/03/2018
	Completed

	Volunteers schedule 
	
	
	
	
	
	11/03/2018
	Completed

	Stewards and volunteers training
	
	
	
	
	
	12/03/2018
	in progress

	Printed itinerary 
	
	
	
	
	
	
	In progress 
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Venue & Site Design

Assessors- Bronte Murdoch, Catherine Trapnell & Tima Omari
	
	Yes
	No
	N/A

	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 & Seminar room for guest speakers to prepare
	
	

	Parking
	Welsh Government house and one 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.
	
	


Supervisor’s signature
Signed:
Date:
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Health & Safety Plan

This document is a Health & Safety guideline for our Conference that will be held at The Senedd. It is required by law for any event manager to undertake this plan before the event goes ahead.

Assessors- Bronte Murdoch, Catherine Trapnell & Tima Omari

Supervisor- Jacqui Jones



Details of Event

The Conference that will be held at The Senedd, Cardiff Bay as a learning assessment for Master Tourism students at University of Wales Trinity Saint David. The event is open to college students and it will be a learning experience with guest speakers and interactive workshops. The event will run from 10:30am- 15:00pm on the 19th March 2018.

Title of Event

The World is Our Lecture Theatre Conference.

Date of Event

19th March 2018

Organiser’s Name and Address

MTour Students
Swansea Business Campus
UWTSD
High Street Swansea
SA1 1NE

 
Organiser’s E-mail Address

mtour2017@gmail.com

Event Address

Cardiff Bay
Link Road
Cardiff
CF10 4PZ


Will the Health & Safety Plan include the following?:
	First Aid Plan
	To be detailed in Risk Assessment

	Site Plan
	To be detailed in Risk Assessment

	Communications Plan
	To be detailed in Risk Assessment

	Stewards List
	To be detailed in Risk Assessment

	Duties List
	To be detailed in Risk Assessment

	Crowd Control
	To be detailed in Risk Assessment

	Emergency Plan
	To be detailed in Risk Assessment







Planning
	
	Yes
	No
	N/A

	Suitability of Location or Venue Design
	
X
	
	

	Selection of Competent Stewards
	X
	
	

	Construction of Stages
	X
Will be constructed by The Senedd’s team
	
	

	Safe delivery & installation of equipment & services
	X
Will be constructed by The Senedd’s team
	
	

	Shows- crowd management and transport strategies
	X
	
	

	Arrangements for fire, first-aid contingencies and major accidents.
	X
	
	

	Removal of equipment and services
	X
Will be carried out by The Senedd’s team
	
	

	Rubbish collection during and after the event
	X
Arrangements in place by our team
	
	





Assessors

Signed: Bronte Murdoch
Signed: Tima Omari
Signed: Catherine Trapnell
Date: 28/02/18



Supervisor

Signed:               
Date:






Communication Plan

Assessors- Bronte Murdoch, Catherine Trapnell & Tima Omari
	
	Yes
	No
	N/A

	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.
	
	


Supervisors Signature

Signed:
Date:
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	Names 
	Total = 9

	1. Billie Morgan
2. Bronte Murdoch 
3. Hannah-Eve- Thomas Peters
4. Lydia Smith
5. Silje Marie Aas Gronn
6. Bethan Watkins
7. Tima Omari
8. Catherine Trapnell
9. Caoimhe Mcnulty


	Students 9
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	Names 
	Total = 18

	1. Sarah Greenhalgh
2. Alexandra Robinson
3. Phil Tovey
4. Sian Saarlaid
	Lecturers 2/3

	1. Cameron Morgan
2. Kelsea Morgan
3. Chloe Meek
4. Sonny Hawkins
5. Megan Smith
6. Amy Graham
7. Annaleigh Webster
8. Lois Smith-Nash
9. Megan Lewis
10. Megan Lott
11. Ashleigh Watkins
12. Georgia Williams
13. Kaitlyn Long
14. Caitlin Tadman
15. Keira McGregor
16. Ffion Jane-Manning
17. Lauren Garkut
18. Laura Ferencova
19. Ellie Houston
20. Louis Parry Bishop
21. Caitlin Sullivan
22. Sasha Williams
23. Carys Morris
24. Ellise Bishop
25. LIbby Jukes
26. Emma Morgan
27. Mollie Western
28. Kaynat Kosser
29. Sophie Davies
30. Regan Pitt
31. Lauren Collier
32. Morgan Barnett
33. Charlton Cook
34. Chloe Nightingale
35. Olivia Williams
36. Heena Ali
	Students 15
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	Names of attendees 
	Total= 17

	1. Debbie James (Lecturer)
2. Robert Coulthard (Lecturer)
3. Nathan Davies
	Lecturers 3

	4. Cerys Colebridge
5. Tyler Edwards
6. Liam Laws
7. Kira James
8. Sophie Jones
9. Jennefer Lovegrove
10. Emmy Marsh
11. Shannen Meek
12. Stephanie Norton
13. Joe Rand
14. Arian Roberts
15. Karly Whelan
16. Sacha Williams
17. Ellessia Woolley

	Students 14
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	Names of attendees 
	Total - 27

	1. Julianne Lowes
2. Sam Muckell

	Lecturers 2

	3. Fahim Kadir
4. Lucy Sullivan
5. Cerys Hancock
6. Curtis Issac
7. Cerys Whitfield
8. Daniel Hopkins
9. Katy Pannell
10. Yuvraj Kumar
11. Lydia Baker
12. Seren Murray
13. Shannon Camacho
14. Jerome Laurent
15. Katherine Lambourne
16. Gladiola Mocka
17. Ryan Hayes
18. Christian Stone
19. Chloe Meadows
20. Thomas Trezise
21. Taylor Barrow
22. Naomi Radford
23. Misha Hatim
24. Grace Hayman
25. Ammer Ihbasheh
26. Bethany Bratby
27. Alix Sheppard




	Students 25
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	Names 
	Total 43

	1. Gareth Harvey 
2. Paul James 
3. Mags Walters
	Lecturers 3

	4. Jorden lee Thomas jones
5. Melissa Richards
6. Bradley Philpot
7. Lara Congdon
8. Georgia Phillips
9. Cara Thomas
10. Ffion Thomas
11. Jess Payne
12. Courtney Rowe
13. Salisa Jenkins
14. Joshua Escott 
15. Leah Edwards
16. Nicola Lewis 
17. Sophie Hollyman
18. Gabrielle Jae Preston-Farrar
19. Emma Hamill
20. Nicole Fairhurst
21. (Sam) Kim Haun 
22. Jessica Bannister
23. Tamzin Griffiths
24. Emma Ffion Morgan
25. Cameron Holloway
26. Chloe Price
27. Jordon Walters
28. Sophie Callaghan
29. Nathan Rees
30. Jake Shakespeare
31. Abbey Leigh Richards
32. Chloe Coelho
33. Jess Jenkins
34. Ffion Parsons
35. Luke Worrall
36. Daniel Evans
37. Charlotte Williams 
38. Cerys Rees
39. Rachel Thomas
40. Katie jane Greenhalgh
41. Joshua Wright
42. Daniel Wayke
43. Joseph Vickridge 
44. Shauna Edwards
45. Niamh Gibbard
46. Emily Morris 
47. Konrad Kargol
48. Nik Richards
49. Andereas Hywel 
50. Morgan Connolly



	Students 40
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	Names 
	Total 16

	1. Mike Hedger
2. Andrew Campbell 
3. Sam Birdsell
4. Rebecca Thomas
5. Shaun Dunphy
6. Ewan Rees 
7. Laura Rees
8. (Royal Mint) Abigail, Kevyn
9. Michael Davies
10. Jacqui Jones
11. John Howells
12. Maggie Inman
13. Sophie Brew – Short talk at the end 
14. Josh Pryor 
15. Rowen
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	Names
	Total 11

	1. Tina Williams
	Lecturer 1

	2. Sabiya Begum 	
3. Tyler Lee Clarke 
4. Cati Davies		
5. Kelsey Hale 		
6. Kate Jones 		
7. Naima Kadir 		
8. Hollie Owen 		
9. Emily Stepney	
10. Gow Sureshkumar 	
11. Kirsty Sneade 	
	Students 10


[bookmark: _Toc510092095][bookmark: _Toc510092479]AFAN  
	Names
	18

	1. Helen Thomas 
2. Nichola Williams
	

	3. Natasha Fry                         
4. Yasmin Jarrett                         
5. Sophie Johns                          
6. Katie Mainwaring                    
7. Ieuan Morgan                          
8. MatthewPowell                       
9. Teresa Barbato                       
10. Molly Pitt                                 
11. Lois Archer                             
12. Tara Fogaty                           
13. Maria Davies                        
14. Katie Manchipp                   
15. Charlotte Latham                  
16. Chloe Cunningham            
17. Emily Dykes                         
18. Lauren Stanford         
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	Names 
	Total 11

	1. Paloma
2. Beatrice
3. Bradley Edwards
4. Sophie 
5. Bethan Johnson
6. Joline Davies
7. Fran 
8. Leah 
9. Alessandria 
10. Ranad
11. Ellie
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	Attendees 
	Total

	UWTSD MTOUR STUDENTS
	9

	TRAVEL AND TOURISM -COLEG GWENT, CROSS KEYS CAMPUS
	18 

	TOURISM AND HOSPITALITY COLEG PEN-Y-BONT -BRIDGEND COLLEGE
	17

	CARDIFF & VALE
	27

	COLEG SIR GAR
	43

	SWANSEA MET – NEATH CAMPUS
	11

	AFAN 
	16

	MERTHYR
	6

	STEWARDS
	11

	GUEST SPEAKERS

	16

	
	TOTAL= 176





















	Volunteers
	9am
	9.30am
	10am
	11pm
	12pm
	12.30pm
	1pm
	1.30pm
	2pm
	2.30pm
	3pm
	3.30pm
	4pm
	4.30pm

	Registration
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Beatrice 
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Bradley
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Bethan
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Workshops
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Paloma 
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Sophie
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Bethan
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Joline
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Fran
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Alessandria
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Food Beverages
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Beatrice 
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Bradley 
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Leah
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Joline 
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Complied for 
     
3/25/2013

     Job Description:  Workshop Assistant
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[bookmark: _Toc510092098][bookmark: _Toc510092482]Overview and purpose of this document 

This document sets out the values and practice by which we involve volunteers at the world is our lecture theatre conference, it aims to create a mutual understanding and to simplify roles and responsibilities to ensure that the uppermost standards are maintained in relation to the management of our volunteers.
The Volunteer handbook will provide further details about the procedures in place during the event.
The material contained in your job role volunteering handbook is a guideline of information that will assist you to fulfil your obligations to your fellow members and gain experience. 
Please remember though, this manual can only serve as a guide to you.
[bookmark: _Toc510092099][bookmark: _Toc510092483]So nice to meet you!

Hello friends,
Firstly, I would like to give you very warm welcome on behalf of all the MTour Integrated masters students, I would like to take this opportunity to say how thrilled we all are that you have chosen to volunteer at the world is our lecture theatre conference 2018.
Volunteers are a vital part of our event and we couldn’t achieve our goals without driven individuals like yourselves therefore we would like to our show our gratitude and appreciation of your time and commitment whilst volunteering with us,
this agreement indicates our devotion to do the best we can to make you volunteering experience a positive and rewarding one. 
We aim to be flexible so please tell us if there is anything you would like to change or discuss during your time with us, we would value any contributions that you make that will allow us to launch this event successfully so that many more future students can follow in our footsteps.

Sincerely, 
Catherine Trapnell
Steward Manger & Event Co- Ordinator


[bookmark: _Toc510092100][bookmark: _Toc510092484]Meet our team 
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The venue
The World is our lecture theatre Conference 2018 will be held at the Senedd which is the Welsh Assembly government building located in Cardiff Bay.
The Senedd is not just a building for Members, it is your building. It is the main public building of the National Assembly, the main centre for democracy and devolution in Wales. It is an open building – a building into which you can walk, have a cup of coffee in the Oriel on the upper level, and go into the public galleries from the Neuadd on the centre level. And it is not just visitors that come here to see and enjoy the Senedd – They have also had performers, singers, exhibitions and all sorts of activities going on here, because it is a public building.
[bookmark: _Toc510092101][bookmark: _Toc510092485]Hours of operation
The event will take place:
                                    Monday 19th March 2018
Business hours:    
                                   Mondays and Fridays 09.30 –16.30
                                   Tuesdays to Thursdays 08.00 –20.00
Volunteers will be performing their duties during usual normal business hours; further details of the hours of work can be found in your job description in this handbook.
How to get to the venue
[image: ]

Bus
The Baycar bendy bus leaves from Cardiff Queen Street Station, Dumfries Place, Greyfriars Road, St. Mary Street or Cardiff Central Rail Station every 10 minutes and stops at both Pierhead Street and outside the Wales Millennium Centre adjacent to the Senedd. Routes 7 and 8 depart from Canal Street and Westgate Street respectively every 15 minutes and stop on Pierhead Street, a short walk (approximately 200 metres) from the Senedd and the Pierhead. Route 11 departs from St Mary’s Street every 30 minutes to Mermaid Quay.
Train
Services run every 20 minutes from Cardiff Queen Street Station to Cardiff Bay Station. The station is a few minutes’ walk from the Senedd and the Pierhead. Road Leave the M4 at junction 33, follow the A4232 to Cardiff Bay and follow signposts to National Assembly for Wales, CF99 1NA.
Car Parking
The nearest pay and display car park is at Mermaid Quay, a short walk from the Senedd building. The car park is permanently staffed by security guards. Voucher parking is available outside the Norwegian Church. 
Coach Parking -A map detailing coach dropping-off points is available on request from the Assembly Booking Line.
Bike/Foot
The Taff Trail, which runs from Brecon along the River Taff through Cardiff city centre to Cardiff Bay, ends at the Oval Basin outside the Senedd. There is also a cycle and footpath, which runs along the A4232 from the Cardiff Bay Retail Park
[bookmark: _Toc510092102][bookmark: _Toc510092486]Transport/Vehicle rules and regulations
[bookmark: _Toc508474693][bookmark: _Toc510092103][bookmark: _Toc510092487]To create ease our team are currently in the process of liaising with the University to borrow a mini bus, at this present time this hasn’t been confirmed, however for those who would prefer to find there own transport to the venue, you should be made aware that there is no on-site parking available on the Assembly estate; all stewards will be required to park in the Quayside public parking facilities.










[bookmark: _Toc510092104][bookmark: _Toc510092488]Site map
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The National Assembly for Wales is committed to promoting equality of opportunity and to ensuring that everyone has equal access to our buildings.
they have the following aids and services available to make sure that all our visitors feel welcome and comfortable when on the estate:
· Level access entry to the Pierhead and Tŷ Hywel and ramp/lift access to the Senedd.
· Braille signage throughout the estate;
· Loop systems throughout the estate;
· Accessible toilet facilities, including a Changing Places
facility in the Senedd;
· Assistance dogs are welcome;
· Wheelchairs are available for loan on site;
· Prayer/contemplation room available in the Senedd
· Parent and toddler room available in addition to baby changing room;
· Male and female security and police available



Ground floor 
The Senedd’s event spaces on both the ground floor and first floor, all guests should arrive at the public entrance to the front of the Senedd and the Pierhead.
The ground floor will be the main area where volunteers will be required to greet direct the guests to their seats; there will be reserved seating for VIP or Special requirements. While the conference is taking place, both levels are open to the public.
This area of the building will be used for greeting guests as they enter our main presentation and conducting workshops.
This area will be prepared for the event as you arrive, you will see staging which has been assembled before the event, this area will be used for guest speakers and visual presentations
Facilities include
– Stage (6x2 meters);
– Lectern with Microphones;
– Wireless Microphones;
– Additional wired Microphones;
– CD and DVD player;
– Public Address System;
– Three portable screens,
Assembly staff members at the venue will arrange 130 seats for guests. However, approximately 20 more chairs will be assembled in this area which is being provided by the University Trinity St David.
The First Floor
This area of the building will hold all the exhibitors, we have a maximum of 5 stallholders they will be allocated specific areas to set up, there will be a limited space for each table.
All the exhibitors are responsible for the hire and support of any specialist equipment and furniture for their stall and exhibitions 
The first floor has a gift shop and a cafeteria which will be open to the public throughout the event.

[bookmark: _Toc510092105][bookmark: _Toc510092489]Emergency planning procedures
In the case of an emergency at the event, all volunteers must follow the Emergency planning procedure; Assembly officers are responsible for the evacuation of all guests and visitors;
[bookmark: _Hlk508450304]Ensuring the safety and comfort of all visitors is essential. Health and Safety procedures cannot be comprised to accommodate events; fire and evacuation procedure are included in the Information for Guests document. 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.
[bookmark: _Hlk508458869][bookmark: _Toc510092106][bookmark: _Toc510092490]Transport/Vehicle rules and regulations

To create ease our team are currently in the process of liaising with the University to borrow a minibus, at this present time this hasn’t been confirmed, but for those who would prefer to travel to the venue themselves I should inform you that there is no on-site parking available on the Assembly estate; all stewards will be required to park in the Quayside public parking facilities.
[bookmark: _Toc510092107][bookmark: _Toc510092491]Communication
A Welsh assembly event team manager Jacqui Jones will be responsible for the overall coordination of the event on the day. 
During the event you will be required to liaise with the event team and steward manager.
All public and emergency announcements will be delivered by Voice/ alarm messages
[bookmark: _Toc510092108][bookmark: _Toc510092492]The importance of the Volunteers 
This Conference could not run successfully without your help; volunteer involvement is vital for participation and interaction; your involvement will have a significant role in contributing time, skills, enthusiasm and passion in all that you do; we are grateful for all that our volunteers who have taken time out of their busy schedules to help organise and implement this event.
Volunteers code of conduct
Attendees at events at the Assembly are expected to:
· enter and leave the building quietly;
· switch off mobile phones, pagers and other electronic devices;
· follow instructions given by Assembly Officers;
· not leave baggage and personal items unattended
· wear security badges always;
· return the lanyards and badges before leaving;
· conduct themselves with consideration for the safety and comfort of other guests;
· eat and drink in designated areas only, and act responsibly and in a manner that is respectful to others, and not do anything that might bring the Assembly into disrepute.]
· There is no smoking permitted in any of the Assembly buildings.

Standard of appearance
As a security requirement on arrival, all event guests will be issued with a generic event guest badge; 
Your position will require you to dress appropriately as the event is going to broadcast to the public, therefore during the event you will be required to wear your University hoodies.
If you do not currently have one, please ensure that you provide these details within reasonable notice so that these can be brought along to the venue on the day.
For further assistance, please contact the Stewarding Manager
Email   ctrapnell.150721@student.uwtsd.ac.uk

Rest breaks and related activities
A cafeteria can be found on the first floor
All Public areas are to be smoke free, you will find designated smoking areas outside the venue.







Job description
 
[bookmark: _Toc510092109][bookmark: _Toc510092493]Position title: Workshop Assistant
 
[bookmark: _Toc510092110][bookmark: _Toc510092494]Role & responsibilities: 
Workshop assistants are required to work with our events team which is comprised of master’s students at the University of South Wales Trinity St David, Swansea.
During the day You will be responsible for helping the event team during the operation of the interactive workshops, 
The aim of the workshops is for a group of 20 students from the University of Malaya-Wales that will be visiting from 22nd June to 30th June. 
You will be required to help many students from 5 different colleges to participate in groups of approximately 13 groups of 10. These will be broken into two sessions during the day,
 These groups will be given a task to find the best transport, accommodation and excursion deals for these Malaya-Wales students. The groups will be required to choose the best option suitable for them but be aware of pricing as well.
For the workshops to run efficiently, you will be required to organise college group members and help them to participate in an orderly and timely manner. 
Any Further training required for the workshop, will need to be provided by the workshop development co-ordinators, the team members will ensure that you are fully competent prior the event but also there to accompany you on the day.
(Details of the workshops can be found in your handbook)
Please feel free to ask questions and ensure that you well informed before the event, if you would require any further assistance our Workshop development team members are as follows;
1. Silje Marie Aos Gronn
1. Hannah Eve Thomas 
1. Bethan Watkins
 
What you must know: Volunteer participants should be aware of the nature of the building regulations and follow all rules and regulations while at the venue, we would also like to make you aware that all valuables and personal belongings should be kept with you as any possessions in the venue are left at their own risk.
All volunteers should arrive at the public entrance to the front of the Senedd and the Pierhead. All guests coming to Tŷ Hywel should enter through the Tŷ Hywel entrance on the corner of the Pierhead and East Bute Street;
Volunteers should arrive in time to go through the security checks; You are not permitted to bring the following items:
1. Liquids
1. Sharp objects
1. Any food that has been purchased outside of the venue
1. Flammable objects
Failure to comply will lead to further security checks, please be aware that registration for the event will open 30 minutes before the start of the event and will close 30 minutes after the start time. Guests arriving after this time may not be able to gain access to the building.
If for any reason you are unable to could you, please inform Catherine Trapnell within reasonable notice for our team to make further arrangements. Thank you
Time: You will be required to attend the venue between the following hours: 
9am- 4.30pm There are two sessions for the workshops these will take place at 12pm & 1.50pm You will be required to attend these sessions punctually so could you please ensure that you arrive approximately 10 mins prior to the start of the sessions. your lunch will be provided, and breaks will be scheduled for you during the day.
Place of work- 
The workshops will be a location on the first floor of the building, could you please ensure that you inform the Stewarding manager who will be at the registration area inside the building on of your arrival she will then give further guidance of where your team members are located.
Skills required 
1. Be able to display Customer Service knowledge.
1. Team Player
1.  Be flexible and willing to work at any location as directed.
1.  Assertive under pressure
1.  Effective questioning
1.  Helpful
1. Hard working
1. Approachable



Job description

[bookmark: _Toc510092111][bookmark: _Toc510092495]Position title: Hospitality Steward

[bookmark: _Toc510092112][bookmark: _Toc510092496]Roles & Responsibilities: 
Hospitality Steward will need to be committed and well-presented individuals, who will be required to work with our events team which is comprised of Masters students at the University of South Wales Trinity St David, Swansea.
You will be responsible for meeting and greeting our guests at The World Is Our Lecture Theatre Conference, your role will require you to familiarise yourself with the facilities at the event.
You will meet and greet the guests, check names against the attendee list and guide them to their seats.
[bookmark: _Hlk508555065]What you must know: Volunteer participants should be aware of the nature of the building regulations and follow all rules and regulations while at the venue, we would also like to make you aware that all valuables and personal belongings should be kept with you as any possessions in the venue are left at their own risk.
All volunteers should arrive at the public entrance to the front of the Senedd and the Pierhead. All guests coming to Tŷ Hywel should enter through the Tŷ Hywel entrance on the corner of the Pierhead and East Bute Street;
Volunteers should arrive in time to go through the security checks. Security procedures will be in place and all event sponsors, hosts and guests are expected to comply with all security procedures at all times.
Volunteers should arrive in time to go through the security checks; You are not permitted to bring the following items:
· 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; please be aware that registration for the event will open 30 minutes before the start of the event and will close 30 minutes after the start time. Guests arriving after this time may not be able to gain access to the building.
If for any reason you are unable to attend could you, please inform Jacqui Jones will reasonable notice for our team to make further arrangements. Thank you
Time: You will be required to attend the venue between the following hours: 9 am- 4.30pm as you will be undertaking other roles at the event.
Meet & Greet will take place at 10.30am all our guests should have arrived before our scheduled Presentation at 11 am.
Could You please be punctual ensure that you arrive approximately ten mins before the start of roles and responsibilities at your assigned area of the venue. Your lunch will be provided, and breaks are being scheduled for all our volunteers during the day.
Place of work- 
The Registration area will be a location on the ground floor of the building, could you please ensure that you inform the Stewarding manager who will be at the registration area inside the building on of your arrival she will then give further guidance of where your team members are located. 
Hospitality Stewards must be good communicators and presentable with qualifications in such areas as:
•	Customer service
•	Problem solving
•	Spectator safety 
•	Crowd Management Skills
•	Health and Safety Awareness










Job description

[bookmark: _Toc510092113][bookmark: _Toc510092497]Position title:  Food & Beverage Steward

Roles and responsibilities
Perform duties to maintain a clean and professional work area at all times. You will need to ensure that all areas of the safety guidelines are met. Your work area should be maintained, you will also be required to Interact with customers and staff members.
As a Steward you would be responsible for executing your position's responsibilities and performing the following tasks to the highest standards, Lunch will be provided by the Senedd, the lunch provided is a buffet You will be responsible for keeping the venue and buffet tables clear and ensuring a smooth and efficient operation.
You should be Self-motivated and able to work independently or as part of a team, ensuring that all food items are handled appropriately to meet regulations. You will be required to maintain a Clean work area. Remove trash and garbage and place in designated area. 
What you must know: 
Volunteer participants should be aware of the nature of the building regulations and follow all rules and regulations while at the venue, we would also like to make you aware that all valuables and personal belongings should be kept with you as any possessions in the venue are left at their own risk.
All volunteers should arrive at the public entrance to the front of the Senedd and the Pierhead. All guests coming to Tŷ Hywel should enter through the Tŷ Hywel entrance on the corner of the Pierhead and East Bute Street;
Volunteers should arrive in time to go through the security checks; You are not permitted to bring the following items:
· 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.
Please be aware that registration for the event will open 30 minutes before the start of the event and will close 30 minutes after the start time. Guests arriving after this time may not be able to gain access to the building.
If for any reason you are unable to attend could you, please inform Jacqui Jones will reasonable notice for our team to make further arrangements. Thank you
Time: You will be required to attend the venue between the following hours:  9am- 4.30pm 
Lunch will be served at approximately 12.45pm this may alter according to the timing of the presentation.
All stewards are conducting other roles and responsibilities on the day so please could you ensure that you arrive approximately ten mins before the start of the sessions. Your lunch will be provided, and breaks will be  scheduled for you during the day.
Place of work- 
The Catering Facilities/Buffet will be a location on the first floor of the building, could you please ensure that you inform the Stewarding manager who will be at the registration area inside the building on of your arrival she will then give further guidance of where your team members are located
Skills required 
Hospitality Stewards must be good communicators and presentable with qualifications in such areas as:
· Health and Safety Awareness 
· Previous experience in catering, hospitality, fine dining or banqueting environment
· Proven experience delivering exceptional customer service
· Excellent communication skills and demonstrate accuracy and attention to detailThe ability to demonstrate effective team work


Risk Assessment
                                                                                     TRAFFIC MANAGEMENT 

[bookmark: _Toc510092114][bookmark: _Toc510092498]Event:                                               The world is our lecture theatre conference 2018    
[bookmark: _Toc510092115][bookmark: _Toc510092499]Venue:                                               Senedd, Cardiff Bay Link Road, Cardiff CF10 4PZ
[bookmark: _Toc510092116][bookmark: _Toc510092500]Date:                                                  19th March 2018
[bookmark: _Toc510092117][bookmark: _Toc510092501]Time:                                                  8am- 4.30pm
[bookmark: _Toc510092118][bookmark: _Toc510092502]Estimated Peak attendance:   11am- 4pm
[bookmark: _Toc510092119][bookmark: _Toc510092503]Site Capacity:                                  175 Attendee’s
[bookmark: _Toc510092120][bookmark: _Toc510092504]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
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	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 

[bookmark: _Toc510092121][bookmark: _Toc510092505]Event:                                               The world is our lecture theatre conference 2018    
[bookmark: _Toc510092122][bookmark: _Toc510092506]Venue:                                                Sennedd, Cardiff Bay Link Road, Cardiff CF10 4PZ
[bookmark: _Toc510092123][bookmark: _Toc510092507]Date:                                                   19th March 2018
[bookmark: _Toc510092124][bookmark: _Toc510092508]Time:                                                  9am -4pm
[bookmark: _Toc510092125][bookmark: _Toc510092509]Estimated Peak attendance:    10.30am- 4pm
[bookmark: _Toc510092126][bookmark: _Toc510092510]Site Capacity:                                  175 Attendee’s
[bookmark: _Toc510092127][bookmark: _Toc510092511]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 however 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 
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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.
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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.
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  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
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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

[bookmark: _Toc510092128][bookmark: _Toc510092512]Event:                                               The world is our lecture theatre conference 2018    
[bookmark: _Toc510092129][bookmark: _Toc510092513]Venue:                                                Sennedd, Cardiff Bay Link Road, Cardiff CF10 4PZ
[bookmark: _Toc510092130][bookmark: _Toc510092514]Date:                                                   19th March 2018
[bookmark: _Toc510092131][bookmark: _Toc510092515]Time:                                                  10.30am – 4pm
[bookmark: _Toc510092132][bookmark: _Toc510092516]Estimated Peak attendance:    10.30am- 4pm
[bookmark: _Toc510092133][bookmark: _Toc510092517]Site Capacity:                                 175 Attendee’s 
[bookmark: _Toc510092134][bookmark: _Toc510092518]Risk Rating:                                   Low- Medium 
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	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.
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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 
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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
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1 Networking for Stall holders & Sponsors. 0223118 Al Event Team Members
2 Risk Assessment document - Traffic Management ot/08/18 Cath & Tima. ca..pum
3 Risk Assessment - Crowd Safety oue Cath & Tima. Completed
4 Risk Assessment -Fire/Emergency planning procedure o0r16/18 Cath & Tima. Completed
5 VisitVenue 1 o1sie Event Team Canclled
6 Visitvenue 2 o1131e Event Team Completed
7 Hazard Identification n the venue 021318 Cath & Tima. Completed
& Networking for Prizes - NomNom & Black Mountain Gold Chocolate. 0223118 catn Cancelled
9 Health and safety plan o2r28/18 Cath & Tima. Completed
10 Venue design o328/18 Cath & Tima. Completed
11 Structure Emails For Colleges (Security checks) 022818 Cath & Tima. Completed
12 Attendee detail requested 03106/18 Cath & Tima. Completed
13 Orientation document completed oante catn Completed
14 Create Job Descriptions - Roles & Responsibilties o3norte catn Completed
15 Create a Stewarding Schedule 0309118 catn Completed
16 Recnitment and Training oanene Cath & Tima. Completed
17 Priced T.Shirt Printing 030118 catn Completed
16 Securty check notification 03106/18 Cath & Tima. Completed
19 Vistvenue3 0307118 Event Team Completed
20 Venue Gantt Chart oan1e Cath & Tima. Completed
21 EventGantt Chart oante Cath & Tima. Completed
22 Create Personal Videos 0308/18 catn Completed
23 Start Attendee list o3n0r1e catn ‘Ongoing
24 Eventitinerary design oans/e Cath & Tima. Ongoing
25 Seating plan oan1s/e Cath & Tima. ‘Ongoing
25 Contact Crosskeys - Confirm Numbers oan2/1e catn Completed
27 Complete Attendee List oa/1s/18 catn Ongoing
28 Complete personal gantt chart 031318 catn Ongoing
29 Training stewards on the day. oanene catn Ongoing
30 Monitor Stewards oanene catn Ongoing
31 Cover Stewards on breaks oanere catn Ongoing
32 Give feedback forms to Stewards oanene catn Ongoing
33 Meeting to discuss the event oanene Event Team Ongoing
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LECTLRE THEATRE CONF CRENCE—

We have an exciting offer for you!
Dear Prospective Sponsor, 05/03/2018

We would firstly like to thank you in advance for taking the time out of your busy schedule to
consider our needs.

Let me take this opportunity to introduce ourselves; we are a group of master's students who
are currently studying at UNTSD Swansea Business Campus, our molive for contacting you
is because we are to be hosting an eventat the Senedd, Welsh assembly building which is
located | Cardiff Bay,

The aim and objectives of our eventare to provide FE students Studying Tourism &
Hospitality in Wales with an interactive experience which will focus directly on Wales
Government and Visit Wales strategies; these include the future Generations Actand The
Development of Tourism and Promoting Tourism Industry as a future career pathway for
students.

We are in the process of planning the event and have confirned commitment from several
colleges from several regions in Wales to attend & several guest speakers within the tourism
industry; we have opportunities to invite a limited number of stallholders and are very
pleased to announce that we have confirmed sponsorship with ABTA and Oakwood Park.

Your sponsorship will provide a unique opportunity for these talented and hardworking
students to participate in an interactive leamning experience and compete in a competition to
win Tst, 2nd & 3rd Prizes; If you decided to participate 3rd prize would include a welsh
chocolate hamper

Your generosity will enable your company brand to appear in all of our event promotion
including Social Media advertising,

We take pride in using a Welsh brand at our event as we believe that your products and
services will help us to showcase what Wales has to offer.as we believe industries in Wales
thrive on diversity and international growth.

We hope that you see the opporturity we are offering you for advertising and publicity, we
will @im to inspire the young audience to use your products and services in the future.

Kind regards
Catherine
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Dear Sir/ Madam,

1: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
tofind 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 s 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 Coordinators)
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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. Therefore itis 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. Therefore 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 atiending 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 willlead 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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Billie Morgan

Event Coordinator and Head of Social Media
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Caoimhe McNulty

Event Coordinator and Social Media Manager
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Tima Omari

Health and Safety Liaison and Event Coordinator
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Silje Marie Aas Gronn

Event Coordinator, Catering Liaison and Workshop Co-

Creator
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Catherine Trapnell
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Lydia Smith

Visual Creator and Marketing Director
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Hannah Eve Thomas-
Peters

Event Coordinator and Workshop Co-Creator
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Bethan Watkins

Event Coordinator, Workshop Co-Creator and Welsh
Translator
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Bronte Murdoch

Guest Speaker Liaison and Social Media Manager
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