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Description of the event and the concept of the event- (timing and location)
Beans on toast
The event will be called “Beans on Toast, back on the road”. The goal of the event is for Jay McAllister to continue to display his messages to his fans, his messages are about politics, drugs and love. The event will take place at the Bunkhouse bar, 24 Park Street, Swansea, SA1 3DJ on Wednesday 22nd March 2023. The doors are open from 7-11pm and tickets are £15 in advance and age 14+ (Under 16s must be accompanied by an adult) Research on beans on toast prior to the event is crucial to know his popularity and audience. He has released seven studio albums, all dealing with the topics of politics, drugs and love. 
(Genius, n/d)

Tech and stage set up 
-1 DL for guitar and 1 stand for microphone
- Power drop needed to be provided 

Catering/ Rider
-£30 buyout to be paid by bank transfer 
-Bananas, apples, multi-packed crisps risps, bread (white and brown), 2 types of hummuses and pre- bagged salad 
-4 cans of Guiness 
12 bottled beers – Peroni, Estrella and Corona 
(Need to make sure all beers come in and ice bucket) 

Tour support 
-Support for the show will be Ann Lui Cannon they will be travelling solo on public transport 
-Beans will invoice for the support fee and pay directly 

Merch
-30 Minutes is to be allowed for beans to meet his fans and sell merch after he comes off stage.

	Aims 
	Objectives

	To produce a profit 
	By selling all our tickets 

	Increase awareness of the event and ‘Beans on Toast’
	Post about the event, making sure to tag ‘Beans on Toast.’

Encourage participants to use the hashtag #beansontoast

	Sell out all the tickets 
	Get all our friends and family to share the posts

Encourage ‘Beans on toast’ fans to share about the event. 

	
Establish relationships and to network

	Try to talk to all work colleagues 

	
	



A few different project planning techniques were used prior to the event, “project management reviews the steps in organizing and managing projects, from how to build a realistic schedule to how to measure both success and failure.”(Heerkens, G.R., 2002.)

Running order;
	Time
	Description
	Location

	2:30pm
	Calypso and Emily collect rider items requested 
	Lidl

	3:15pm
	Calypso and Emily collect list of door collections/ ticket holders for the event 
	Derrick’s music 

	4:15pm
	Calypso, Emily and Will have final meeting
	The Bunkhouse 

	5pm
	Debbie (lecturer) to arrive 
	The Bunkhouse


	5pm
	Load in
	The Bunkhouse


	5:30pm
	Soundcheck for Beans 
	The Bunkhouse


	6pm
	Sound check for supporting act
	The Bunkhouse


	7pm
	Fans due to arrive at the venue
	The Bunkhouse


	8pm
	Support act performs 
	The Bunkhouse


	9pm
	Beans performs
	The Bunkhouse


	10:30pm
	Beans will sell merch and meet fans 
	The Bunkhouse


	11:30pm
	Beans and support act due to depart
	The Bunkhouse


	12am
	Most guests due to depart
	The Bunkhouse


	2am
	Venue will close
	The Bunkhouse


	
	Clean up
	The Bunkhouse



Gantt chart 
“A Gantt chart is one of common and popular way of showing activities/ tasks/ events against time. Gantt charts establish a time-phased network, which links project activities to a project schedule baseline.” (Pinto,2007)
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Our Roles 
Prior to the event 
-The aims and objectives- Both 
- Planning side- e.g. running order and itinerary for the day- Emily 
- Marketing- Both had access to the page and could both reply to comments and edit posts
-Ticket sales- Calypso
- Emergency procedures-, safety and licenses- Emily
-Risk assessment- both
Day of the event 
When we arrived, we were briefed and shown how to run the ticketing and had to download the ticketing app called Gig Scan.
Emily and Calypso are to meet and welcome Beans on toast and all his tour supporters and ensure they have everything needed 
We will take turns to do registration desk to ensure all of beans supporters come in smoothly 
When event is running, we will be walking back around to ensure everything is going according to plan and if anyone needs anything we are there to help
Belbin’s Team roles
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Source: adapted from Belbin (2006, 2007); reproduced by kind permission of Belbin Associates

Contingency planning
“A plan sets a course for an organisation. It provides a guide to the future, a framework to describe how the organisation expects to achieve its goals.” (Bloom, MJ & Menefee, MK, 1994) 

	Problem 
	Plan 

	Key equipment failure
	-Soundchecks
- Beans on Toast has support people with him

	Injuries
	-First aider on site always

	‘Beans on Toast’ arriving late
	- Ask him to come early



Meetings
It was crucial that we had many meetings to do with the event to ensure everyone understood the event in more detail and what our individual roles were and to also ensure all the planning is running smoothly and everything is organised. “Meetings are hugely important. They help forge relationships, are the birthplace of cutting-edge ideas and have the power to transform whole businesses and industries. They’re where the big decisions are made.” (Team D,2023)
1. Date: Monday 20th February 2023
              Time: 1:15 pm - 2:30pm 
              Attendees: Emily, Calypso, Dan and Jordan 
              Subject: Introductions 
              Location: Costa coffee
       2.    Date: Monday 27th February 2023
               Time: 12pm – 1pm
               Attendees: Calypso, Dan and Jordan
               Subject: Going though itinerary for the day of event also sorting out Marketing/                                  advertisements
               Location: The bunkhouse bar      
       3.    Date: Tuesday 7th March 2023
              Time: 10am – 11:30
              Attendees: Emily, Calypso and Dan 
              Subject: Marketing/ Advertising. Beans on toast Catering and stage set up
              Location: University of Wales Trinity Saint David
        4.  Date: Tuesday 14th March 2023
             Time: 7:00pm – 8:00
             Attendees: Emily, Calypso and Jordan
             Subject: introduced to staff, given a tour of behind the scenes 
            Location: The bunkhouse bar
5. Date: Monday 20th March 2023
Time: 6:00-8:00
Attendees: Emily, Calypso, Dan and Will
Subject: Going over the itinerary for the 22nd
Location: The Bunkhouse bar
6. Date: Wednesday 22nd March 2023
Time: 4:15-5:00
Attendees: Emily, Calypso and Will
Subject: Last minute checks 
Location: The Bunkhouse bar

Marketing
· Facebook and Instagram are the social medias being used for Marketing.
· Posters and videos were created and turned into advertisements for IBA Events and The Bunkhouse Bar on Facebook.
· The posters and videos created for IBA Events reached 1358 people and engaged 94 people, significantly increasing ticket sales.

poster;
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IBA Facebook advertisement:
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The Bunkhouse Swansea Facebook post:
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The Bunkhouse Swansea Instagram post:
[image: ]
Market research (the event consumers/market segments)
Having a marketing plan is crucial to ensure the event runs smoothly and it is a success. Knowledge of target is very important- the demographics, age group and past events experience for the beans on toast. ICCE/ESOMAR (www.esomar.org) in its international code on market and social research (2007) defines research (market, social and opinion research) as the systematic gathering and interpretation of information about individuals or organisations using the statistical and analytical methods and techniques of the applied social sciences to gain insight or support decision makign. The event is aimed for ‘Beans on Toast’ fans, who typically are a mix of female and male. Anyone 16 or under must be accompanied by an adult. Based on prior events and ticket sales, many guests are expected to be between the ages of 20-30 and to live in South Wales. ‘Beans on Toast’ usually attracts hippies because of the style of his music.

Market selection
The amount of people expected for the event is 160 as that is how many tickets a have been sold however the capacity of the venue is 190 so 30 more tickets are available to buy on the door on the night via card or cash.
The expected spending for customers is entry, merchandise and drinks when they are there.

 Expenditure and income 
Final fee payments via BACS after show settlement has been received
Any required licences
· Public liability/license was covered by the venue
· No external suppliers needed

Emergency plans 3.Emergency Plan 
Theory
· Emergencies plans are very important as they ensure a plan is put in place for everyone if an emergency occurs and makes sure everyone is safe. 
· It also ensures that the responsibility of emergency response is sorted to. 

Emergency Procedures
· Raising the alarm
· Inform all public
· Call emergency services
· Crowd management- evacuation and control
· Provide 1st aid and medical assistance
· Help evaluate disabled or injured.

(Copies of the procedures and floor plan, including a map are located all over the venue and include where anyone can find any first aid kits, fire extinguisher and any other safety equipment's.)
Safety procedures 
Security will be on the door, searching people for any items on them that could be a harm to others or people trying to bring their alcohol into the building. Also, the bar will be checking people’s ID’s if they look underage to ensure no one underage is served. 

Risk Assessment 
“Risk assessment must evolve for addressing the existing and future challenges, and considering the new systems and innovations that have already arrived in our lives and that are coming ahead.” (Zio and Zio, 2018)
	Area of concern
	Hazards focused 
	Existing control measures 
	Further controls to reduce risks 
	Rating of possibility

	Slips and any falls (wires)
	Injuries- people tripping up

The steep stairs
	Cover the wires 
Any spillages are cleaned up as soon as possible to prevent slipping 
	Put a sign out


Maintain good housekeeping standards 

Make sure all electrical cables are out of sight and covered
	5

	Toilets
	Not enough for the people that attended
	Form calm cues if needed
	
	7

	Small room
	Overcrowded 
	Try and move people straight through onto the main floor as soon as possible
	Ensure enough staff on bar so people can get their drink quickly and move on 
	7

	Age requirement
	Underage drinking or underage serving
	All customers must be 18 or over that are purchasing alcohol

Any staff that serve alcohol must be 18 or over


	If any customers look under 21, ask for their ID to prevent serving any customers underage.

All staff checked before working on bar that they are 18 or over by showing their passport and birth certificate.
	6

	Electrical
	Music, lights, speakers 
	Regularly test and maintain electrical equipment 
	Sound checks and checks of all portable equipment's
	7



The Clean up
Calypso and I along with all the other staff members will be staying at the event until the end, to ensure the place is clean and everything is put away.
Evaluation
Evaluating the event is crucial for an event profile to be created, it provides a tool for analysis and improvement "Evaluation is concerned with judging the worth of a program.” (Robert. A. Wisher,1998) As an evaluation I would say the event ran smoothly with no major problems however there were few minor issues such as the app me and Calypso downloaded to scan the tickets on did not work for everyone’s tickets if they bought from a different website, this was a problem as Will had to come back and for to scan these tickets. Also, another problem that occurred was that the room that the customers first entered and got drinks from was small and got crowded very quickly. Also, a few people asked Calypso and I where the main floor was, this could have been prevented. There was not a card machine specifically just for me and Calypso on the entry, so we had to keep going to the busy bar to borrow their card machine. 
Evaluation strategy
I would say that the bar should have been open in the main floor straight away and that would have moved people out of the first room and helped with the crowding and give more room for customers entering too. 
Calypso and I should have had an app that scanned all the tickets, to prevent delays. 
More clear signs to direct people up to the main floor would have prevented confusion as to where Beans on Toast was performing.
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A. Task-related team roles

Team role Strengths Weakncesses

Shaper Challenging, dynamic, goal Prone to provocation, often
oriented, has drive and courage offends people’s feelings

Implementer Disciplined, organised, efficient, Somewhat inflexible, slow to
turns ideas into actions respond to new possibilities

Completer/ Accurate, conscientious, Inclined to worry unduly,

finisher meticulously prevents error reluctant to delegate
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