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Slide 1- Introduction
Overview of the event 
We organised and ran our own event. The event chosen was a gig, the event was called “Beans on toast, back on the road.” The event took place at the Bunkhouse bar, 24 Park Street, Swansea, SA1 3DJ on Wednesday 22nd March 2023. The doors opened from 7-11pm and tickets are £15 in advance and age 14+ (Under 16s had to be accompanied by an adult) 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. Another goal for us was to gain experience on running an event. 

Planning the event (Event management plan)
Planning the event took a lot of time, as the event could not happen without everything being planned out. We planned the event in detail and to ensure the event was organised and be successful. Calypso and I used 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) Contingency planning was crucial for our event when considering everything we needed to do for the event to be able to go ahead. 
The both of us also did strategic planning which is defined as ‘deliberative, disciplined effort to produce fundamental decisions and actions that shape and guide what an organisation is, what it does, and why.’ (Bryson 2011, 7-9) This was also crucial for our event because we used it when looking at several different plans of actions, for different parts of the event. 

Event management plan
Lots of research had to be done for the event plan to run smoothly and be done correctly. 
Research done consisted of
- How we were going to market our event 
- Who our target market was 
- Have gigs been popular in the area
- Researching Beans on Toast 
- Emergency plans
- Tech and stage 
-Beans on Toast merchandise
-The aims & objectives 
- Running order
- Our roles
- Meetings
- Marketing
- Finance 
-Licenses
- Risk assessment 

Event planning models
We planned the event using different techniques such as 
The Gantt chart
We both worked on the Gantt chart together in the planning stage
 [image: ]
 Creating the mind maps were a crucial part to the planning stages, as they helped us brainstorm all our ideas and come up with new ones. 


· Operational areas 
- On site registration- we had to make sure all guests could enter the building smoothly and we sold most of our tickets online, so customers had a barcode and that we scanned.
-Technical elements- we had to check that all speakers and lights were sorted and luckily for us Beans brought most of his equipment with him. 
- Helping guests- We replied to any questions or enquiries on the social media pages as fast as we could.
- Feedback- We collected feedback from the social media pages, with people leaving their reviews. 
An operational area I used was developing strategic plans-The running order plan and work breakdown structure


· Marketing- 
· Part of our market research was looking at other similar gigs that had occurred and looked at their popularity and success. “At the heart of successful research remains a series of important basic principles which enable it to provide insights into problems and information on which sound decisions can be based.” (McGivern,2009)
· 
“The purpose of marketing is to match the genuine needs and desires of consumers with the officers of suppliers suited to satisfy those needs and desires.”(Dolnicar, Grun and Leisch,2018)
“Marketing events are tools that companies utilize to, e.g., introduce new products or generally strengthen the relationship with their target group.” (Drengner et al, 2008) We researched what the events target market, demographics and age group would be through market segmentation.  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.
Some marketing tools used were that we created informative and eye-catching posters advertising the gig, all over the social media platforms, Instagram and Facebook. 


· Finance-
The final fee payments had been planned via BACS after the show settlement had been received.
Also planned that Beans will invoice for the support fee and pay directly and there was a £30 buyout to be paid by bank transfer. 

· Risk management-
We did a risk assessment and placed it in a table which broke down each risk we had discovered 
“Responding to contemporary social pressure for greater personal safety in many spheres, with increased understanding of psychological processes for attributing responsibility for risk and blame, scientists and practitioners have developed a variety of approaches to risk, risk taking and risk management.” (Glendon, Clarke and McKenna, 2016) 


Project management 
“Project management is now well developed and well accepted as a domain for the exercise of professional expertise and as an area for academic research and discourse. Numerous methods and techniques have been developed, covering all aspects of managing projects from their genesis to their completion, and these have been disseminated widely in books and journals and through the work of professional bodies. “(White and Fortune, 2002)
We used project management when identifying the goals of our event which was to have a smooth and successful event. Also, we used project management when setting deadlines and keeping track of each other, we did this by having several meetings. 
Also, the planning for emergencies, which we did when designing the emergency plan. 


My individual contribution and performance of the team
A strength myself and Calypso had was that we are good friends which means we know each other, which made assigning each of us our individual roles much easier as both know each other's strengths and weaknesses. 
My individual roles consisted of firstly the running order and itinerary for the day. This was a crucial part of the planning stage for the event because
The itinerary for the day was organised into the correct order and put into a table and was split into 3 sections consisting of the time, the description of what is occurring at what time and the location that it is happening at. 
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I had to independently sort the emergency procedures, safety and licenses. So, some safety procedures I planned and created was security being on the door, to prevent people bringing alcohol into the building or anything that could cause injuries. Another safety procedure was to let all bar staff know, that they must check all customers ID if they look under 25 if they are ordering alcohol, to prevent serving underage customers. 
I made sure all 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.
A main emergency procedures plan, I also designed was that if a problem occurred and we had to evacuate people, it is best to raise the alarm, inform all public, call emergency services, crowd management- such as evacuation and crowd control, help evacuate the disabled or injured.
With my individual roles, I acquired many skills such as organisation, this skill was crucial to ensuring the itinerary was well planned out. If the itinerary was a mess, the whole day would not be able to run smoothly. 
Dedication to customer service was vital when planning the itinerary as thinking of how the customers would like the event planned out is important. 
The skill adaptability I used when having to make any changes to the itinerary and we had to adapt when only some tickets would work on an app Will had and that we did not have. 
And then we both worked together on the aims and objectives
“Careful consideration of aims should guide our choices of curriculum and pedagogy and the selection and evaluation of goals and objectives.” (Noddings;N,2007)
Noddings, N., 2007. Aims, goals, and objectives. Encounters in Theory and History of Education, 8.
Our aims and objectives included making a profit off the event and to do this we had to sell as many of our tickets as possible. Increasing awareness of the event and ‘Beans on toast’ by posting about the event, ensuring to tag ‘Beans on toast’ and encouraging the hashtag to be used #Beansontoast. Selling all our tickets by getting all our friends and family to share the posts. Establishing relationships and to network, the objective to achieve this aim was to try to talk and interact to all our colleagues. 
We both worked on the risk assessment together as we thought we could both have different ideas that we could add to our risk assessment table. “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) We both came up with different risks and then worked together to find ways we can help prevent the risks. 
The marketing side, we both had access to the Instagram and Facebook page, meaning we both replied to comments and edited posts. I personally loved this side as it was fun watching people interacting with our posts such as sharing the posts with their friends and families.

· Analysing my performance 
Breaking down our performance into a table seemed the best way, as it meant we separated all categories individually. 
	
	Rating our performance
	Comments on performance

	The itinerary
	9
	-Everything ran smoothly with timings and the plan of the event. 

	Emergency procedures, safety and licenses 
	7
	· All emergency procedures were put in place correctly 
· However, the amount of room should have been thought about more, as crowding did occur in the first room as people entered the building. 

	Aims and Objectives
	9
	All our aims and objectives were fair and achievable

	Marketing
	9
	The marketing was successful, with lots of interactions with customers on the social media.

	Ticket sales
	8
	Nearly all of the tickets were sold with..
And we also sold a few on the door on the night, which me and Calypso collected.

	Risk Assessment
	7
	Me and Calypso worked together on the risk assessment, and I feel we included everything needed.



Evaluating the event 

“Evaluation is to be considered the means by which both teaching and learning may function more effectively and quality be assured.” (Rea-Dickins and Germaine, 1992) Overall evaluation there was a few things that could have been improved, 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 strategies 
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.
Overall, we both discussed that we were so happy with the outcome of the event and gained so much experience from having the opportunity to plan and run our own event. It makes us very excited for our future in the events industry.
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