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Independent Project Element Two

Introduction
The event I am running, as part of a team, was the Institute of Travel and Tourism Future You Wales, this event will take place on the 10th of March in the Swansea Building Society Arena (www.swansea-arena.co.uk, 2026). The event is a conference and careers fair aimed at the wider tourism, events, hospitality and business industry (ITT Future You, 2026). Since the bid pitch in element one a lot has happened, for example all the planning has now been completed and we have finalised all the exhibitors and speakers. From element one the main aim was to inspire students and graduates to get involved in the tourism, events, hospitality and business industry. The main objectives were to deliver engaging key note speakers from industry professionals, and also facilitate interactive workshops to equip students with practical career tools. 
During the planning leading up to the event the main roles I did were emailing potential exhibitors, undertaking the risk assessment and also being responsible for the roles of students who were volunteering at the event. These roles relate to the wider element of the event, as a big part of the event was the exhibition and contacting companies to be stall holders.  Also, the risk assessment is very important to the event as the arena couldn’t host the event without an appropriate risk assessment.  Finally, the staffing roles for volunteers will be important as we will need to divide people to help out in different areas of the event and give them specific tasks to do and follow (Event Academy, 2019). 
This portfolio demonstrates the planning that has gone into running this event and all the knowledge gained from this experience of running an event as part of a team. It will also outline the theoretical knowledge that was applied in the planning of this event.  

Planning and Preparation
The planning for this event started in October and we set out different deadlines to ensure we finished all the planning in time before the event. For example, the deadline for sending out emails to potential exhibitors was the start of December and we asked if they could let us know by January, however as it was Christmas time we didn’t get many responses and so we sent a follow up email in January with a deadline for exhibitors to confirm at the end of February. As for the presentation for the conference we originally set a deadline to complete this a week before the event, but due to circumstances out of our control we had to push back the deadline as people didn’t send their content over until a few days before the event. As for the social media and marketing side we started posting content in January to really push the event during February and March. Between December and February, we also started sending invitations to schools and colleges to invite them to the event as we wanted to give them sufficient time to plan, if they were interested in attending the event (University of Waterloo, 2025). (Evidence in Appendix A-B)
Leading up to the event we had to create a risk assessment document to identify and mitigate potential risks, whilst creating the risk assessment during the planning stage we had to outline the different areas of the event that could be classed as a risk and different parts of the arena that could cause injury or any risk. The risk assessment includes risks such as first aid incidents, crowd control, adverse weather, exhibitor risks and so much more. The risk assessment is a very important part of the planning and running of any event as it shows you have thought about the potential risks and what could go wrong, and have put plans in place for the worst-case scenario (HSE, 2015). (Appendix F-G)
Whilst creating the risk assessment we had to have clear communication with the arena to ensure that we had thought of everything and that there were plans in place in-case of an emergency and to ensure that there was first aid trained staff in place. Also, if there was an accident or injury the arena asked us to let them handle it as they were trained to do so (Jean-Paul Potron, 2019). 
Communication with stakeholders and the members of the group running the event is very important and as a group we have been very good at that. We were in regular contact with our stakeholders as well as having regular meetings to ensure that everyone was kept up to date on the progress and to ask any questions or advice if and when we needed it. During these meetings we discussed all the different aspects of the event such as potential exhibitors and potential guest speakers as well as the layout of the event, which finally ended up with two separate conferences one in the morning and the other in the afternoon. During these meetings we also discussed which schools and colleges it would be possible to invite and also what the theme of the event would be and how all the logistics will work (Freeman, 1984). Having regular meetings has helped us a lot during the planning stage as it ensures that we are keeping on top of things and that everything is under control.  Also emailing exhibitors to keep them updated has been important as they have all the information they need before attending the event, we have given them the timings for setting up as well as what they need to bring and the number of guests we are expecting (BBC Bitesize, 2024). (Appendix C-D)
Also, during our planning and preparation decision making has been very important as it requires us to think about the best option not only for ourselves but for the event and all the people involved in the event. As a group we have been very good at making decisions as we all respect each other’s opinions and listen to what everyone has to say regarding the matter. This has led to decisions being made quickly and smoothly and hopefully leads to the right decision being made between the group and the stakeholders (University of Massachusetts Dartmouth, 2021). 
The specific elements I chose to work on for this event are the exhibition and risk management. Whilst planning for the event I have been sending emails out to potential exhibitors and also passing on information to exhibitors who have already confirmed they are attending. I also created the risk assessment for the event following the format of the risk assessment provided by the university to ensure that it was a correct assessment and that it covered everything needed (Oxford College of Management, 2026). Whilst emailing the exhibitors it is important to keep them up to date with all the information they require, and also to be very professional whilst inviting them and explaining thoroughly what the event is and how attending the event would benefit them. During the planning stage when the exhibitors were contacted they were sent a form to fill in regarding the event asking questions about how many employees would be attending and if they needed electricity for their stall. This helped us with the planning as we then knew which stalls needed power and need to be located in a specific area of the hall.  We will also know what day to expect people to set up as we have given them two options either the day before or the morning of the event.  We are expecting the majority to arrive the day before and currently on the Monday we can focus on the decorations on laying out the tables (The, 2024). 
For the strategic decision making we have evidence of emails showing our decision making such as emails to exhibitors, stakeholders and to the other members of the team. In these emails it clearly shows the decisions that have been made, for example in one email the marketing team are asking how many posters we want and we had to think logically about how many we needed to promote the event but also where we would put them up to advertise the event.  Another example of emails is between the organisers and the stall for the VR headsets. As organisers we decided to see if it was possible to have a stall from the University with the VR headsets. Whilst we were in our planning meetings we decided to have some workshops at the event and we believed the VR would make a good workshop and these emails show the decision to ask for the headsets and the communication between us (Creators Academy, 2025). (Appendix A-D)
As a team we also have prototypes and draft materials ready for the event. We have prototypes of decorations, the layout of the exhibition and also for our treasure hunt we have a prototype of a passport ready. We also have some drat materials ready, for example we have a draft of the staff list for the day to ensure that we don’t create pressure for ourselves having to deal with that on the day of the event, and to ensure that people know what they are doing on the day of the event without having to keep asking questions to us organisers (ICC Belfast, 2025). We have also created a draft of the running plan for the day of the event that includes the timings of the conference and exhibition.  This also includes the order for the guest speakers in the conference.  We are trying to find the best order to put the speakers as our current plan is to have two conference sessions the first one in the morning aimed at more of the tourism side and speakers who relate to that part of the industry and the second session in the afternoon aimed more at the events and hospitality side of the industry (Light Fantastic Production Services, 2025). (Appendix H & J)
During our planning for our event as organisers we have been collaborating and coordinating with each other well through emails and group chats to discuss the important matters. We set up a group chat with the six members of the team when we originally started planning back in November and then created a new group chat with Jacqui as the main stakeholder closer to the event in case we had any questions we needed answering quickly (NCVO, 2023). The group chat shows that we have been in constant communication with each other during the planning process and we have all been supporting each other with the different roles and responsibilities. Having this group chat has been very important for us as organisers as it has been easy to contact each other and organise meetings to plan for the event as well as having a platform to ask the rest of the group for their opinions and to make decisions together (Middleton, 2024). (Appendix K)
Another way we coordinate as part of a team was by email.  As a team we set up an ITT Future You email account for companies to email if they were interested in either attending the event as exhibitors or as sponsors (Sass and Keil, 2025). This email account has made it easier to contact these companies as all the emails go to one place and it keeps it organised so we can see if we need to reply to them with more information.  Also, if they send us an email it’s easy for us all to see the email and keep track of the number of companies who have confirmed that they are attending the event.  As a team we also have an event planning spreadsheet with all the information we need for the event.  On this document is a list of exhibitors who have confirmed their attendance and which companies we need to follow up with. This document also includes the list of schools and colleges that have confirmed they are attending and other potential schools we could contact to invite to the event. As all the organisers have access to this document it makes it easy to keep updating the information when required.  It also ensures that we know which companies have been contacted so there’s no cross over with multiple people emailing the same company (Trust, 2024). (Appendix I) 
Pre-Event Readiness & Implementation Plan 
During the day of the event I will be managing the check-in area as well as being in the team welcoming everyone as they enter the arena.  I will also be assisting with the exhibition and also as a group we will all be helping each other out when required (BIMA, 2024). As part of this role I will be located at the entrance level of the arena and will set up a check-in area to give out our gift bags and programs for the event, as well an ensuring that everyone either has a ticket or to get them to register for a ticket. As the manager of this area there will also be a team of volunteers working alongside me to ensure the process runs smoothly and to make sure people won’t be waiting a long time to enter the event (UCD Professional Academy, 2024). The check-in area will be open the whole time the event is running but obviously the busiest time will be in the morning once the doors open and people start arriving for the event. The team working on the check-in will also be used as guides when the conference doors open, to guide people into the auditorium to watch the conference, as everyone should be in the auditorium at this time. Some members of this team will also be assigned to guiding schools and colleges, that are arriving by bus, up to the entrance of the arena so that they can check-in before heading downstairs to explore the exhibition (Vale, 2024). As a group of organisers, we all know that we will all support each other.  If certain people require assistance at certain points or if people have additional tasks, we will be able to cover each other if needed (The Guardian Jobs, 2024). 
The main roles and responsibilities for my team will be running the check-in area, handing out the gift bags and programs, guiding schools and collages to the check-in area, guiding the guests when the conference is about to start and answering any questions the guests may have. The University’s marketing team will also be working alongside us at the check-in area as they are the only ones who have access to the list of who have tickets.  This means they will need to scan the tickets before the guests enter the exhibition. One of the main responsibilities for me and my team is to ensure that the guests feel welcomed as soon as they walk through the door and to ensure we greet them with a smile and be as helpful as possible if they have any questions or issues. Another responsibility for the team will be to ensure that everyone who enters the event has a ticket as it will be important, in case of an emergency, that we have the exact number of guests in the building. We will also need to ensure that the guests know where they are going and to guide them if they don’t, to ensure that the experience for the guest is as good as possible (Bbc.co.uk, 2022). 
We will need to ensure that we have contingency or backup plans in case there is a potential issue. As the leader of the team I will ensure that people are aware of the contingency plans and if they have any major issues I will be around to help deal with the problem. One of the main problems we could face is that some of the schools and colleges attending have registered all the tickets under the teacher’s name.  To deal with this issue we will have to ask for the names of the pupils or ask them to register for tickets under their own names just in case there is an emergency so we will know if there is someone missing. Another issue we could face is people turning up as exhibitors who we might not have on the list or potentially exhibitors dropping out last minute. For the exhibitors showing up who we are not expecting we will try to facilitate them and find space for them in the exhibition and potentially replace the stalls that have dropped out. As for the exhibitors who might drop out we will have a backup plan for something else to fill in the gap.  We could give some companies an extra table or find a new company to replace them.  However this could be difficult close to the event, but also it could be a good opportunity for a company to promote their business who we had not thought about during the original phase of sending out invites (Beard, 2016). 
During the planning stages all the organisers have been coordinating well together regarding the different aspects of the event, we have also been helping each other out when needed and been to meetings together to ensure that all the areas are kept up to date. We have been in constant contact through messages and emails to keep everything running smoothly and if someone could not make it to a meeting we would pass on the information to them so that everyone is on the same page. During the event we will also be working closely with all the different teams to ensure that the event runs smoothly.  We will be using radios and phones to keep in contact, which will allow us to communicate easily and be able to respond quickly to help out the other teams. During the event we will also have a group chat with all the volunteers so that we can pass on any messages that we have for them.  It will also make it easy to re-assign people to different areas if they are busier in certain areas compared to others at some point during the day. We have also been coordinating with the team in the arena leading up to the event to ensure that they have all the information they need before the event takes place, this also helps us get another opinion in case we have forgotten about something as they are experts on running and organising events (High Growth, 2024). 
Reflection and Next Steps 
During the planning phase of our event I feel like I have grown personally and professionally. My skills of time management have improved, but I do feel like there is still room for improvement on that part. Another aspect that has made me grow personally is the team work, as this event has relied heavily on team work it has given us good skills of working in a team and respecting every member of the team and be willing to help each other out whenever needed. Personally I feel more confident in my own abilities to plan an event as it makes you think of everything you need to do and it has made me realise how much work goes into planning big events. Another aspect I have learnt both personally and professionally is that it’s fine to ask for help from your team and stakeholders if you are having difficulties on any part, as they will always be willing to help and explain the next steps. Another thing I have learnt professionally is how to communicate properly through emails and with stakeholders as you need to be professional whilst also being clear about what you are asking. After reflecting back during the planning phase it’s all been about teamwork, time management and confidence as it shows that with the right people around you even the hardest challenges become slightly easier (Mardock, 2024). 
A lot of aspects have gone well during the planning phase but we still have some things to iron out before we deliver the event. One of the main things to go well during this stage is how well we have worked as a team.  There have been no arguments between the team and we have all got on with the tasks we have been given and we always ask each other for opinions and come to the best conclusions together. Another thing we have done well on is communication within the team, with stakeholders and the exhibitors, we have held regular meetings and if we get an email we respond quickly to ensure the exhibitors are kept happy. Finally another positive is the quick decision making we have made as a group, if a problem arises we discuss it as a group and come up with a solution that works for everyone. We still have some things to improve before the event. We are still waiting for some people to send their content over for the presentation and also the communication with the business students who are helping hasn’t been as good as the communication between the six organisers.  We need to iron out the final plans for the day of the event just to ensure that we put all the volunteers in the right place and that we have all the exhibitors on the list to make sure that we don’t forget anyone whilst we are setting up the exhibition (DeakinCo, 2023). 
During the event we will be identifying key success indicators such as the engagement from the audience as well as the engagement from the companies in the exhibition and guest speakers. Another aspect we will be monitoring is the efficiency of the event and how smoothly things run as we hope to create a smooth event for the guests with clear instructions on the timings of everything, and to ensure they are aware of everything that is going on during the event. It will be important for us as organisers to monitor if the event is a success as we can then give advice to the organisers next year about things that could be done better or what worked well. It will also be important for us to see the reactions of people as if it’s a success it will give us confidence to start our careers after university. We will also be sending out surveys after the event to gage the reaction from the guests, exhibitors and volunteers about how the event went (Twin, 2025). 
This stage of planning will be a big help when it comes to evaluating the event in the next element of the project, as we will have plenty of recommendations to mention as well as hopefully plenty of positive feedback to discuss. It also ensures that we think about the next phase whilst still focusing on planning as we still have to plan for the evaluation after the event to ensure we do not forget that key component. The surveys we will be sending out will be a very beneficial for the next phase as it gives us feedback from guests who attended the event as well as experts from the industry who attended the event as guests, or as part of the exhibition. Having feedback form these experts will help us understand what we could do better next time and also what aspects they enjoyed. Overall the planning phase has gone well and there is not that much that we would do differently next time. Hopefully this means that the event will go well and the evaluation will be able to help us improve even more the next time we run an event (warwick.ac.uk, 2023). 
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Event Safety Policy
Appendix 1 - Event Planning Checklist

Question Yes | No
Is a named Event Qrganiser in place? YES
If NO then a named individual who will act as the Event Qrganiser. must be in place. See
Event Handbook Section 3.2
Is the likely number of attendees greater than 500 persons? YES

If YES then an Event Safety Plan will be required as well as an Event Risk Assessment.
See Event Handbook Section 9.

Will the proposed event take place outdoors? NO

If YES consideration must be given to the potential of adverse weather and other safety
controls

Do any of the areas listed in Section 4 above form part of the
proposed event?

If YES then the Event Qrganiser, will need to determine whether existing licenges, /
permissions are sufficient to cover the proposed event. See Event Handbook Section 6.

Will the event include any additional fire risk? NO

Where additional ignition sources gg electrical equipment, LPG, cooking, generators or
use of temporary buildings, extensive combustible materials then the University Fire
Safety Advisor must be contacted to ensure fire safety risks are addressed. See Event
Handbook Section 10.3

Will the proposed event require contractors in the setting up NO
running of the event?

If YES then the Event Qrganiser. will need to ensure the requirements of the University
Contractor policy is met. See Event Handbook Section 10.2

Are temporary structures gg staging, marquees, seating, fencing

being erected? NO

If YES then the Event Qrganiser. will need to ensure safety requirements in their use are
met? See Event Handbook Section 10.7

Does the event involve the use of Inflatables, Lasers, YES
Pyrotechnics, Fairgrounds, Drones?

If YES the Event Qrganiser. is to liaise with the University Health and Safety team. See
Event Handbook Sections 10.13 — 10.15.

Will any 3 party caterers be used in the running of the event? NO

If YES the University Catering Team must be contacted. See Event Handbook Section
10.12

Are stallholders / exhibitors included in the event? YES

If YES all stallholders will be required to agree to the stallholder safety standards found at
Event Handbook Appendix 4

Are other events taking place at the same time that requires NO
consideration?

Contact operations@uwtsd.ac.uk to determine if other events are taking place at the same
time. Where YES consideration must be given as to any risks associated with the running
of the events simultaneously
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HAZARD

CONTROL MEASURES

FOLLOW UP ACTIONS REQUIRED
& BY WHOM

Lack of Suitable
Planning of Event

Named Event Organiser in place and responsible for event management
Pre-planning event meetings take place to ensure all relevant
stakeholders are engaged with defined responsibilities clear

Event Organiser to determine of whether existing licences cover what is
planned for the event with Estates and Facilities, the site management for
non-University locations and external bodies gg local authority,
emergency services where deemed required.

We have taken regular emails to ensure that the
planning has thought of everything, regular in
person meetings and clear communication.

Insufficient
Insurance Cover
in place

University EL and PL insurance cover in place for University events on
basis that Event Organiser ensures Event Risk Assessment is in place
with suitable controls in respect of the safety of all persons taking part /
attending.

Event Organiser to consider if event specifics detailed within this risk
assessment require clarity on suitable insurance cover.

Public Liability Cover Provided to Arena

Venue Statutory
Compliance

University Estates and Facilities team maintain statutory compliance
safety requirements for Swansea Arena

Venue management responsible for statutory compliance safety
requirements for non-University buildings hired for University events.
For venues not previously used by the University the Event Organiser, in
consultation, with the Health and Safety team, to seek information on
statutory compliance for non-University buildings.

The arena is used regularly by UWTSD & has
provided a copy of their risk assessments for events
& their policies & procedures as required

Contractors

Event organiser must ensure that any contractors used meet the
requirements of the University Contractor control policy ig suitable risk
assessment and method statements, evidence of competence and
insurance certificates are obtained and assessed as satisfactory.

Event organisers use contractors or providers of services and equipment
that the Arena has used before, where appropriate.

Health and Safety team to advise on the use of contractors, if required,,,

No contractors hired.

2]
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Lack of
Communication
amongst Event
Stakeholders

Pre-planning communication amongst stakeholders covered in pre-
planning but in the running of the event there must be a reliable method
of communication in place.

Event organisers have radios and phones for communication during the
event between stewards, event organisers and those attending the event
Consider how emergency situation information will be shared and
actioned.

Communication has been kept clear and regular
between the event stakeholders, radios & whatsanp,
group will be used on the day

First Aid / Medical
Assistance

For Swansea Arena locations the Swansea Arena applies. First Aid cover
for the event should be determined by the Event Organiser and the
relevant Operations team.

For events run in 3 party locations discussions between the Event
Organiser and the location site management must determine who has
responsibility for providing First Aiders for the event. Where this is
deemed to be the responsibility of the University it is the Event
Organiser’s responsibility to ensure sufficient First Aiders are in place.
No less than two First Aiders available for the duration of the event.
Where required a voluntary First Aid society / St Johns / Red Cross can
be asked to provide a First-Aid Post, staffed by qualified first-aiders.

Swansea arena has first aid trained staff and any
incidents will be dealt with by the arena

Crowd
Management

The Event Organiser, in conjunction with event stakeholders, to consider
who fulfils the role of stewards at the event and how many are required
based on the scale and nature of the event.

For Swansea Arena locations the use of operational staff to act as
stewards should be encouraged given their experience and
understanding of Swansea Arena and building emergency procedures.
For events run in 3" party venues discussions between Event Organiser
and the location site management must determine who has responsibility
for stewarding for the event. The use of stewards by the 3" party location

Swansea arena have got trained stewards and
students will be guiding the crowd during the event
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Name Role

Angelika Recording/ live stream
Ayda VIP

Tao VIP

Jayden Taith stand

Riley Floater

Arwen Speaker/ workshop
Sophia Speaker

Tamara Mocktail stand
Zara UWTSD stand
Eden UWTSD stand
Alyssa Check-in

Judi Check-in

Karina SU Mascot guide
Andrew SU Mascot

Caitlin Check-in

Tyler Workshops

Nia Workshops

Jazz Guide

Kirsty Guide

Nicol House Party stand
Paige House Party stand
Beck Check-in

Jess Guide

Niamh LC Mascot

Lily May LC mascot guide
Keira-Leigh Check-in

Chenai Check-in
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Companies / Business

customer Name:

Contact Information

info sent out

Hospitality

Natalie

Hotel Management

Gastronomy (Welsh Cakes) Jemma
Business [Robin
careers UNTSD Mel Cameron
MBA/ Leadership [Marie Pitson
Events (mocktails) acqui
tourism Jacqui
Houseparty Pacqui
I nathan
learning support [ Mel Cameron
Swansea Arena Jiames Morgan
100 isabel
ABTA Vici worre
Interational Mobilt ath
hays travel Caroline Harris harmis @ hays travelco
Jason Edwards travel lason
Ul Loura
Streamiine’ [Annic annie@streamline group
Student Roost frace
seren [Donna Marshall

celtic collection

Liz Williams

James Hayward

swansea.com

[Melissa Bourke

Absolute Imemshlg [Tom Sona
think pacific Tom and Nigel

HRC International

[Emily Dimas
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Wellbeing Services

[Natile Owens

Royal Navy Reserves Lee Jones Lee jones355@mod.gov.uk
108 Field Squadron, R Mons, Army Reserves _|Stephaine Sustins Stephanie sustins715@mod.gov.uk
Educators wales Luc Rasmussen

Addysg seren Education

[Rhiannon Jones

RAF Careers [Dyfan Oierce
DVLA Lucy Whitaker Lucy Whitaker@dvia. gov.uk
RNIL [lonathan Huston
CCUSA Geogia Howe
Marie Curie - Charity [Rebbeca Davies
‘Academy of sport Lee Trgonin [LTregoning@uwtsd.ac.uk
WISAI&E [Amanda Hayden
Visit Blaenau Gwent/ Ambassador [Alyson Tippings alyson tippings@blaenau-gwent gov.uk
BigIdeas Wales [Amanda Bordessa

Dawn Meats Nadia Staniforth Nadia Staniforth@dawnmeats.com
ucy Faye e spens@nyas net

Seren Collection Oliver Office on the web Frame
[Routescape oliver

[Swansea Council

steve hopkins/ nerys evans/
celine clancy

[Companies Houuse

Beth Kent

bronwen williams @uwtsd.ac.uk

[Swnasea Law School Bronwien Williams
[South Wales Police [Emma warner brindiey

[Apprenticeship Emily Hunt e hun ]

P Chris Whitehead [Chis whitchead @ pgl.co.uk
[Mam-Me [Couren Fulford-andrews __Junkedin

Saren Travel Group

Katie Harris

[South wales connected

Eve

[Scout cymru

Louise / Helen / Steve
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Dear Lee, hope you are doing well.

Thank you for agreeing to exhibit at ITT Future
‘You Wales on Tuesday 10th March 2026.

| would like to share

some additional information regarding the event
and set-up arrangements to help you prepare for
the day.

Set-up times for the event are as follows:

Monday: 2:00pm — 4:00pm
Tuesday: 8:30am — 9:30am

Please ensure your stand is fully set up by
9:30am on Tuesday.

Event Schedule

Doors will open at 9:45 am. At 10:45 am,
delegates will be called to take their seats in
the upper auditorium for the conference,
which will begin promptly at 11:00 am. You are
warmly invited to join us for this session. The
exhibition will reopen at 12:00 noon.
Delegates will then return to the audi
12:45 pm for the afternoon session, which will
run until 2:00 pm. The expo will reopen from
2:00 pm to 3:00 pm.

« Reply ~ Forward ®
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Simon Canby

JONES, LEEPO 2 Mar
Hi Charlie, | think ts being blocked becaus.

% me 2 Mar ©® «

to LEE v

That's no worries | have copied the questions
from the form onto the word document below
hopefully you will be able to access this, and if
you could just send me back the answers and
then | can fill in the form on my end.

Many thanks,
Charlie

Form
questions.docx

W oocs

JONES, LEE PO 3 Mar
¥ Char, Thanic you for s, please find
&y me sy
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