

[image: ]

Name- Tyler Condon (2404497) 
Module- live events project 
Module lead – Deborah Jenkins 
Health and wellness event based in the IM building at UWTSD









Event Plan Report
1. Event Overview
Event Name: Feel Good Health & Wellness Fayre
Event Type: Fayre 
Concept & Theme: 
Our events theme promotes students to put their physical and emotional health first. The idea behind event is to provide an encouraging space where students can look into many aspects of health and wellbeing, such as, self-care, nutrition, mental health help and fitness. Sage green, beige, white and gold these were selected as the colours for the event to represent the natural elements and peace. These colours create a general wellness focus along with a relaxing vibe. these types of events may help young people to make healthier life choices.
Target Audience: 
Main target audience is those who are interested in health and wellbeing. Mostly those who are in university and are 18 and above.  In this time and day and age Gen z care a lot about their health and well-being so this is why we are targeting more so the Gen z age group as this will increase the attendance in our event (Forkes-Rees, 2024).  

2. Timing, Location & Programme
Date & Time:  17th March 2026 – 10am – 4 pm 
Venue: IM Building
UWTSD SA1 Waterfront Campus
Kings Road
Swansea
SA1 8EW

Event Programme: BMTP 5021 – Deborah Jenkins 
Registration & Welcome Speech – 10am 
Key Activities/Sessions – 1-4:30 immersive sessions. Stall vendors will be available between 10am until 4pm 
Closing & Wrap-up – 4pm -5pm 
3. Aim and Objectives
Overall Aim: the main goal of this event is to focus on holistic wellbeing, community gathering and to help attendees engage with people in the health and wellness industry. 
Objectives:
Objective 1- to promote health and wellbeing 
Objective 2 – connect the university students with the wonderful support services 
Objective 3- help others create a healthier lifestyle 

4. Project Planning Techniques (Including EMBOK Framework)
Work Breakdown Structure (WBS):
[image: ]
Gantt Chart: Did not receive from Andrew 
Running Order:
8am- Arrive at Uni to help vendors bring stuff in and begin set up and decorations
9am- Aim to finalise decorations
9:30am- Morning brief
10am- Event starts (10am - 4pm)
12pm-12:30pm- Raffle 
1-2pm- Qi Gong class in Immersive Room
2pm-2:30pm- Susannah Hollett Crystals class in Immersive Room
2:30pm-3pm- MTA Pilates class in Immersive Room
3pm-3:30pm- Jemma Joel Life Coaching class in Immersive Room
3:30pm-4:30pm- Ian Standen Yoga class in Immersive Room
4pm-5pm- take decs down and clean up 
5- debrief

EMBOK Domains: 

Administration- 
The planning of our event was mainly organised though a WhatsApp group chat. This allowed us to communicate quickly and keep everyone updated. We gave each person a role for this event, ensuring that every section of our event is covered. Students that have been taken from level 4 who will help set up and decorate as well as run the day alongside us. The UWTSD Operations Team also supported us by giving guidance on the layout of the event and where tables should be placed within the venue

Design- 
The design of the event is based on calm colours. Our theme colours are sage green, beige, white and gold, which help create a calm environment. As the event takes place on St Patrick’s Day, we will also include relevant decorations to make the area for on theme for the day. 
Marketing
Promotions of the event will be on social media posts & messages. Examples are Instagram and verbal. The UWTSD Wellbeing Team have also shared our event to make the university students aware. 
Operations
The event will be set up in a U-shape layout in the building avoiding crowding.   University security will also be on site to support if needed. This has all been handled by Sophia as an operations manager alongside Nia. This has been done to ensure the safety of everyone that will attend our event.
Risk Management
Any risks will be taken into consideration and placed into the risk assessment, through the appropriate channels.  
(EMBOK, 2026) (Silvers et al., 2005)

5. Market Research & Target Audience
Market Segments: 
Competitor Analysis: 
There is another wellness event that is going on during our event. In the National waterfront Museum is hosting a free well-being festival between the 16th of March and the 19th of March. It is free and it includes bookable sessions Thai Chai mosaic workshops soup and cinema. This is a competitor because it is free, but the event is also very similar to our event and it's running during the time our event is running. Meaning more people are going to attend their event because it is free and ours has a charge.  This event is better to help you make friends try something new and overall feel better (Instagram.com, 2017). This information was found on the Swansea scoop Instagram. 
Consumer Preferences: no surveys or further research was conducted prior to this event. 
6. Event Marketing Plan
Marketing Channels: social media was used as a primary marketing tool to market our event through Instagram stories Instagram, private messages and Instagram posts. The aim is to post daily and as frequent as we can where possible we have also emailed influencers such as Liam glide and a Senedd worker. Rachel who is the Senedd competitor has shared our posts and has repost them as well as shared our account on her stories. 
Promotional Timeline: promotion started form the creation of the event and will continue until a day after the event. This is because we will, be posting during and after the event. 
Key Messages & Branding: 
The communication has been used to much the same vibe as our event. Our event Instagram page has been created with the colours stated above to entice people visually these are colours of people won't see day-to-day.
Sponsorship: 
The wellness team from UWTSD has kindly paid for our decorations Uni hoodies and a banner. We are a team of very grateful for the university and its services that have kindly been provided for us to be able to run this event.
7. Budget & Financial Plan
Financial Plan Overview 
aimed income 
The main source of income for our event is ticket sales. Tickets are priced at £5 per person, and this price also includes the raffle. As a team, we aimed to sell 50 tickets, which would generate £250 in total ticket revenue (not including Eventbrite fees). With a revenue of £50 pp.  So far, we have sold 25 tickets, which means we have currently made £125 in ticket sales. We are continuing to promote the event so that we can sell more tickets before the event takes place as well as on site. 
Attendees automatically receive a raffle entry when they purchase their ticket, as the £5 ticket fee also includes entry into the event raffle. Including the raffle in the ticket price guarantees that everyone who attends the event has the chance and simplifies it for the guest.
Expected Expenses-
The main cost for our event is the raffle hamper, which cost £58.89. This hamper will be given away as the raffle prize during the event. Apart from this, most other costs have been avoided due to support and sponsorship from the university wellness team. 
Venue and Equipment -
The event is being held on campus at the university, so there is no venue hire costs. The university is providing the space and facilities needed for the event. Decorations have been paid for the wellbeing team 
Marketing and Promotion -
There are no marketing costs, as materials such as the event banner, decorations and team jumpers have been sponsored by the university wellness team. 
Staffing and Security -
Level 4 students will be helping to support the event by welcoming attendees, assisting stall holders and helping things run during the day.  
Catering- 
Not applicable, as the event does not include catering.  
Miscellaneous - 
Any small costs are expected to be small 
External Suppliers - 
Eventbrite is being used to manage ticket sales and registrations. 
Stall holders- 
Below are the vendors that have already been confirmed:
Mark Hutfield- Mind in Motion (Stand), Confirmed, mhutfiled@live.co.uk 
Joy Hut, Confirmed, joyhut@hotmail.com, joytransformationcoach.com
Ian Standen (Immsersive Room), Confirmed, ian.standen@uwtsd.ac.uk
Student Union, Confirmed, Rebecca.Patrick@uwtsd.ac.uk
Angelicglowtherapies, Confirmed, angelicglowtherapies@hotmail.com
Susannah Hollet (Crystal Therapy Acupuncture and Workshop), Confirmed, beautifulearth41@gmail.com
Well-being Team, Confirmed, n.owens@uwtsd.ac.uk
Salt Skin, Confirmed,
Lewys Surfability, Confirmed, 
Melin Theatre Arts, Confirmed, 
Blossom Natural Health, Confirmed, 
Brewstone, Confirmed, 
Meadow and Moon, Confirmed

Budget Report - 
A budget report has not been created because as a group we have not had to pay out of pocket for much as the raffle prizes were the only thing we have paid for. Therefore, a budget sheet was unnecessary. 
8. Risk Management & Health & Safety
Risk Assessment: see below
	Hazard
	Who Might Be Harmed?
	Potential Risks
	Existing Control Measures
	Likelihood
	Severity
	Risk Rating (L/M/H)
	Additional Control Required
	Personnel Responsible

	Overcrowding
	Attendees/staff
	Crushing, trips, panic during emergency
	Pre-registration, capacity limits, stewards at entry/exit
	2
	2
	Medium (4)
	Monitor attendance numbers in real-time; clear signage for exits
	Event management

	Slips, trips, and falls
	Attendees/staff
	Minor to serious injury
	Cables secured, spill kits available, regular floor checks
	2
	3
	Medium (6)
	Assign staff for hourly walk-through inspections
	Facilities lead

	Electrical equipment
	Attendees/staff
	Electric shock/fire
	PAT-tested equipment, qualified technician on site
	1
	4
	Medium (4)
	Avoid overloading sockets; keep liquids away from equipment
	AV technician

	Fire
	Attendees/staff
	Burns/smoke inhalation
	Fire exits clearly marked, extinguishers available, evacuation plan in place

	2
	4
	Medium (8)
	Brief staff on evacuation procedures; Test fire alarms
	Event manager

	Medical emergency
	Attendees/staff
	Illness/injury
	First aiders on site, first aid kits available
	2
	3
	Medium (6)
	Clearly signpost first aid point; emergency contact numbers displayed
	Health and safety officer

	Food hygiene
	Attendees/staff
	Food poisoning/allergic reaction
	Approved caterers,labeled allergens
	2
	2
	Medium (4)
	Confirm food hygiene certificates; allergen signage at each station
	Catering lead

	Manual handling (setting up equipment)
	Attendees/staff
	Musculos keletal injury
	Manual handling training; use of low trolleys
	2
	3
	Medium (6)
	Team lifting for heavy items
	Event coordinator

	Mental health sensitivity
	Attendees/staff
	Emotional Distress
	Content reviewed in advance; signposting to university support services
	2
	2
	Medium (4)
	Provide space; campus wellbeing contacts available
	Programme lead

	Infection control
	Attendees/staff
	Spread of illness
	Hand sanitiser station available
	1
	2
	Low
(2)

	encourage attendees Not to attend if unwell; ensure ventilation security presence
	Event manager

	Security threat/unauthorised access
	Attendees/staff
	Disruption/harm
	campus security notified/ID check
	1
	3
	Low (3)

	Security presence during peak times
	Campus security

	Incorrect technique and form during Pilates
	Attendees
	Injury/harm
	Only inviting industry professionals to provide the activity
	2
	3
	Medium (4)
	Ensure instructor provides clear instructions and demonstration and encourage participants to work within their limits.
	Event coordinator

	Asthma attacks from physical activities
	Attendees
	Collapsing, fainting, death
	First aid on site
	4
	3
	High (12)

	Provide training and information to event managers on how to handle the situation
	Event management

	Dehydration
	Attendees/staff
	Fainting
	Sponsor bringing 100 water bottles to the event
	2
	3
	Low
(6)
	Make all state fees aware of the water bottles and extras sold at the café
	Event management

	Injury from vehicles
	Attendees/staff/drivers/pubic
	Injury, death, property damage
	Speed limits, signs, and speed bumps in the area
	3
	4
	High (12)
	Staff to be present in parking areas to guide any vehicles on the premise and instructing where to park
	Event management 


A = worst case outcome
B = Likelihood
Level of risk = A x B
· Low: Unlikely occurrence, minimal impact
· Medium: Possible occurrence, moderate impact
· High: Likely occurrence or significant impact

Health & Safety Measures: [First aid, security, crowd control, etc.]
Legal Requirements: All Licences, permits, and insurance is held by the university, and the risk assessment should have been sent over to the operations team prior to the event. Security will be on site as it provided by the university where necessary. Crowd control will be maintained throughout the whole event by the organisers as well as the volunteers who are helping.
Public Liability Insurance: can we access on the UWTSD website
Required Licences: the required licenses that the university should hold would be premise license local authority permissions venue hire your license for the use of premises dates times damage causes to be held by the university and a venue.
Emergency Plan: 
Evacuation procedures in the event of an evacuation all routes to exit and fire exits are highlighted throughout the building. The building is a rectangular shape and has exited on both ends of the building. Once all attendance and staff are evacuated a possible headcount could be performed however, with regards to how the event numbers may fluctuate headcount may or may not be possible on the day.
9. Contingency Planning
Alternative Venue: the Dylan Thomas centre Swansea
Weather Contingencies: as our event is an indoor event where the contingencies aren't really needed to be put in place however balloons or any decorations that we decide to put outside May need to be brought inside if whether changes.
[bookmark: _Int_M96OHrHZ]Key Supplier Failures: if key supply failures happen, we need to be able to make sure that we have backup suppliers to be able to attend and perform our event. If we do not have these key suppliers backups in place, our event won't run as smoothly as predicted.
Crisis Communication Plan: clear communication needs to be put in place between us and our attendees. Any queries that may be sent to the Instagram about possible vendors or any further opportunities need to be responded to as soon as possible. When these vendors are responded to, they need to be responded to with complete honesty about our event and what their position in our event would be. 
10. Evaluation Strategy
Post-Event Surveys: as a feedback collection we will be using Google forms to hand out a survey to analyse any data collected on the day of the event. As a team, we've talked about having a possible QR code near the entrances and exits to entice attendees to give us a review about our event.
Key Performance Indicators (KPIs): this will be measured based on the analytics of our ticket sales, profits and overall success of our event. 
Attendance Measuring: an observational research method will be used as part of attendance measuring this will be done during the day observing the general public. We decide to come to our event. Another way of measuring the attendance is tracking the ticket sales as our tickets can be bought prior and on the day of the event.
Debrief Meeting: all organisers are to be honest, clear and concise on how they thought the event had gone not only with themselves but also with the lecturer. 
11. Sustainability & Event Legacy
Sustainability Considerations: a sustainability consideration would be waste management luckily enough the venue has clearly labelled recycling and rubbish bins that are brightly coloured to entice people to recycle correctly. We as a team will also ensure that there is low waste being used during our event.
New Economics & Legacy: 
Event Impacts: our event can have many impacts environmentally we will try to ensure that our event is as sustainable as possible. Our event hopefully socially will bring people together who enjoy the same types of things that are in the topic of health and wellness.
12. Key Areas of Managing Event Operations
Staff Rota:
There's
	Name 
	Job
	Times

	Tyler Condon
	Decorating, vendor set up, check-in, escort to immersive room and financial manager
	Monday 16th of March 5 pm to 5:30 pm
Tuesday, the 17th of March 8 am till 5 pm

	Alyssa Stoneman
	[bookmark: _Int_NOU0vWzi]Marketing promotions decorating vendor set up check-in we finding
	Monday 16th of March 5 pm to 5:30 pm 
Tuesday, the 17th of March 8 am till 5 pm

	Nia Mugford
	Decorating overseeing an immersive room representative
	Monday 16th of March 5 pm to 5:30 pm 
Tuesday, the 17th of March 8 am till 5 pm

	Sophia RABAIOTTI
	Morning briefing decorating photography
	Monday 16th of March 5 pm to 5:30 pm 
Tuesday, the 17th of March 8 am till 5 pm

	Andrew Jones
	Health and safety decorating and way finding
	Monday 16th of March 5 pm to 5:30 pm 
Tuesday, the 17th of March 8 am till 5 pm

	Riley Tippett- volunteering
	Decorating and vendor set up
	Monday, the 16th of March 5 pm to 5:30 pm
Tuesday 17th of March 8 am to 9 am

	Poppy- volunteering
	Decorating
	Monday, the 16th of March 5 pm to 5:30 pm
Tuesday, the 17th of March at 8 am till 9 am


	Ethan-volunteering
	Decorating and vendor set up
	Monday, the 16th of March 5 pm to 5:30 pm
Tuesday, the 17th of March 8 am till 9 am

	Lilly Lewis-volunteering
	Decorating
	Monday, the 16th of March 5 pm to 5:30 pm
Tuesday, the 17th of March 8 am till 9 am



Logistics & On-Site Management:
All organisers are to help vendors bring an equipment set up tables and anything else that they may need assist with. Crowd control. control is to be done by Nia Mugford and Andrew Jones.
Stakeholder Coordination: the main form of communication to vendors who are attending our event has been through Instagram messages as well as email both are great points of communication. Email is more formal Instagram is less formal and more friendly. To contact the organisational team well-being university management anybody on site that we may need has been contacted via email as this keeps up with formality and respect for the university as the letting us use their building at no cost. 
13. Division of Work & Responsibilities (Including Belbin Roles)
Meeting Minutes: (Tyler) No formal meeting minutes have been recorded due to us having a WhatsApp group that has been constantly used throughout the whole planning of this event. 
Email Correspondence: Sophia, Alyssa, Nia, and Tyler have been promoting and contacting vendors through email and Instagram messages.
Task Assignments:
Tyler-finance, promotion, small social media marketing, and meetings
Alyssa-decoration, promotions, and small marketing
Sophia- market, promotions
Andrew-team leader, and health and safety
Nia- operations manager, promotions

Coordinator: Ensuring overall project direction and leadership- Sophia, Tyler and Alyssa 
Shaper: Driving progress and keeping the team focused – Tyler, Sophia, Alyssa and Nia
Plant: Generating creative ideas and innovative solutions – Alyssa 
Monitor Evaluator: Assessing ideas critically and ensuring quality- Sophia, Nia and Tyler 
Implementer: Turning plans into actionable steps - all members
Completer Finisher: Ensuring all details are perfected – Alyssa 
Resource Investigator: Seeking external opportunities and connections- Alyssa, Tyler, Nia and Sophia 

Specialist: Providing in-depth knowledge in key areas – Sophia and Nia 
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