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Introduction 

On Wednesday 18th March (Brain Awareness Week), our event was due to take place at The Hyst in Swansea at 7 pm. The event was a pub quiz with a twist called ‘Win or Booze’. The game was prepared to run smoothly with 6 rounds of multiple questions. After each round, a prize would’ve been won, including free drink tokens or a bottle of Prosecco which were provided by The Hyst free of charge. Due to circumstances out of our control, we decided to cancel our event after many cases of the coronavirus had been confirmed in Swansea, which has now seen many fatalities (World Meters, 2020). The report contains an evaluation on the event plan previously discussed in another report. The aim of an evaluation is to suggest other ways in which we could have successfully planned the event to make it better (Bowdin, G.A.J., Allen, J., &  O’Toole, W, 2011). It is important to consider the tasks that we could improve on and come up with solutions that can attract more ticket sales and create a better experience for attendees. It is also necessary to evaluate the tasks we completed successfully so that future event plans can be built on using the same successful strategies used in previous plans (Education Review Office, 2020).




















Evaluation

An Evaluation of an event process is a way of judging methods in which took place to create an outcome such as a live event (Bladen C., Kennell, J., Abson, E., Wilde, N., 2012). It is important to analyse the methods used in the planning processes used in event plans to ensure each successive event is better than the last (Goldblatt, J 2006). In this case, as the event did not take place due to uncontrollable circumstances, the evaluation looks at how improvements can alter factors such as, the time management and the number of ticket sales.

It is important that each member of an event team is allocated a role, as an individual has a greater understanding of their strengths, which can then lead to more effective communication between other members of the team (Belbin, 2020). My team consisted of three people including myself. After creating the Gantt Chart, we were allocated different tasks to prioritise. Chloe managed the structure and time of the event, Elenid who controlled the accounting and financial aspects of the event and Megan (me) who focused on finding a venue. Chloe felt comfortable to manage other members of the event as she has had previous experience managing a team. Elenid had agreed to focus on the finance of the event, due to her skills in mathematics and I took on the role of research and marketing as I’ve previously studied marketing and other creative subjects. Although each team member had a specific role, every task was carefully looked at and approved by each other. As previously shown in the communication plan, our team had a meeting every Monday up until the event which helped us complete many tasks such as, marketing through our Facebook page, finding a venue and creating posters. While no deadlines had to be extended, the meetings helped us complete tasks before the dates given in the planning process as all 3 members sat and completed many tasks together. Although face-to-face meetings only took place once a week, we communicated with each other daily through mobile applications (e.g. ‘Messenger’ and email), including the companies who worked alongside us in the event process, such as our venue provider and our host.

The event plan was well organised, and all tasks were handled in a timely manner. With just little time to plan an event, the team conducted a WPS Tree Structure diagram, a Risk Assessment and created a marketing platform on Facebook. Although due to the time scale we had to plan the event, there were many things we missed or tasks that slacked because they weren't prioritised as much as other tasks were. The event design was carried out using eye-catching pastel colours and images that represented why the event was taking place, such as brains (for brain awareness week). The image of the event was successful and consistently carried throughout the advertisement on Facebook up until the event. Although the image and design were successful, naming the event ‘Win or Booze’ felt rushed and could’ve been more creative. The name of the event didn’t represent the theme or the reason the event was taking place.

If the next event we run allows us more time, it is worth marketing over more platforms than just Facebook. There are many social media platforms that also target students, such as Instagram and Twitter (Jolly, W., 2020). Other ways to market the event could've been to advertise posters around the university and we could've asked staff to bring it up to other students. The reason marketing on several platforms can be favourable Is that it can increase ticket sales as more students (target market) will view the advertisement (Shone, A. and Parry, B., 2004). As the team was working off a zero-base budget for a small event, it was ideal to advertise on Facebook as it was free of charge and multiple people were able to share it with their friends, ultimately sharing the event between a larger cohort than initially expected (Facebook, 2020).

The financial strategies in the event were clearly mapped in order to provide a secondary income to generate a comfortable profit before the event took place. According to American Press Institute a secondary income is a creative way of producing extra profitability for the charity, as the event we planned was on a small scale, the income from the event alone only left us with a little profit (2020).


Cancellation

It is important to provide a strategic plan within the event process in case of an emergency cancellation, in which had happened with our event (Eventbrite, 2020). Unfortunately, we did not think about this outcome, leaving us stress to find ways to contact the attendees and refund them in a small-time frame and in as much notice as possible to the event as well as to avoid disappointing customers

We decided to cancel the event due to an outbreak of the coronavirus. The virus was, and still is, spreading fast around Europe and there have been many fatalities (World Meters, 2020). Before lockdown, the government was recommending people to isolate and stay indoors after many cases were confirmed in the UK, including Swansea, therefore the risk was too high to proceed with the event (World Meters, 2020). We also considered that due to the outbreak we may have lost a high number of customers and therefore the event wouldn't have been the atmosphere we pictured when planning the event. Before we decided to cancel the event over the pandemic, there were many considerations and conversations about cancelling the event due to the number of attendees. Although people were confirming their attendance on the Facebook page, many people weren't contacting us for tickets, therefore the attendees weren't guaranteed. There were many ways to go about this, we could've contacted the people directly who said they were attending via Facebook, asking if they would like to buy tickets. Hoyle (2002) explains that contacting customers directly is a persuasive way of advertising and can be successful if you do it right. Most of all there should've been a better plan in place as to how the money will be taken from attendees, as not many people feel safe transferring money to others that they might not know, or trust. Next time the group will add the event to a ticket site so that attendees feel safer buying tickets. 

Conclusion

All members of the team contributed to the event plan and communicated successfully, therefore the roles that were allocated to each member were best suited and most probably wouldn't change in future event planning. All attendees that paid for a ticket to the event were refunded using mobile bank transfers. As the safety of our customers was our main priority, attendees were very understanding of the circumstances and agreed with our reasons as to why we decided to cancel the event. For now, there is no plan on rescheduling the event as the pandemic has not yet been controlled and there are no specific dates on when it may become safe to start attending events again.
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