      OPERATATIONAL PLAN : Template
Assignment Tasks for reference
1. Operational Tourism Event Plan -  Logistics and Event Set Up
2. Operational Policies and Procedures including Legal Aspects
3. HR & Staffing 
4. Financial & Budgeting

What should you include in an operational plan?

An executive summary that provides an at-a-glance overview
Contents page 
Clear, well-defined goals and objectives and time frames for them
The day-to-day activities required to bring those goals to fruition.
Quality standards and key performance indicators to help measure success.
A process for monitoring progress
Requirements for staffing and resources
At the start of each section include relevant underpinning academic theory or definitions relevant to your department.


	 - Operational TOURISM EVENTS PLAN 1000 words 

	
the introduction to operations management, operations management of the Area and of the department. Link with researched evidence, theories and models to explain and support.  
Explain the three key areas as academically as possible to support the understanding of this responsibility for planning and organising events in this type of business from an operational point of view.


	SECTION 1:  Operational Planning & Procedures

	
1. Events plan – logistic and event set up 
This section should include event plans, function sheets 
Events Title, Date, Venue & Department & your name & roles & responsibilities. Introductory Theory – Operations Management Definitions & responsibility. Events Scope / Department Info / Aims & Objectives 
Logistics & Event Set up for the event.
Suggest including Gantt Chart for time management plan for set up & the event structure.
Organisational objectives (MASTER).
Production days / set up . Examples needed to be discussed
2. Operational POLICIES & PROCEDURES:
Use Introductory theory or definition. This section should include the current operating policies & procedures for the department and business overall.
For this you should use the current Wales Govt guidelines and also consider possible changes & implications linked to legalities.
Link to trends, needs, motivations to the type of events and visitors to the Arena 
Regarding legal aspects refer to the GreenBook &/or Purple Book
Discuss risk assessment policies for the Arena and the department. 
Legal aspects should be covered relating to the business overall as well as to the department and linked to the type of event / stakeholders both internally and externally. Use examples to support evidence. 

	3. Emergency Plan 

	Include some underpinning theory regarding emergency planning & procedures and GreenBook guidance
This needs to include your Emergency Procedures for your department relating to incidents & the Green &/or Purple Book guidelines.
Add your risk assessment or contingency plan as a separate template at the end of the assignment. 
Show some examples to support 

	SECTION 2 : HR & STAFFING (1000 words)

	Talent selection: discuss skill requirements and the importance of this link to the customer service and operational requirements etc 
Workforce Planning ; operational elements of training: risk assessment – fire safety, first aid training, safety issues relating to the business overall but to the department. Include  a skills audit or training plan for the staff link to the importance of this for the overall operations of the Arena to include safety, risk, security etc. . 
Link to different events and visitor typology and stakeholders internally and externally.


	Section 3 – Financial & Budgeting (1000 words)

	Include some underpinning theory and academic theory defining Key Performance Indicators (KPI’s) & Yield Management.
Consider how you can develop key performance indicators for your department to measure the success of the event not just in terms of financial yield management / performance but also in terms of guest feedback & performance measures. 
Give examples of : Operating costs, Fixed costs, Variable costs 
Direct costs and Non-operating costs
Discuss economic factors, technological factors, legal factors, political factors 
Management challenges relating to the customer, events, stakeholders such as sponsors. This may include trip advisor or other feedback engines.
Budgets should be shown clearly taking into account all costs, ROI, sponsorships, staffing, venue costs, events  etc. 



