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APPENDICES
APPENDIX A – Meeting Notes. 
3rd October – 
The team (Saskia, Grazia, Jay, Stefan, Bilal and Azan) came together and find out which charity we are going to raise awareness for. We eventually chose Matthews House as we found that they are a local charity based entirely on donations. 

5th October –
Began to find out what each team member has and researched Belbin team roles and assigned each team member with a role. Everyone brought something different to the team.

10th October – 
Went to visit Matthews House and found out background information such as how Matthew House first started, how it is run and the plans they have for the future. We also found out how they already raise awareness and funds.

12th October – 
The whole team met and decided on the ideas which they will use to raise awareness for Matthews House as well as helping them to raise funds. The team decided that we will firstly share their social media pages as these will reach a wider audience. The team also decided that they will carry out a sponsored walk and set up an organisation within the University which will raise awareness.

17th October – 
The team got together and decided who was going to write each part of the report. They then began to make notes on what they were going to write. 


1. [bookmark: _Toc419303684]


2. [bookmark: _Toc496043657]eXECUTIVE sUMMARY
Whilst trying to raise awareness for Matthews House, the team are aiming to raise money in order to help the organisation expand the variety of services which they offer. Matthews House is a local organisation set up in the centre of Swansea. They aim to offer hope and hospitality to everyone, no matter what their background may be. They have a café which runs entirely on donations, as well as looking at offering showers and a laundry service.
	As a team, everyone has come together and have decided they are going to set up a society which will be based in the University and aim to raise awareness for Matthews House, as well as raising funds in order to help them expand. The team are now also planning to take on a sponsored walk in aid of Matthews House. Every fortnight the team will meet and ensure that tasks are being carried out properly. Major milestones of the project will be when Matthews House have raised the funds which will enable them to expand. 
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3. [bookmark: _Toc496043658]Introduction







3.1 [bookmark: _Toc496043659]Report Remit
The following report is going to explain depth as to what Matthew’s House is and the services they offer. However, the main aim of this report is to outline the different areas of the project and explain how and why the team are going to be raising the awareness and helping Matthews House. The report will also cover the background of Matthews House as well as each team members role. 

3.2 [bookmark: _Toc496043660]Background of the organisation
Matthews House was formed in (2017). it is a charity organisation. organised by a group of 30 people. The charity was previously run by Cyrenians Cymru and acted as a drop in centre specifically for the homeless, which was put into administration and was forced to close down. The aim of the origination is to provide a ‘home’ in the centre of Swansea and provide everyone with hope and hospitality. They also aim to reduce food waste, feed those with or without funds and provide work opportunity for people from different background and beliefs. By providing working opportunities Matt's house is also a part of the real junk food (TRJF) project network an international network of cafe. being also the first café registered in Swansea matt's cafe is equipped with first-class facilities. with the main goal to intercept the food waste and use it to feed people who need it.
	Matthews House aim to make their facilities available for anyone who need them. Matt’s Café is open Sunday 6:30pm-9:00pm, Monday 10:00am-3:00pm and Tuesday 10:00am-3:00pm. Matthew's house is financially supported by corporate and third-party associates. 
(eliminator pest control, Coakley green fish & seafood, Bemis, the choice is yours, Swansea lift group, Abertawe heating and plumbing limited, lovely stuff, pes security system, storm shield roofing) 
Working within those origination matt's house managed to provide different facilities to the homeless and those who need the basic needs of life such as.
-shower room 
-laundry room 
-training room
-purpose built media consultation room 
-café 
-internet and access


3.3 [bookmark: _Toc496043661]Aim and Objectives
Matthews House try and encourage people to only pay as much as they can, sometimes this means its nothing. However, Matthews House are able to feed those who are unable to pay as those who go there for meals are able to donate a little bit more. The team aim to raise awareness of Matthews house by helping the internal team of the organisation to give out leaflets to friends and family, as well as encouraging them to visit Matthews House and donate as much as they can.  The team are also going to use the new generation of technology, social media platforms such as Facebook, Twitter etc to encourage friends and family to share the information on. This is known as snowballing as it is getting the information out to a wide audience. 
	The team also aim to go further afield and encourage others from the local community by using similar methods to those stated above. The team are also going to try and encourage the public by getting involved in bigger projects to raise money and awareness such as Fundraisers and Swansea half marathon. 



3.4 [bookmark: _Toc496043662]Project Team
Our team used the Belbin Team Roles in order to decide who will be in charge of which job. The Belbin Team Roles are defined as different types of behaviour which are observed within the workplace. 
Saskia is the team leader as she is the most assertive and is confident to speak to a range of people. She is also the coordinator as she focuses on the teams overall objectives and is able to make the team work appropriately. 
Grazia is what is known as the monitor evaluator. She is able to make important judgements which will benefit the team and the organisation and when required and weighs up all options which are available to the team. 
Bilal is the specialist of the group as he brings in a variety of knowledge on how to plan out the project and define each task which is required. He also is self-starting which also encourages other team members to start and complete tasks. 
Stefan is the implementer of the group as he is able to plan out workable strategies and aid the team in order to carry this out as efficiently as possible. He has been assigned this role as he is practical, reliable and efficient. He turns ideas into actions as well as organising what work needs to be done.  
Jay is the completer finisher of the team as she is able to use the end of the task and check for any errors especially within the written work. She has an eye for perfection so is best at this role. She also ensures that the groups work is to the highest standard that it can be. 
Azan is the team worker as he helps the team to bond with one another and identifies the work which needs to be completed. He is able to co-operate well and listens as much as she possibly can to all points of view. 

[bookmark: _Toc496043611]Figure 2‑1 - Project Team Chart


3.5 [bookmark: _Toc496043663]Project implementation
For our chosen project, Matthews’s House the team are going to implement ideas and ways in which we can benefit the charity by, either raising awareness for Matthews’s house and by potentially helping to raise funds for the charity. As a group of six the team have knuckled down together and decided what they are going to do as a group to help the charity. What first came to thought was that not many students are aware of Matthew’s House and what services they have too offer, for anyone who may need them. As students, the team thought they are going to create a club/group in the campus that anyone can openly join and we are going to campaign within the campus, during our free time between lectures and help raise awareness for Matthew’s House and people would be willing to take part the team could take them too Matthew’s house for a tour. The team, as well as anybody who is willing to join will also be doing a sponsored walk too mumbles, from the business campus on the 10th of November as a way to help raise money for Matthew’s, we will be promoting the sponsored walk in the university campus, and on social media.
	In order to measure the success of our project, the team are going to hold regular meetings and record the minutes in order to measure constant progress and see which tasks are still outstanding. The team are also going to set ‘SMART’ targets. 

3.6 [bookmark: _Toc496043664]Conclusion
In summary, Matthew’s house is a non-for-profit organisation which aims to help the homeless people residing in Swansea.  The idea of the café is that it has a “pay what you can system”, meaning that homeless people are able to have a meal and a drink because of other people who come into the café and are able to pay.  All payments are anonymous.  The general public are able to purchase tokens for the café which they can then give to the less fortunate whenever they pass them in Swansea.
Other than helping the homeless, Matthew’s house also aims to be a friend to talk to for those who feel as though they have nobody else or are in crisis.
 
Our aim is to generally raise awareness within the community and within our university.  We also aim to raise the funds for Matthew’s house to fix their showers so that they are able to offer them to the homeless.  We plan to aid them in raising £4,000 to fix the plumbing and fixing of the showers.
 
In conclusion, we will continue to have meetings throughout the next coming months to track the progress of the project and speak directly to Matt’s Café to ask if they require us to help at all.
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