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Introduction
This report will include the event detailed planning and management of ‘Afternoon G’N’Tea’ which has been managed and planned collectively as a group of Event students at University Wales Trinity Saint David, with reference to a range of event planning models and operational areas such as marketing, finance, risk management and human resource management to the original event concept alongside documented evidence. 
Event Description
Afternoon G’N’Tea originated by Event Students initially aiming to create a charitable event with its core purpose of raising money and awareness for the Welsh Children Hospice charity, Ty Hafan. It is stated by Bowdin by creating a purpose the first step to creating the event concept (Bowdin et al, 2011, p.245). 
“The group should then be briefed on the context and parameters of the event and encouraged to participate in a free and associative flow of suggestions and ideas for the event concept” 
(Bowdin et al, 2011, p.247)

The event organisers wanted to implement a community element by using local business’ as suppliers such as, ‘Harbour Lights Gin’ based in Burry Port and ‘Food by Sean’ catering service based in Llansamlet, with the event being held at bordering nearby area at Gin Ne Sais Quoi located in Swansea. By choosing this venue in this location expands the footprint of ‘Harbour Lights Gin’ and ‘Food by Sean’ creating a social capital between all stakeholders (Bowdin et al, 2011, p.69).
The event was decided to be held on Saturday 30th April, starting at 4pm-7pm this is based collectively around availability of all suppliers and venue but also to engage best with our target market of gin drinkers who enjoy a day drinking experience making the Saturday the better day due to work commitments. Statistics show the popularity demographic of gin drinkers are aged between 25–34 year olds (Atomik Research, 2020) making this the target market but not limited too.
There was a creative decision regarding the theme by using the animation film of ‘Alice in Wonderland’ and incorporating this theme to the traditional afternoon tea. By choosing the theme the elements of the event design can be decided to fit around the theme (Bowdin, 2011. p, 493) The purpose of choosing the theme is to elevate the attendees' experience of the event (Higgins, 2017) and it is stated by Bowdin updating an existing concept will increase the potential of success for the event (Bowdin, 2011, p.245). 
Aim and Objectives
The overall aim for the event is create an enjoyable charitable experience raising money for Ty Hafan being the primary motivator whilst also promoting local businesses. 
Carmarthenshire County Council states it is critical to establish a clear and defined aim relating to the overall intent of the event (Carmarthenshire County Council, 2020); therefore, the event organisers can establish specific objectives within each component of the event planning which can be used as specific and measurable targets and can assist with the overall evaluation of the event planning such as:
· Financial planning
· Marketing 
· Event Design
· Engagement with suppliers
· Human Resources 
· Risk Assesments 

 (Carmarthenshire County Council, 2020) 
‘Afternoon G’N’Tea’ smart table of objectives can be found in appendix A.

Event Planning 
Another essential point after conceptualizing the event is to plan, manage and execute the tasks within each department to successfully stage the event (Carter, 2007). 
This can be done through creating a work breakdown structure (WBS) whilst also knowing the scope of the event, which defined by Bowdin et al as:
“Captures the work necessary to deliver the event, as well as what is going on at the event” 
(Bowdin et al, 2011, p.269)

A WBS is a visual display of the jobs needed from all departments which can communicate to all event organisers the scope of work needed to successfully plan, manage, and perform the tasks. (Bowdin et al, 2011, p.271). The WBS can be reviewed, and decisions can be made that could possibly benefit by combining different departments, for example ‘Afternoon G’N’Tea’ originally discussed a range of caters, it was then founded that caterers could be brought into the venue with theme of ‘Alice in Wonderland’ being incorporated into the food. 
To ensure tasks are meeting deadlines ‘Afternoon G’N’Tea’ coordinated roles for the delegated tasks after each meeting and created minutes to ensure clear communication was being reached to all departments of the responsibilities within each activity, conversely Mullins states problems can arrise within communications amongst a larger group (Mullins, 2019, p.302). By managing and delegating tasks to smaller assigned groups they can control and meet the deadlines of activities within their areas of specialisation which is suggested by Bowdin et al to limit the problems (Bowdin et al, 2011, p.279). 
‘Afternoon G’N’Tea’ assigned one person as event coordinator, they were able to oversee the different departments to ensure each group is meeting deadlines and communicating across the departments to relieve pressures and implement plans when communicational issues arise (Bowdin et al, 2011, p.279).
‘Afternoon G’N’Tea’ organised the tasks onto a GANTT chart, this enables each department to view their delegated tasks against a timeline whilst overseeing if their deadlines are being met (Gantt, 2022). By using the chart this gives control to the formal structure of the organisation whilst all departments know of their fundamental duties (Mullins, 2019, p.7). 
Bowdin states clients of events, in this case being ‘Harbour Lights Gin,’ ‘Food by Sean’ and ‘Gin ne Sais quoi,’ are at risk to wait until the event happens to see whether it is successful or not. By producing the GANTT chart the clients can have “an idea of how tasks are going” (Bowdin et al, 2011, p.280). See appendix B for Afternoon G’N’Tea GANNT Chart.
Market Research
Additionally, due to the community event being a smaller scale event, event marketing plays a core role in gathering attendees (Jackson, 2013, p.5). One of the key components of creating a ‘Gin’ afternoon tea, the event organisers conducted a quantitative survey to collect the data and utilise in the marketing decisions based around the event, the results showed 91.86% of females answered drank gin, with majority ranging between the ages of 18-35 making this one of the highest demographics of our target audience.
By doing market research it gives insight into the attendees' motivations and satisfactions which can be applied to the decisions made within pricing, product, and promotion of the event (Kotler, 2013, p.128). It is also confirmed by Bowdin et al, survey respondents can reveal how much to set the price to meet the expectations of the target market (Bowdin, 2011, p.251).
The data influenced the decision of providing an e-ticket system to follow trend with the availability to purchase online priced at £25 per person, the price was decided to cover costs and how the price can appeal to a younger demographic on a lower income as pricing is one of the factors that affect buyers' choice (Kotler,2006, p.307).

Another decision made after receiving the data was to promote public relations of the event with engaging content on social media platforms by incorporating the theme of ‘Alice in Wonderland’ to promote the primary stakeholders alongside the event, this creates a motivation of involvement for ‘Harbour lights,’ ‘Gin Ne Se Quoi’ and ‘Food by Sean.’ Social media impressions can be monitored, by doing so, this marketing tool can limit the risk of uncertainty of attendees (Bowdin et al, 2011, p.265) and this marketing plan can be added to the tasks involved on the GANTT chart which can be communicated across the group to monitor success. 
Financial Plan
Equally important is the financial plan of the event, advised by Getz “all events should secure, manage and account their resources” (Getz, 2007, p.282).
Kotler has stated setting the price of the event should combine all the values that consumers exchange for the benefits of the event. (Kotler, 2006, p. 307) Setting the price of the event can produce revenue. Regarding ‘Afternoon G’N’Tea’ being a charitable event the revenue will be going to Ty Hafan, however financial budget plans are vital to put it place to predict the income and ensure expenditure are covered and should be frequently evaluated to achieve the overall goal (Finance Management, 2022). See appendix C for financial plan.
After evaluating the master budget plan, it addressed the extra expenses within the event design department, ‘Afternoon G’N’Tea’ cut cost reduction within the department to increase the return on investment (ROI) and closely monitored by having a specific budget to evaluate the expenditure within the area. However, it is stated by Kotler mistakes can be made by reducing the costs to create sales instead of convincing buyers the product is worth more (Kotler, 2006, p.309).
However, it is suspected by Bowdin et al, identifying deviations can often happen when evaluating the budget plan through indication of any problems arising and implementing problem-solve methods from event organisers by cutting costs, shifting resources and goal setting (Bowdin et al, 2011, p.306).
Human Resources
“Human resources management for planned events includes the normal considerations of staffing common to all forms of organization.”
(Getz, 2006, p.286)
Getz states challenges arise within human resources due to the reliance of volunteers within the event industry (Getz, 2006, p.286), this applies to ‘Afternoon G’N’Tea’ as the event students will be volunteering at the event to provide quality service, one of the motivating factors for the students will be to gain experience within the events industry whilst receiving recognition and responsibility during the planning process which also known as the ‘Herzberg Two-Factor Theory’ (Getz, 2006, p.287).
By also providing an event program it can be used to identify the staffing logistics to enable there to be enough volunteers alongside working at each department throughout the day. See appendix D for event program.
Risk Management
Health and safety management aims to ensure staff and attendees are protected when hazards or threats accrue to all stakeholders. It can affect many factors of the event (Getz, 2011, p. 292). For example, within ‘Afternoon G’N’Tea’ alcohol is being served being a people-focused event security will one of the factors discussed with the venue to ensure they are in place for protection of attendees and staff. It is important that a risk assessment is carried out to limit the risks alongside the severity of the risk and implement plans in place to control them (Getz, 2011, p. 292). 
The risk assessment for ‘Afternoon G’N’Tea’ can be seen appendix E.
Legal Liabilities 
It is important to ensure correct insurances, permits and licenses are put in place to minimise legal liability (Bowdin, 2006, p.329).
‘Afternoon G’N’Tea’ have stated due to the uncertainty of Covid following the Health and Safety 1974 and 1999 Act regulation will play a vital role. This includes:
· Provide safe systems at work
· Provide PPE for health and safety 
· Frequent Risk assessments
· Taking actions to limits risks
· Updating staff on information and training 
(Workplace Safe UK, 2017)
However, if incidents happen within the working environment all employers are required to fill out a RIDDOR 1995 (Workplace Safe UK, 2017) by doing so they can improve safety practices within the workplace (Training Express, 2022).
Afternoon G’N’Tea must ensure permits and licenses are in place at ‘Gin Ne sais Quoi’ for the sale of alcohol, handling of food and entertainment which would come under England and Wales Licensing Act 2003 (Bowdin,2006, p.343).
However, after evaluating risks, ever changing factors can happen within events that can determine the outcome of success which cannot be controlled, such as weather (	Bowdin, 2006, p. 319) however, event organisers are expected to response quickly when elements within the event planning do not go to plan (Getz, 2007, p.292).
Afternoon G’N’Tea have put aside a contingency plan covering the basis of problems that could occur covering emergency planning, caterers, failure of equipment, venue closure, unattended volunteers, and possible injuries, see appendix C for contingency plan. 
Evaluation Strategy 
“...it is only through evaluation that event managers can determine how successful or otherwise their efforts have been in achieving whatever objectives were set for the event.”
(Bowdin et al, 2006, p.134)
Evaluation needs to be consistent throughout the whole planning process, during the event and after against the event concept and objectives, by doing so any problems arising can be identified, monitored, and resolved amongst each department within ‘Afternoon G’N’Tea.’ The process of evaluation should be utilised in all departments of planning, implementation, and evaluation (Bowdin, 2006, p.413).
The first evaluation of the planning process was to measure the expectations of attendees by conducting a survey this enabled ‘Afternoon G’N’Tea’ to implement the product, place, and pricing strategy according to the results alongside reviewing costs of suppliers and comparing the revenue using a financial budget which should be frequently updated and evaluated before, during and after the event. 
Progressing, the planning process should use the GANTT chart to communicate within the event team of any KPI’s not able to be achieved and find alternative implementations whilst also identifying the possible weaknesses within the event against the expectations of all stakeholders and communicating frequently with all suppliers (Bowdin, 2006, p.415).
During and after the event will determine success by analysing the engagement and feedback from all stakeholders against the objectives from ‘Afternoon G’N’Tea’ and evaluate the total money raised for Ty Hafan against the expenditure in order to meet the overall goal, of creating an enjoyable charitable event for the public by raising awareness and funds for Ty Hafan. 
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Appendices
A. Smart Table 
	S
	M
	A
	R
	T

	Generate online ticket prices at £25.
The venue holds 130 guests, create a financial budget based around 80% of the capacity at the event. 
 
	generate sale of 100 tickets
	By publishing the event on social media to generate sales
	By financially planning the event to cover the cost of gin company, catering and event design whilst still making profit for charity
	Estimate at the start and continue to evaluate prior, during and after the event

	Conduct quantitative research targeting gin drinkers to improve marketing strategies 
	Before producing marketing strategies and social media posts
	By using asking friends and families of the event students to engage in brief survey.
	By successfully conducting a survey we can produce content that would appeal to focused demographics
	One month prior to planning the market strategy

	Set up social media pages and create engaging content to engage with existing followers of all stakeholders
	Create 5 engaging posts using Facebook, Instagram and TikTok sharing the expectation of the event.
	By creating posts that include the suppliers to gain followers of the same psychographic 
	Creating captivating content will engage interest and generate ticket sales 
	As soon as research into previous event survey and continue before, during and after event

	Create mood boards for ideas and seek potential props from charity shops to save on budget.
	Build up ideas and props each week 
	Collectively as a group to be involved in event design
	Through creating the theme, it engages emotionally with attendees creating satisfaction 
	Before the event 

	Engage with local businesses and find the best price with appropriate catering service to fit the needs of the event
	Clear communication with all event organisers and suppliers until one appropriate
	Achieve this by contacting a range of local catering services and explaining how their service would be a major part of the charitable event 
	Meeting the needs of all stakeholders 
	Before, during and after the event.




B. Gantt Chart
https://app.smartsheet.com/sheets/JcVG2JfmxwQ8fQvr2VxgG377X7W5PRpC9jRPPC91
C. Financial Plan[image: ]

D. Event Program 
	Time
	What will be happening?
	Who by?

	3pm
	Whole team will arrive at GNSQ
	Whole team

	3.15pm
	Brief team on expectations, event program and introduce/thanks to GNSQ.
	Managers of GNSQ, Event Co-Ordinator and whole team

	3.30pm
	Set up: Table/Seating, Raffle stand, check sound system, prop display set up, welcome drinks, receive catering Food by Sean. 
Start playing music 
Content creating through social media
	All departments to be assigned to their specific groups.
However, when one task done everyone to help each team to ensure task are achieved before opening.

	4pm 
	Doors open.
Greet and assist attendees to their tables. Allow guests time to settle.
Prepare food.
	Security to check tickets and allow attendees. 
Hosts to meet and greet and assign to tables.
Event Co-Ordinator to communicate with Food By Sean.  
Social media to gather content.


	4.30pm-5pm
	Food by Sean is placed on tables for guests, bar service running. 
	Hosts/Design team to serve
Social media gather content 

	5.15pm-6pm
	Welcome speech made encourage guests to buy raffle tickets and enjoy entertainment 
	Event Co-Ordinator to welcome speech

	6.30pm
	Raffle drawn
Closing/Thank you speech.
Collect move raised for Ty Hafan. 
	Have guest draw Raffle 
Have finances team count and exchange funds to Ty Hafan representative 

	7pm
	Clear what needs to be removed however allow guests to remain at GNSQ to enjoy. Thank all stakeholders for participation
	Everyone


E. Risk Assessment
	Risk Identified 
	Who is at risk?
	Risk Factor 
	Measures required to control risk 
	Further action needed? 
	Responsibilities

	Fire 
	Staff, public and venue 
	Low 
	Full fire risk assessment should be in place at the venue and constant checks should be in place.
	No further action needed
	Event coordinator to ensure venue has risk assessment in place 

	Slips, trips, and falls 
	Staff and public 
	Low
	Good housekeeping, as props are being used at the event ensure they are secure to the ground avoid loose cable to avoid trip hazard.
 (HSE,2021)
	Train volunteers
	Volunteers, staff, and venue hire

	Violence due to alcohol consumption
	Staff, public and venue
	Medium
	SIA badged security staff.
CCTV
Information sharing with police and other security staff at licensed premises in the area. 
Avoid overcrowding.
Bar staff to refuse people intoxicated.
Glass collectors. 

(HSE, 2021)
	No further action needed
	Confirm security are SIA badged and CCTV at venue.
Monitor ticket sales to set numbers of attendees that can be controlled to avoid overcrowding.

	Hangings, drapes, inflatables etc used for decoration. (HSE, 2021) 
	Staff, public and venue 
	Medium
	May be flammable and obscure exit signs.
Not to hang over exit routes. (HSE,2021)
	No further action needed 
	Relay risk factors to event design department

	Food Allergys 
	Staff and Public
	Medium
	Food intolerances and allergies 
	Be aware of any known allergies
	Receive individual risk assessment from food by Sean following Food safety act 1990 

	Covid 
	Staff and Public
	Medium
	All Persons being exposed to carriers or persons infected with Covid 19
Venue being compromised by a person with Covid 19
(Ffos Las, 2021)
Frequently checking WHO and local covid restrictions on any possible changes. 
	All persons (with exception of the public) entering the operational part of the site Must be accredited and completed the compulsory COVID 19 education module on Racing to Learn, and online health questionnaire for this fixture.
(Ffos Las,2021)

Hand Hygiene to be followed (Ffos Las,2021)
	Operating zones to be frequently cleaned by all team members assigned within to zones.
Additional cleaning requirements of any are contaminated. (Ffos Las, 2021)



F. Contingency Plan
	Item
	What can go wrong
	Severity 
	Contingency Plan

	Sound equipment
	Sound equipment failure/Microphones not working
	Medium
	Check with venue if they have alternative sound equipment if not, have sound equipment hire on standby

	Venue closure
	Due to covid, venue can close due to outbreak
	Medium
	Keep frequent communication and have alternative venues arranged or possible outdoor venues

	Volunteers
	Unattended volunteers
	Medium
	Make clear of expectations and working times to avoid confusion. 
Also roster more volunteers to cover roles where needed

	Emergencies/Injuries 
	Fire, risk to health to staff/public and violence
	Low/Medium
	Have security who can liaise with police and inform all staff of 999/111 protocols if needed. 
First aid training.


	Caterers 
	Food is not delivered
	Medium
	Have a list of nearby restaurants that can provide food at the last minute.

	Gin 
	Gin bottles are not delivered
	Medium
	Liaise with venue for possible back up options of gain available to meet attendees' expectations.


G. Evidence 
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Overview of discussion:

Event Date: 14th May
Event Time: 4pm-7pm

Job roles

Jessie - Co-Ordinator

Sam - Tech/Security

Josh - Hospitality/Food&Bev

Mel - Social Media/Event Design
Amanda -Hospitality/Food&Bev
Eden - Event Design/Set-Up
Sarah - Event Design/Raffle
Chloe - Event design/Social Media
Shannon D- Event Design/Set-Up
Shannon P - Event design/Set-up

Contact Chloe Griffiths year 1
about budgeting.

(Apologies if anyone is left out!)
Most favourable venues:

Gin Ne Sias Quia [/ Morgan's Hotel
...However as stated above a list

other potiential venues.

Jessie: Is awaiting response from
Shelley, Ty Hafan.
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A Item Description [~ |Category [~ 1100 Guests Lv|Value |~]|
Food by Sean Food/Props £15x100 -£1500
Mixers Mixer for HLG £1x100 £100
Harbour Lights Gin Alcohol £5x100 -£500
Venue Hire FREE
Security FREE
Event Design Photo frame/Props See specific fund -£150
Raffle £2 per strip £2x100 £200
Ticket Sales Online 80% capacity £25x100 £2500

Estimated total for Ty Hafan £500
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Overview of discussion:

Event Name (subject to change):
Mad Hatters Afternoon G&T
Venue (subject to change): Burry
Port memorial Hall/Pembrey
Memorial Hall

Not for profit event

Event date: May 14th
Event time: 4pm-7pm

An unique experience of Alice in
wonderland themed afternoon tea
with Harbour Lights Gin served

All money raised after covering our
own costs + harbour lights to be
given to Ty Hafan alongside a
raffle/auction to assist in the
fundraiser.

General started
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Most favourable venues:

Gin Ne Sias Quia [/ Morgan's Hotel
...However as stated above a list
other potiential venues.

Jessie: Is awaiting response from
Shelley, Ty Hafan.

In regards to Event Design: Gather
Pinterest mood boards, seek
anything ‘Mad Hatter’ themed that
would create ‘wow factor' & also
low in cost, happy to send over
pics used from my mood board as
inspo!

We shall move forward with other
aspects once venue has been
confirmed

12 brilliant X
afternoon
teas in and...

4 & www.walesonl...
e —

General started
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