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Event Plan Report
Event Overview
Event Name: TED X Swansea 
Event Type: Conference (TEDx Talks)
Concept & Theme: The event is based on the theme of ‘New Beginnings’, exploring concepts of transformation, personal reflection, change and innovation! The 12 guest speakers will present inspiring narratives and innovative ideas, offering thought provoking perspectives that encourage attendees to reflect, embrace change and take meaningful action in their own lives and communities. 
Themes are fundamentals to a successful event as they elevate from standard events into immersive and memorable experiences (Taylor, 2024). Having a defined theme also play a key role in attracting specific demographics and niche audiences, as they appeal to individuals particular interests, values and motivations. 

Target Audience: 
While the event does not target a single specific audience, it is likely to attract groups such as students and younger individuals seeking inspiration for their future, as well as those with an interest in personal development and social change. Additionally, entrepreneurs and start up founders, alongside professionals and career changers, are likely to be drawn to the event in search of fresh ideas, motivation and new direction for growth. Similarly, creatives, academics and educators may be attracted by the opportunity to engage with storytelling, innovative perspectives and the exchange of knowledge. 
Identifying a clear target audience improves efficiency in ticket sales, marketing and overall productivity, while preventing wasted time and resources on ineffective strategies (Rox Event Staff, 2020). 


Timing, Location & Programme
Date & Time: 21st March 2026
10:00am – 16:00pm 

Venue: Dylan Thomas Centre
Event Programme: 
9:30am – Doors Open
10:00am – Opening Welcome and Introductions
10:10am – Professor Terry Stevens (1st Talk begins!)
10:30am – Dr. Carlton Brown
10:50am – Susan Houston- Kienitz
11:10am – Break 25 mins (Fringe area open)
11:35am – Dr. Tom Tatchell
11:55am – James Phillips
12:15pm Helen Joy 
12:35pm – 1:35pm – Lunch Break (Opportunities for networking!)
1:35pm – Dean Harrison
1:55pm – Kathryn Harris
2:15pm – Derek Nelson
2:35pm – Short break for 25 mins (Fringe area open)
3:00pm – Mike Bates 
3:20pm – Gitajali Trevorrow- Seymour
3:40pm – Marina Hauer (Final Talk) 
4:00pm – Event closes, photo & interview opportunities!

Aim and Objectives
Overall Aim: To inspire and engage the Swansea community by sharing powerful ideas and stories that reflect the theme of ‘New Beginnings’, encouraging innovation, personal growth and positive change among attendees!
Objectives:
1. To organise & deliver a high-quality TEDx event on the 21st of March 2026, showcasing a diverse range of impactful speakers, leaving attendees feeling inspired!
2. To raise £80 from the raffle ticket sales for the ‘Petiffor Trust’ Charity
3. To sell 50 tickets by the 16th of March 2026 at 18:00pm by the final group TEDx meeting
Objectives are defined goals or targets that are set to be achieved within a specific timeframe. They provide direction and purpose, helping to guide actions and decision-making while establishing clear expectations for desired outcomes (Price, 2025). The SMART Goals model (See Appendix A) can be used to assist in objective setting (Day, 2025). It acts as a structure to create a specific, measurable, achievable, relevant and time-bound targets, heling to enhance the overall effectiveness of the event delivery (Boogaard, 2023).

Project Planning Techniques (Including EMBOK Framework)
Work Breakdown Structure (WBS): 
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Gantt Chart: 
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· 21st of March – TEDx Event Day (Execution!)
· Post-event – Evaluation

Running Order – TEDx Swansea: New Beginnings (21 March 2026)
08:00 – Event Team Arrival & Setup
Event organisers (Susie-May, Charlie, Caitlin, Tamara, Mark & Debbie), sponsors, stand holders, host (Bernie), and guest speakers arrive for venue setup, technical checks, and final decorations.
09:00 – Volunteer Arrival
Volunteers (Niamh, Ethan & Andrew) arrive and are briefed on roles and responsibilities.
09:15 – Team Briefing Meeting
Full team meeting to review the running order, assign final tasks, and address any last-minute updates.
09:30 – Final Preparations & Attendee Arrival
Final checks completed while attendees begin to arrive and register car parking
10:00 – Event Begins
Official start of the event, including welcome and opening speech from Bernie (host)
Morning Session
10:10 – Talk 1: Professor Terry Stevens
10:30 – Talk 2: Dr. Carlton Brown
10:50 – Talk 3: Susan Houston-Kienitz
11:10 – Break (25 minutes)
Fringe area open for networking and engagement.
11:35 – Talk 4: Dr. Tom Tatchell
11:55 – Talk 5: James Phillips
12:15 – Talk 6: Helen Joy
Lunch Break
12:35 – 13:35 – Lunch & Networking
Opportunities for networking. Raffle draw with a variety of prizes to be won!
Afternoon Session
13:35 – Talk 7: Dean Harrison
13:55 – Talk 8: Kathryn Harris
14:15 – Talk 9: Derek Nelson
14:35 – Break (25 minutes)
Fringe area open. Guest speaker interviews and attendee feedback collection.
15:00 – Talk 10: Mike Bates
15:20 – Talk 11: Gitajali Trevorrow-Seymour
15:40 – Talk 12: Marina Hauer (Final Talk)
Closing
16:00 – Event Close
Closing wrap up, followed by photo and interview opportunities.
17:00 – Clear Down & Venue Close
All staff, speakers, volunteers, and attendees leave. Venue cleared and cleaned.

Speakers Schedule:
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EMBOK Domains:
	EMBOK Domain:
	Task:
	Completed By:

	Administration
	· Planning
· Co-ordination
· Logistics
	Tamara

	Design
	· Event theme
· Decor
· Entertainment (fringe area)
· Branding
	Caitlin

Group Effort

	Marketing
	· Promotion
· Sponsorship
· Audience Engagement 
	Charlie

	Operations


	· Venue setup
· Safety
· Security
	Group Effort
Susie-May

	Risk Management


	· Identifying
· Assessing
· Mitigating risks
	Susie-May




Market Research & Target Audience
Market Segments: 
·  Students (college or university), as well as graduates
· Local community supporting
· Professionals, educators and entrepreneurs
· Creative individuals (e.g writers etc)
· Those wanting a ‘New Beginning’, yearning for a fresh start or change in their life
Competitor Analysis: 
· Other TEDx events in Wales and the UK
· Local conferences and networking events in Swansea
· Speaker events like CreativeMornings or Ignite Talks
While competitors pose a threat, they also provide opportunities to innovate and distinguish your event from others (Lewis, 2024).
Compared to competitors, this event offers a global reputation & recognisable TEDx brand, combined with a strong local focus and a cohesive theme of ‘New Beginnings’. 
Consumer Preferences:
· Interest in inspirational and motivational content (TED, 2026)
· Individuals interested in interactive and engaging event
· Those who enjoy networking opportunities
· An interest in high-quality speakers & what they have to share

Budget & Financial Plan
Projected Income: 
Income will be generated through ticket sales, sponsorships and potential donations or partnerships.
Expected Expenditure:
Venue & Equipment: £0
Marketing & Promotion: £0
Staffing & Security: £0 
Catering & Logistics: £80 (Guest speakers & stand holders will be provided lunch by the catering team)
External Suppliers: Camera & filming equipment & staffing, catering providers, printing & promotional services.
Budget Report: 
A detailed budget report will be maintained to track all income and expenditure, ensuring financial transparency and effective cost management throughout the event.
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Risk Management & Health & Safety
Risk Assessment for the day:
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Additional General Risk Assessment:
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· License Holders – TEDx Swansea license is held by Mark Davies

Contingency Planning
Alternative Venue: 
A suitable backup venue within Swansea will be identified in case the original venue becomes unavailable – for example the UWTSD SA1 University Campus.
Weather Contingencies: 
As the event is primarily indoors, weather impact is minimal, however, contingency plans are in place to address potential travel disruptions for attendees and speakers.
Key Supplier Failures: 
Backup suppliers for catering, backup guest speakers, tech equipment, filming and sponsor drop outs will be arranged to minimise disruption.
Crisis Communication Plan: 
Any issues or major changes will be communicated promptly via email and social media with a designated spokesperson managing public relations to ensure clear and consistent messaging (e.g Charlie on the TEDx Swansea Instagram page & Mark on email to attendees).

Evaluation Strategy
Post-Event Surveys: 
· Distribute an online survey to attendees via email after the event 
· Include questions about speaker content, event organisation, interactivity with fringe area venue and overall experience.
Key Performance Indicators (KPIs):
· Number of ticket sales vs target ticket sales
· Attendee satisfaction scores from survey
· Social media engagement (likes, shares, reposts, comments)
· Number of networking connections made or partnerships formed
· Post event mentions or shares
Attendance Measuring: 
· Track ticket scanning at registration (through a clicker counter) for precise attendance numbers
· Record participation throughout the day through raffle ticket sales, engagement in VR experiences, interactivity with vendors & stands 
Debrief Meeting: 
· Hold a team meeting within the week after the event to review outcomes
· Discuss what went well, what could be improved and what lessons we took from the experience. 

Reflection is critical as it helps to “turn our experiences into useful knowledge” (Cox, 2022). The Gibb’s Reflective Cycle (See Appendix C) is a useful framework to simplify this reflection process in order to truly understand what worked well and what could be improved for the future (BiteSize Learning, 2024). 

Division of Work & Responsibilities (Including Belbin Roles)
Meeting Minutes: 
All planning meetings are recorded and stored digitally to track decisions, progress and assigned tasks. 
Email Correspondence: 
Key communications with team members, group connections, guest speaker details, interactive experiences like VR for fringe area and raffle donations from local businesses. Some examples are shown below:
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Task Assignments:
Roles & responsibilities were allocated based on strengths & personal preferences to ensure efficient planning and execution of the event. 
Belbin Roles (See Appendix D) is a framework used to identify the distinct groups of behaviours that people adopt within a team (Belbin, 2025). 
Coordinator: Ensuring overall project direction and leadership - Caitlin
Shaper: Driving progress and keeping the team focused - Caitlin
Plant: Generating creative ideas and innovative solutions - Charlie
Monitor Evaluator: Assessing ideas critically and ensuring quality - Charlie
Implementer: Turning plans into actionable steps – Susie-May
Completer Finisher: Ensuring all details are perfected – Susie-May
Resource Investigator: Seeking external opportunities and connections - Tamara
Teamworker: Promoting harmony and collaboration within the team – Susie-May
Specialist: Providing in-depth knowledge in key areas - Tamara


Appendices:

Appendix A - SMART Objectives
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(Bitesize Learning, 2023)


Appendix B – EMBOK 
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(EMBOK, 2026)

Appendix C – Gibb's Reflective Cycle 
[image: ](BiteSize Learning, 2024) 

Appendix D – Belbin Roles 
[image: ](Sales Training International, 2024)
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Names:  Tasks Start Date  End Date Duration Jan- Week of 26th Feb- Week of 1st Feb- Week of 9th Feb- Week of 16th Feb- Week of 23rd Mar- Week of 1st Mar- Week of 9th Mar- Week of 16th
Caitlin 26 27 28 293031 12345678 910 111213 14 15 1617 18 1920 21 22 23 24 25 26 27 28 123 4 56 7 8 9 10 11 12 13 1415 16 17 18 19 20 21

Order decorations 6thofFeb  SthofFeb  2days ||

Sustainability section 16thof Feb  10th of March 3 hours | | | | | ] I N H B
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Charlie  Interview with guest speakers 2ndMarch  18thMarch  45m
Post on the Instagram feed SthFeb  22ndMarch  1month ||
Create instagram page Sthfeb  SthFeb 1 hour

= =

Post on the Instagram story 19thFeb  Piriodically 2 months
email camp canada for goodie-bag items 9th March ~ 9th March 15 minutes ||
Tamara  research sponsors 6th feb 13th feb 7 days | ]
reach out to sponsors 13thfeb  l6thmarch  1month3days H I
follow up with sponsors lathfeb  l6thmarch  1month2days
raffle support 3rdmarch  l4thmarch 10 days
catering requests 12thmarch 20thmarch 8 days | ] | ]
repost marketing/marketing support Sth feb 21st march 1 month 12 days
team meetings 26thjan  17thmarch 22 days || || ||
order/pay t shirts Sthmarch  12thmarch 7 days ||
contact atendees Sthmarch  20thmarch 11 days H I
create goodie bags 18th march  19thmarch 2 days | ]
Susie-May Set budgets for group & their sections  7th Feb 11th Feb 4 days H
Email businesses for raffle 15thFeb  16thMarch  1month || ||
Create risk assessment for the day 21stFeb  SthMarch  15days
Visit businesses for support (e.g Pixie
cakes) 2ndMarch  2ndMarch 2 hours

Market TEDx at ITT event (handing out

fiyers etc) 10th March  10th March 9 hours
Create wellness hamper for raffle 12th March  12thMarch 3 hours
Folow up & finalise raffle prizes 14th March  16th March 2 days
Team meeting to finalise plans 16th March  16th March 1.5 hours
Put together goodie bags 17th March  19th March 2 days
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AGENDA

21ST MARCH 2026. DYLAN THOMAS CENTRE. SWANSEA

9.30am - Doors open

10.00am - Opening Welcome
and Introductions

10.10am - Professor Terry Stevens
10.30am - Dr. Carlton Brown
10.50am - Susan Houston- Kienitz
11.10am - Break 25 mins
11.35am - Dr. Tom Tatchell
11.55am - James Phillips
12.15pm - Helen Joy

12.35pm - 1.35pm - Lunch break
1.35pm - Dean Harrison
1.55pm - Kathryn Harris
2.15pm - Derek Nelson
2.35pm - Short break 25 mins
3.00pm - Mike Bates
3.20pm - Gitajali Trevorrow-Seymour
3.40pm - Marina Hauer

4.00pm - Event closes photos
and interviews
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Finance:

Section

Decorations
Decorations
Raffle prize
Decorations
Fringe Area

VIP / Speakers
Raffle

Raffle prize
Merch/Uniform

Refreshments
Refreshments

Product(s) aquired
Banners

Balloon Arch

Tea & Biscuits Hamper
Balloon arch structure
Black Table clothes (x10)

Cookies & Cakes goodies
Raffle Book (x2)

New Beginnings' Wellness Hamper
TEDx Swansea T-shirts x10?

Waters
Tea & Coffee

Name
Caitlin
Caitlin
Caitlin
Charlie
Charlie
Susie-May &
Charlie
Susie-May

Susie-May
Tamara

Group
Tamara

Price:

£10
£2

£40

£100

Free
£15

Total:
£20
£10
£25
£10
£20

£10
£2

£40

£100

Free
£15
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Activity

Attendee arrival
(including ticket
scanning & car park
registration)

Audience seating

Stage Presentations

AV Equipment
Operation

Fire Emergency

General movement in
venue

Medical Emergency

Refreshments offered
to guest speakers &
sponsors

Accessibility

End of event

Risk Description

Likehihood

Impact

Crowding at entrance
causing congestion o

minor injury Medium

Trips or slips while

moving to & from seats  Medium Medium

Speaker trips on stage or
cables

Electrical hazards from
projectors, microphone
& cables

Fire requiring evacuation
Trips due to bags, coats
or equipment in
walkways

Attendee illness (fainting,
panic attack etc)

Food allergies or
reactions

Difficulty accessing
seating or facilities for
disabled or elder
attendees

Congestion when

attendees leave Medium

Preventative Measures
Stagger arrivals, clear
signage, seperate
sections for ticket
scanning & car parking
registration staffed by
volunteers

Ensure walkways are
clear, sufficient lighting,
no bags or cables in
aisles

Secure cables, brief

speakers on stage layout,
ensure adequate lighting

Use PAT tested

down, only trained staff
operating equipment

Follow venue fire
procedures, keep fire
exits clear, volunteers
aware of exits
Provide designated

storage areas, keep aisles

clear

Identify first aid kit

aider

Label allergens clearly
and inform guest

speakers & standholders

Ensure accessible
seating, clear pathways
and staff awareness
Encourage gradual exit
and volunteers direct

flow

location and trained first

Contingency Plan  Responsible Person

Open additional
check-in point if
queue forms

Event Organiser /
Registration
Volunteers (Niamh &

Staff or volunteers
assist attendees and
remove hazards

Venue staff/ Staff/
Volunteers

Pause talk and assist
speaker, provide first Technician/Lighting/F
aid if needed ilming or Event Host

equipment, cables taped Turn off faulty

equipment, isolate
power source

AV Equipment Staff
member/filming crew

Evacuate to assembly
point (outside of DTC

by car park) and
contact emergency  Venue staff / Event
services organiser

Volunteers remove  Volunteers & event
hazards immediately organisers

Call first aider or
emergency services if
needed (Charlie  Event Organiser/
certified Medic)  Venue Staff - Charlie
(Deborah Jenkins & Debbie with First
First Aid Trained)  Aid

Provide medical
assistance and
contact emergency
services Catering
Provide assistance or
adjust seating
arrangement

Event organisers /
Volunteers

Open aditional exit

route if required and  Volunteers & venue
permitted staff
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Additional Risks:

Financial Management

Reputational Risk

Event set up

Data Protection

Power failure

Weather disruption

Budget overspend & lack
of ticket sales Medium
Poor organisation,
delays, speaker's talk,
low quality experience
damanging TEDx
reputation Medium
Injury during lifting

equipment or incorrect

set up according to

floorplan causing hazards Medium
Misuse or loss of
attendee personal data
(e.g ticket info, raffle
contact ticket)

Loss of electricity
affecting lighting, AV and
presentations/ talks

Severe weather affecting

attendance or travel Medium

Set clear budget, track
spending, gain
sponsorships

Detailed event plan,
rehersals, clear schedule,
trained & aware
volunteers

Use correct manual
handling, team lifting,
follow venue setup
guidelines

Store data securely, limit
access, follow GDPR

guidelines

Check venue

infrastructure, test
equipment beforehand

Monitor forecast,
communicate with
attendees, sponsors and
speakers

Reduce non-essential
costs, seek additional
funding or scale
down event

Address issues
immediately,
communicate clearly
with attendees

Stop activity if
unsafe, adjust set up,
provide assistance
Report incident &
inform affected
individuals iof
required

Pause event, use
backup plan(e.g
delay or reschedule
talks)

Delay start, allow
late entry or
reschedule if
necessary

Event organiser /
Finance Manager -
Susie-May

Event organiser /
Host (Bernie)

Volunteers / Event
organiser

Event Organiser /
Eventbrite User
(Mark)

Venue staff / AV
Equipment

Event Organiser &
Attendee
Communicator
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Hi Suzie May
James,

You just got a gift
card!

TAKE A DEEP BREATH AND SAUNA.

Oxwich Bay Beach, Gower, S

wansea, SA3 1LS

With love from the Ty Sawna
team
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e Susie-May James (2404489)
To: VR
Mon 23/02/2026 19:09

Hi! I'm hoping this is the right email for the VR in SA1
campus! Following our conversation earlier
regarding borrowing a couple of the VR sets for our
course event in the Dylan Thomas Centre on March
215t~ just wondered if this was still possible to hire
them out that day & obviously | can collect them the
day before! Once we have decided what we want to
show on the VR sets, | will send across these! Hope
this is okay :)

Best wishes,

Susie-May
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To: Susie-May James (2404489)

Wed 04/03/2026 13:50

Hi Susie-May,

Sorry for the delay but you should see a invite for the
booking. | have booked it from the Friday to Monday
for collecting and dropping off.

For the content send them over when you get a
chance.

If you got any questions, please let me know!

Nathan Chaplin

VR Technology Specialist

University of Wales Trinity Saint David
Swansea Campus | Abertawe Campws
Email | E-bost : n.chaplin@uwtsd.ac.uk
Website | Gwefan: UWTSD | DE&E
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9 Deborah Jenkins
To: tedxswansea@yahoo.co.uk +4
Thu 29/01/2026 14:30

Hi Mark
Thank you for the details so far.

We have checked the eventbrite link - can you
please add a price for students @12.50 please - we
discussed that the 30 'free' tickets are for the girl to
sell so that they can cover some of their costs.

Have you more profiles to send across ?- could you
please pop LinkedIn details on the profiles as well
so that we can link the marketing with them too

Susie May has a potential speaker that you may or
may not know if there is still place that she will
share with you on the WhatsApp group

Charlie has another name as well she will share on
the whatsapp group - Richard Wright - an english
football coach who is local as a potential
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Setting SMART goals
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Attainable

The goal is
challenging, but
should be
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The goal
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contributes to
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like the overall
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BiteSize Learning

Timely

This goal has a
deadline or,
better yet, a
timeline of
progress
milestones.
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Gibbs’
reflective
cycle

Whether something went badly,
well, or somewhere in-between,
it's worth taking some time
afterwards to reflect.

Description
What actually happened?

This six-stage system helps
individuals or teams structure the
process, acknowledging reactions,
exploring underlying causes and
learning from any mistakes.
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