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Event Overview

Description of event

The Event consists of a games night aimed at the age range of 18-30 year olds. It will provide a relaxed environment for students and young adults to have fun with their friends while providing the opportunity to make new ones. Through the interactive and inclusive element of the event it will enable individuals to feel included and involved. This is important as the individuals perceptions can be determined by the interaction (Hurst, Wallace and Nixon, 2013). It has also been discussed that extracurricular activities can benefit an individual (Stearns and Glennie, 2010)

Timings, location and event programme

The timings of the event programme need to be considered to ensure the avoidance of particular times (Allen et al. 2008).

Location – City Church Swansea, SA1 1QQ
Time – Doors open at 7pm. Doors close 10pm
Programme overview – As the guests arrive there will be a table with various games like Jenga, cards, Yahtzee that can be played in small groups around the tables while everyone is arriving. Refreshments will be available such as tea, coffee with a selection of cakes including allergy options. The quiz/games will have different rounds that are interactive with a mixture of physical and mental games throughout. Half way through the event, there will be a break for an opportunity for more drinks and a toilet break. The quiz will finish at 9pm, with the table top games available until the doors close at 10pm. 

7:00pm – Doors open, Table Top Games and Refreshments available 
7:30pm – Quiz starts and Team names
7:35pm – Round 1 Backwards Trivia
7:50pm – Round 2 General Knowledge
8:05pm -  Round 3 Spaghetti and Marshmallow Tower
8:15pm – Break and Refreshments
8:30pm  - Round 4 Character Guessing
8:40pm – Round 5 New Phone, Who Dis?
8:55pm – Round 6 Rhyme Time
9:00pm  - Winners Announced and Table Top Games
10:00pm – Doors Close 

Team members 

From identifying the team member’s strengths and weaknesses this could be applied to the roles given to each team member. Through considering Belbin’s team roles (Belbin, 2010) the top three roles for Chloe was Implementer, Completer Finisher and Coordinator as the top three roles for Meg was Shaper, Team Worker and Plant. From these results the team has a strong position that covers a variety of Belbin’s team roles. 


Aim and Objectives 

The aims and objectives are to provide a safe, relaxed space where individuals and groups of friends can come together. 
Another aim is to create a successful night shown through consumer satisfaction that will be measured by observation of the participants and their interaction. 

Project planning techniques 

Before any decisions were made a feasibility study was undertaken to consider if the event is practical to execute (O’Toole, 2008). Through this research initial ideas were changed and developed to line up to the practicalities of the visioned event. 

	Area
	Is it plausible and practical? 
	Is it achievable?

	Venue – City Church Swansea
	No Cost for venue
Variety of set up options and rooms 
Central location in Swansea with close access to public transport (train and bus) 
Car park on site 
Good facilities – plenty of toilets, kitchens, heating, urns, tables, chairs, screen, sound 
	Yes

	Time and Date 
7pm Thursday 16th March 2023
	Best time to start a games night is between 7pm and 8pm (The Event Book, 2019)

No other major events in Swansea on the same day (ATG, 2023) (Swansea Grand Theatre, 2023)

Venue available on Thursday nights with not many other options
	Yes

	Time scale 
	The timescale is practical with detailed planning, deadlines being met and accurate execution. 
	Yes 

	Finance 
	The event does not need an initial budget as the only expense will occur just before the event once ticket sales have been made.

Low amount of costs as fundraiser event so majority of finance will be a donation.
	Yes.

	Operations
	A wide selection of individuals who can volunteer on the day and some have a good working knowledge of the building and facilities. 
Equipment is readily available.
	Yes




For the consideration of project planning there were multiple methods that were used. Some of the methods used were Gantt Charts (Gantt, 1903) and Work Breakdown Structure Chart (Haugan, 2002). The planning and having systems in place is vital as it helps to implement the strategy and goals (Johnson et al, 2014). This enabled the project to have a clear direction with each task split between the group members. Meg’s focus points included the marketing, games night content and prizes as Chloe’s role consisted of the operational running of the event including risk management and attendees. 
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In the planning process the EMBOK knowledge domains were used as it covers the essential areas to create, develop and deliver an event (EMBOK, 2006a) Through considering the domains of Administration, Design, Marketing, Operations and Risk (EMBOK, 2006b) it can assist in ensuring all areas are covered and accounted for in the planning and preparation stage. 
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(EMBOK, 2006b)

By using the EMBOK chart Meg took a lead on the Design and Marketing elements and Chloe took a lead on Administration, Operations and Risk. 


Logistics

Ticketing

The tickets are sold through Fixr and in person. By using Fixr it enables us to obtain the contact details of those who have booked on to the event (Fixr, 2023). The details of individuals will also be collected if the tickets are bought in person. Through having this information, it can be used as a safety measure if for any reason the event needed to be cancelled, it would enable the organisers to contact those with tickets. It also helps with the planning of knowing the number of people who are attending (Shone and Parry, 2013).

The venue can be used in a variety of different ways with the balcony of the church holding 50 people but if this number is exceeded the main hall will be able to be used. In both areas there is a kitchen attached to the hall, also easy access to toilet facilities. 

Staff

There will be several volunteers required to make the event a success with the breakdown consisting of – 

Registration – Chloe and Phoebe 
Welcome and Direction to Tables – Meg 
Hot Drinks – Annie and Sandra
Media – Chloe and Meg
Hosts – Chloe and Meg, with Ieuan, Phoebe, and Jess assisting
Security – Ieuan 
Serving Cakes – Meg, Phoebe and Annie
Game Assistants – Chloe and Meg 

It is important to assign the correct individuals to the roles who can use their skills and assist the guests (Getz, 2005).

The budget for the event is based on the sale of 50 tickets. It is important to prepare a budget to financially plan for the event (Wood and Robinson, 2013).

	
	Per Person based on 50
	Overall based on 50

	Tickets 
	5.00
	250.00

	
	
	

	Cake 
	0.20
	4.76

	Cheesecake
	0.14
	6.80

	Mini Muffins
	0.11
	5.07

	Loaf Cake 
	0.16
	7.74

	Milk
	0.05
	2.35

	Tea
	0.03
	1.39

	Coffee
	0.04
	1.85

	Squash
	0.02
	0.95

	Prizes
	0.20
	10.00

	Games
	0.09
	4.28

	Total Expense
	1.02
	45.19

	
	
	

	Total Profit
	3.98
	204.81









Risk Management Plan 

EMBOK incorporates risk management as one of the main areas necessary for event management. The concept of risk management is to consider and reduce any future incidents that could negatively influence the events (Bowdin et al, 2011). The risk management plan focuses on people and provides an overview of the elements of the event (Getz and Page, 2020). The strategies used towards risk are avoidance, reduction, diffusion, and reallocation (Berlonghi, 1990) 











	RISK ASSESSMENT TITLE

	FIELDWORK RISK ASSESSMENT TEMPLATE

	RISK ASSESSOR NAME
	UNIVERSITY INSTITUTE / DEPARTMENT
	BRIEF DESCRIPTION OF ACTIVITY

	Chloe Griffiths
	Travel, Tourism and Events 
	Games night for students and young adults at City Church Swansea 

	AUTHORISING LINE MANAGER
	PERSONS AT RISK / POTENTIAL HARM
	DATE(S) / LOCATION(S) OF ACTIVITY

	Deborah Jenkins 
	Those attending the event or others who are affected by it.
	Thursday 16th March 2023 / 7pm / One off event / City Church Swansea
 The risk assessment is to be reviewed by the risk assessor when any aspect of the event changes or after any incident.



	HAZARD
	PRE-CONTROL 
RISK
	CONTROLS
	RESIDUAL RISK

	Lack of awareness of Health and Safety requirements
	Moderate
	1. Health and Safety processes and guidance to be followed
2. All staff to be briefed in health and safety requirements 
3. Safety talk to take place at the beginning of the evening providing information on fire exits 
4. Electrical appliances based in venue are PAT tested as well as the sockets 
5. Chairs not stacked higher than 10
6. Tables stored in back cupboard away from risk of falling
	Low

	Fire Incidents
	Moderate
	1. Fire Exits will be kept clear, with a clear exit point
2. Fire extinguishers and equipment in working order
3. Working fire alarms that are tested weekly
4. Meeting point away from the building
5. Fire incidents reported and investigated
	Low

	Weather
	Low
	1. Consider weather for location and if there could be an access problem.
	Low

	Health Issues
	Moderate
	1. Covid – Clean environment with tables and touch points being wiped down before and after event 
2. Hand Sanitiser is available
	Low

	Lone working / Isolation
	Moderate
	1. No individual will be in the building alone 
2. 2 people to lock the building at the end of the night
	Low

	Personal Safety
	Moderate
	1. Trips, falls and accidents – Layout of the room will be accessible with spaces between the tables 
2. Cables will be taped down if they are on the floor or walkway
	Low

	First Aid
	Moderate
	1. First aid kit located in downstairs kitchen 
2. First aider available through the evening
	Low

	Security
	Moderate
	1. Ticketed event, only admission is with a purchased ticket 
2. One entrance in with tickets being checked on arrival
3. Doors to other parts of the building are locked and codes required 
4. Various exit routes from building 
5. Public trying to gain entry – Individual who has knowledge of building and individuals who try and gain access to be present to deal with any situations 
6. CCTV cameras are installed 
7. Security catch locks on main entrance doors
	Low
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RISK RATINGS
	HIGH
	Activity must stop until suitable control measures have been implemented. Additional resource / cost likely required.

	MODERATE
	Further consideration to be given to reduce risk. Additional resource / cost potentially required.

	LOW
	No / limited risk reduction measures required. Monitor existing controls. Additional resource / cost unlikely to be required.


Document Control
	Version:
	Purpose of Issue / Revisions made:
	Approved:
	Date:

	1.0
	Draft for Approval
	
	

	2.0
	Draft Approved
	
	

	Owner:
	Chloe Griffiths

	Status:
	

	Applicable to:
	Higher Education 

	Approve Date:
	06/03/2023

	Review Date:
	15/03/2023

	Published:
	



From conducting the risk assessment there are no major concerns that would need to result in the cancelation of the event. 

Contingency plan

A contingency plan is a direct result from the risk assessment where any necessary actions have been identified (Bowdin et al, 2011). The elements from the risk assessment will be followed and executed. 

In the case of illness both Meg and Chloe are aware and have a good working knowledge of all areas of the event that they could take a lead on. 

There are other location options should the location become unavailable, such as the use of the university building. 

In the case of cancellation contact details have been taken from guests so they can be informed. 

To reduce the risk of covid and illness the surfaces are cleaned both before and after use.


Health and Safety and legal arrangements

The location has Public Liability Insurance that covers the event. 
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Evaluation Strategy 

The evaluation of an event is an essential element of the process as it considers the different elements of an event and the success such as the return on investment, satisfaction levels and the lessons that can be learnt (Bladen et al, 2012). For the games night event the evaluation will take place after the event and will provide an opportunity to assess and critically analyse the outcomes. The Evaluation will look at different perspectives of the event including Impacts, Management and Attendees. Under the management section financials, statistics and volunteers will be looked at and impacts will consider the economic, environmental, and social impacts (Bladen et al, 2012).

Conclusion

In conclusion from the event plan, the event can go ahead and will be evaluated after its completion. In the planning stages the group worked well together to complete the tasks in a timely and orderly manner to ensure the event will have the best possible chance for success.

Evidence of the division of work and responsibilities 

Chloe – 

· Created the quiz score sheets 
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Meg

Created the quiz and slides 
Meeting Minutes 
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