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[bookmark: _Toc181998432]Executive Summary
The Whitbread Employee Reward Christmas Dinner is a meticulously prepared event in the Meetings, Incentives, Conventions, and Exhibitions (MICE) sector, intended to honour and acknowledge the commitment of Whitbread’s salaried staff. The MICE industry is essential for cultivating business relationships and enhancing economic development via professional events (Anas et al., 2020). This annual Christmas celebration meshes with Whitbread’s principles of appreciation and staff recognition while offering a practical learning opportunity for apprenticeship students engaged in its development and execution (Whitbread PLC, 2024).
The dinner, hosted at Premier Inn Paddington Basin’s Bar+Brick, embodies essential MICE objectives through a structured agenda featuring recognition ceremonies, motivational speeches and a stand-up comedy performance, designed to elevate employee morale and foster team cohesion (Rajkamal et al., 2023). According to Hougaard, Carter, and Sorenso (2018), emphasising intangible benefits like public acknowledgement fosters enduring employee motivation and psychological fulfilment, which concrete rewards alone cannot do.
The event's preparation and execution adhere to the EMBOK (Event Management Body of Knowledge) model, which includes administration, design, marketing, operations, and risk management, so assuring a professional and systematic approach (Yeung & Thomas, 2021). This methodology facilitates the organised preparation of essential components, including budgeting, thematic décor, and accessibility features (House et al., 2024). Inclusive elements such as different food selections and hearing assistance technology augment the event's attractiveness to a broad workforce, underscoring Whitbread's dedication to social responsibility and an inclusive workplace culture (Shenoy & Uchil, 2018).
Post-event, feedback and performance indicators will be gathered and examined to provide insights for enhancing future events and sustaining elevated engagement levels (Quick, 2020). The assessment phase is crucial for adjusting to the changing expectations of participants and conforming to best practices in the MICE sector (Canva app, 2024). The Whitbread Employee Reward Christmas Dinner illustrates how meticulously planned events may enhance organisational loyalty, elevate employee happiness, and cultivate a good corporate culture, so reinforcing Whitbread’s dedication to staff engagement and appreciation (Cook, 2021).
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Planning and Delivering an International Event,
 The Whitbread employee rewards Christmas dinner
[bookmark: _Toc181998433] 1. Introduction 
The Meetings, Incentives, Conventions, and Exhibitions (MICE) industry is a thriving sector of tourism and hospitality that organises large-scale events for professional, business, or recreational objectives. It comprises commercial or educational seminars, incentives for employee motivation or awards, industry conferences, and product or service exhibits (Anas et al., 2020). The MICE business contributes significantly to economic development by drawing participants and tourists to host regions, encouraging professional development, and boosting information exchange. MICE events provide excellent chances for organisations and individuals via networking and engaging, making this industry critical for worldwide business connections.
The Whitbread Employee Reward Christmas Dinner is intended to reward Whitbread salaried employees who have shown excellent dedication throughout the year and hence falls under the Meeting category of MICE Industry. The event will take place at the Premier Inn Paddington Basin, Bar+Brick (Premier Inn, 2024) from 10 to 15, from 4 to 11 p.m. This site offers a comfortable yet classy setting that matches the joyful mood intended to install a sense of love and thankfulness in guests. The goal of this corporate event is to express gratitude for salaried staff members' efforts and contributions, as described by Newman et al. (2024). Employee recognition is critical to maintaining motivation and dedication to the common goal, and it is consistent with the company's ideals of praising and rewarding employees for their dedication. Furthermore, according to Bladen (2012), brand affiliation may install a sense of pride in employees by ensuring constant acknowledgement. According to Hougaard, Carter, and Sorenso (2018), "cash and other tangible rewards only have an effect in the short run and employees are not interested once they get used to"; thus, by showcasing and celebrating accomplishments, the event aims to raise spirits and encourage staff to continue delivering excellent work every year through intangible rewards such as offering employees recognition for their personal traits and psychological fulfilment such as pride. Furthermore, it provides apprenticeship students (Whitbread PLC, 2024) who are involved in event planning and execution with a hands-on learning experience that allows them to gain valuable event management skills in a real-world company environment.
[bookmark: _Toc181998434]2.0 The Whitbread Employee reward Christmas event

An event is a scheduled gathering of people for a specified reason, such as a celebration, business meeting, or community activity. Events provide possibilities for interaction, learning, and shared experiences, making them beneficial to both personal and organisational goals (Bladen et al, 2012).
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The Whitbread Employee Reward Christmas Dinner is closely linked to the MICE industry, specifically within the Incentives and Meetings segments. This event serves as an incentive by recognising and rewarding top-performing salaried managers for their commitment and dedication, a practice that aligns with MICE’s goal of enhancing employee motivation and reinforcing loyalty (Rajkamal et al., 2023). Additionally, it provides a formal yet festive space for Whitbread’s leaders and employees to connect, reflect on achievements, and set goals for the coming year. The event also fosters networking and team cohesiveness, which are key MICE objectives.

Through this event, Whitbread strengthens its corporate culture, employee engagement, and brand loyalty, all fundamental goals within the MICE industry, illustrating how incentive and recognition events play a vital role in organisational growth and workforce development.

A seasonal celebration merged with a symbolic end to the fiscal year, the Christmas and festive theme captures the enthusiasm and cosiness of the holiday season while uniting the spirit of gratitude and rebirth. Christmas-themed décor, festive food, lights, and themed scents all serve to further the theme and immerse guests in the joyous atmosphere. Key Whitbread leaders will speak to the audience, offering words of encouragement, acknowledging accomplishments, and talking about goals for the upcoming year as per the benefit discussed by Vashdi, Levitats, & Grimland (2019) in order to motivate the whole organisation by following transformational leadership. The Chairman of Whitbread (2024), Adam Crozier, will also share insights and experiences of success within Whitbread, highlighting inspirational stories that resonate with employees. The primary purpose is to celebrate and recognize the efforts of Whitbread employees, fostering a positive company culture and boosting morale (Cook, 2021). To further recognise their contributions and promote a culture of acknowledgement, staff will also receive prizes such as certificates, vouchers, and gifts. Employees who submitted their stand-up talent material on November 1 can participate in a stand-up comedy show intended to provide a light-hearted and fun touch to the event; this gives gifted employees a chance to demonstrate their abilities and personalise the entertainment.

The event will provide a pre-ordered, fixed menu with festive alternatives, guaranteeing simplified service that complements the event's holiday atmosphere while keeping in mind the F&B principles and cost control outlined by Cousins & Weekes (2020). Guests can also book accommodations at the nearby Premier Inns using the employee privilege room discounts, while the food to be catered by Whitbread and the drinks have to be bought individually by attendees.
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[bookmark: _Toc181998435] 2.1 The Event Cycle 

The Event Lifecycle is a comprehensive framework used in event management to guide event planning, execution, and assessment. It divides the whole process into different stages, each with defined goals, activities, and checkpoints to assure success (Quick, 2020). Key goals include providing a memorable festive experience, encouraging employee engagement, and offering practical event management experience for apprenticeship students (Whitbread Academy, 2024). 
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(Benckendorff, Pearce, 2020)

[bookmark: _Toc181998436]2.2 Before the Event (Planning and Preparation)

The EMBOK (Event Management Body of Knowledge) model is a comprehensive framework used to guide the planning, execution, and evaluation of events. It provides a structured approach to managing various aspects of event planning and is based on five key domains:
• Administration - Covers the management aspects, including budgeting, legal considerations, risk management, and human resources.
• Design - Focuses on the creative and strategic elements, such as theme development, ambiance, and event format. 
• Marketing - Involves promoting the event, branding, public relations, and communication strategies to attract and engage attendees, Marketing materials to be sent to Withered sites to inform attendees about the event.
• Operations - Addresses logistics like site management, attendee flow, transportation, and technical setups.
• Risk - Focuses on identifying, assessing, and mitigating potential risks, including health and safety measures, insurance, and contingency planning.

Each domain provides a set of principles, processes, and best practices that help event managers deliver successful, well-organized events. The EMBOK (2019) model is widely used in the event management industry as a foundational tool for achieving high-quality, professionally executed events. The main considerations in the planning and preparation of an event encompass a range of strategic, logistical, and operational elements that ensure a cohesive and successful outcome (Yeung & Thomas, 2021).
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[bookmark: _Toc181998437]2.3 During the Event (Execution and Management)
Throughout the event, the emphasis is on ensuring seamless operations and providing a great experience for all guests. Apprenticeship personnel will be on hand to greet guests, organise and arrange tables, and give attentive table service throughout the night. Advanced apprenticeship students, taking on leadership responsibilities, will coordinate and oversee the event to ensure that everything works well.
The event follows a meticulously planned program, which includes a warm greeting, the unveiling of new business goals, and motivational remarks from company executives. This is followed by food and drink service, which culminates in a stand-up comedy show by skilled Whitbread staff. The evening consists of supper, entertainment, and an awards presentation, with audio-visual assistance to ensure quality sound and pictures. Cashless payment alternatives at drink stations keep lines moving, and personnel are on hand throughout to help customers, answer any needs, and create a lively, friendly environment. After the event, all participants and event workers escape to Premier Inn accommodations booked through the privilege website, which provide discounts of up to 60% on the hotel (Whitbread, 2024).
[bookmark: _Toc181998438]2.4 After the Event (Evaluation and Follow-Up)
Once the Whitbread Employee Reward Christmas Event is completed, the attention shifts to assessing its overall performance and impact. The event staff collects feedback from participants via post-event surveys sent via email, where they answer 10 questions about the event and leave a suggestion box, gathering insights on engagement, satisfaction, and areas for improvement. Metrics such as attendance, activity engagement, and financial results are used to determine whether goals were reached. Sending thank-you cards to attendees and contributors, as well as performing a team debrief, are all part of the post-event activities. This reflective phase is critical for refining strategy and improving future events based on important insights.
[bookmark: _Toc181998439]2.5 Event Concept
The evening begins with a classy dining experience, complete with a selected holiday menu with alternatives for all dietary needs, served by apprentice staff for a touch of hospitality training.
The whole event will be written and projected onto a wall-mounted projector to accommodate Whitbread Hearing difficulties employees, as well as the installation of hearing loops. Furthermore, the restaurant's accessibility is being implemented in accordance with Whitbread (2024) to accommodate and provide simple access routes to guests, as well as to whiten the lodging sites. Mandatory test fire escape supervisions and exit routes continuing clarity during the event to guarantee speedy evacuation if necessity, as well as posters and signs to advise guests of assembly locations and departure routes.
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When planning an event, setting clear aims and objectives is critical for guiding the process, measuring success, and ensuring the event meets its intended purpose, theories related to setting event aims and objectives can help structure the planning and execution phases (Ramirez, 2024)
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[bookmark: _Toc181998441]3.1 Gantt chart for the Whitbread employee rewards Christmas event

In order to better understand and visualise the project Gantt chart tool helps to illustrates a project’s timeline, tasks, dependencies, and progress, helping to plan, coordinate, and track activities to ensure timely project completion (Schwartz, 2024).
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[bookmark: _Toc181998442]3.2 Event aim
The Whitbread Employee Reward Christmas Dinner is designed as a festive celebration, honouring the hard work and dedication of Whitbread Salaried employees to host up to 200 high performing salaried employees during the 5-day event. 
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[bookmark: _Toc181998443]3.3 SMART Target 
The Management Apprenticeship Students (MAS) team will define the event's objectives, target audience, and topic in accordance with Whitbread's organisational principles. This entails finalising a unified event itinerary, allocating particular responsibilities, formulating a comprehensive budget, and coordinating with vendors. MAS will guarantee that all logistical components—venue arrangement, catering, décor, and food and beverage inventory—are carefully orchestrated and executed. ISAS (IT Support Apprenticeship Students) will manage the installation and testing of audio-visual equipment, such as microphones, speakers, and projectors, and offer real-time technical assistance on the day of the event. FOHAS and BOH (Front of House and Back of House Apprenticeship Students) will oversee food and beverage service, guest check-in, and event progression, guaranteeing a smooth and professional experience for participants. The MAS will monitor and assess all expenditures to ensure budget compliance and do a post-event financial study to evaluate cost-effectiveness and pinpoint opportunities for future enhancement.
Quantifiable: Advancement will be methodically monitored by an exhaustive checklist, guaranteeing timely completion of each assignment. Critical milestones encompass the finalisation of the menu and tasting occurring 10 days before the event to provide any required modifications, with promotional materials disseminated by October 2. The objective is to attain complete fulfilment of all duties in accordance with the designated schedule.
Feasible: Sufficient resources, encompassing personnel, budgetary allocations, and time, will be designated for each activity. Regular team meetings will be held to swiftly address any possible delays. All apprenticeship personnel will verify their availability by November 20, while senior apprenticeship leaders will submit their applications by October 1. Orientation and training will conclude by October 28, guaranteeing that all team members are adequately prepared and any necessary modifications are implemented.
Applicable: Every duty corresponds with Whitbread's primary objective of executing a high-calibre, meticulously organised employee recognition event that reflects its principles of gratitude, staff involvement, and brand coherence. The event provides a platform to strengthen Whitbread's dedication to cultivating a constructive organisational culture.
Time-Constrained: All event planning activities will be finished by December 14, 2024. The event is scheduled from December 10 to December 15, with post-event reviews to be completed by December 17, 2024.
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[bookmark: _Toc181998444]4.0 Event Management 
The EMBOK (2019) model is a framework intended to assist event planners in navigating the intricacies of event organisation and management.  Delineates event management into five principal domains, each concentrating on critical facets of planning, executing, and assessing events. The model offers a systematic framework that assists event administrators in attaining success while reducing risks and improving participant experience. (See appendix 1-5).
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[bookmark: _Toc181998445]4.1. Event Budget
Strategically planning, allocating, and regulating financial resources in event management to guarantee that an event achieves its objectives within established financial constraints. Budget control empowers event managers to make informed financial decisions, manage expenditures, and ultimately assess the event's financial viability or success. By integrating ideas from conventional budgeting, cost management, and financial risk evaluation, tailored to the distinctive and frequently fluctuating characteristics of event planning (Bowden 2012). 
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[bookmark: _Toc181998447]4.3 Situational and Cultural Considerations 
For the Whitbread Employee Reward Christmas Dinner, it is crucial to take into account wider situational and cultural elements, since they might influence employee engagement, the efficacy of the event as a reward, and the company's reputation (Shenoy & Uchil, 2018). The Whitbread Employee Reward Christmas Dinner will meticulously accommodate many cultural origins, traditions, dietary requirements, and customs, assuring inclusion and respect as articulated by House et al. (2024). Vegetarian and varied culinary options will be offered, in accordance with employees' dietary preferences and principles. Eco-friendly methods that coincide with the Force for Good Whitbread (2024) initiatives and reduce waste will demonstrate the company's commitment to social responsibility (CSR). The event would be economical yet of superior quality, recognising financial constraints while emphasising employee gratitude. The establishment of a hospitable, participatory environment during the meal would facilitate personal and professional relationships, enhance unity, and diminish hierarchical barriers, so reinforcing workplace culture and employee happiness, as articulated by Ng et al. (2024). 

[bookmark: _Toc181998448]4.3 PESTEL Analysis
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[bookmark: _Toc181998449]5.0 Conclusion
The Whitbread Employee Reward Christmas Event demonstrates a holistic strategy for employee recognition, involvement, and incentive, strongly connected with Whitbread's corporate principles and the broader benchmarks of the MICE sector (Rajkamal et al., 2023). Utilising the EMBOK model ensures rigorous event planning, harmonising logistical efficiency with an emphasis on personal and professional acknowledgement to foster a smooth and significant experience for workers (Yeung & Thomas, 2021). Recognising achievements, cultivating a culture of gratitude, and facilitating networking opportunities are essential elements that enable Whitbread to enhance loyalty and fortify its internal community, which are critical objectives within the MICE industry (Bladen et al., 2012).

The event's design, characterised by festive themes and inclusion, reflects Whitbread's dedication to diversity, accessibility, and employee welfare (House et al., 2024). The Christmas-themed atmosphere, available amenities like hearing loops, and culturally sensitive menu selections demonstrate an inclusive event management strategy that respects the diverse backgrounds of participants while adhering to the company's social responsibility principles (Shenoy & Uchil, 2018; Whitbread, 2024).
Subsequent to the event, a comprehensive assessment will gather feedback to get insights into satisfaction and areas for enhancement, so allowing future events to align with changing expectations and industry standards (Quick, 2020). This introspective phase is crucial for enhancing tactics to guarantee future success (Canva app, 2024). The Whitbread Employee Reward Christmas Dinner exemplifies how deliberately crafted business events may enhance workplace culture, elevate employee happiness, and fortify company values (Cook, 2021). This event recognises individual and team contributions, acknowledging the efforts of Whitbread employees while establishing a motivational atmosphere for the forthcoming year, thereby reinforcing Whitbread's dedication to fostering a supportive and engaged workforce (Vashdi, Levitats, & Grimland, 2019).
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- Apprentice Development: Involving apprentices provides valuable hands-on experience, supporting workforce development while lowering staffing
costs.

- Festive Theme: A Christmas theme creates a warm and inviting atmosphere, enhancing the celebration and engagement.

- Limited Income Generation: As an internal event, there is minimal opportunity to offset costs through ticket sales or sponsorships.

- Complex Logistics: Managing a five-day event with rotations of 40 staff requires precise planning, posing a risk of scheduling challenges or resource
shortages.

- Inexperience of Apprentice: hile valuable, apprentice involvement may lead to operational inefficiencies due to lack of experience.

ixed Budget Constraints: Limited budget allocations may impact the quality of certain elements (e.g., AV equipment, decorations).

- Strengthen Company Culture: The event promotes a culture of appreciation and recognition, fostering team cohesion and morale.

- Showcase of Apprentice Talent: The event allows apprentices to demonstrate their skills in a real-world setting, highlighting Whitbread’s commitment|
to employee growth.

- Positive Branding: A successful, well-executed event reflects positively on Whitbread’s brand as an employer, enhancing external perceptions of the
Icompany.

- Potential for Future Annual Event: If successful, this event can be repeated as an annual tradition, further solidifying company values.

-Economic Pressure: ising costs for food, utilities, and supplies may impact budget flexibility, leading to potential compromises on quality.

- Guest Satisfaction Risk: With many attendees, any service issues (e.g., delays in food service, AV malfunctions) could reduce guest satisfaction.

- Health and Safety Compliance: The presence of food service, AV equipment, and multiple staff increases the importance of strict health and safety
lcompliance to avoid liabilities.

- Unforeseen Technical Issues: Technical failures in AV or IT support could disrupt speeches and entertainment, impacting the event experience.
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Tasks

Whitbread Employee Reward Christmas Dinner Event Gantt Chart
Cost Conto

Operations & Event Hosting

IT Support

Sound & Technical Management
Decorating

Invitations & Marketing

Event Planning

Event Objective & Theme Planning

Timeline
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Apprenticeship employee's distribution

Team Roles Number of
Employees
Event Coordinator, FOH Supervisor, Kitchen Oversees event operations, including guest service, kitchen, AV setup, and venue
Supervisory and Management Team |Supervisor, IT/AV Supervisor, Setup/Teardown | preparation. Ensures all aspects align with the event plan and provides guidance (8
Supervisor to each team.
Front of House (FOH) Staff Greeters, Servers, Table Service Staff Grgeters handle guest. check-inand sgatlng; Servers provide table service, 10
delivering food and drinks, and attending to guest needs.
Kitchen and Catering Staff Chefs, Kitchen Assistants, Food Preparers Prepares thefestive ’T“e””' including m.aln coursgs, sides, anq desserts. Kitchen 8
Assistants support with food prep, plating, and kitchen cleanliness.
Sets up and manages AV equipment (microphones, speakers, lighting) and
IT and Audio-Visual Support Team AV Technicians, IT Support Staff handles technical troubleshooting to support event presentations and 5
entertainment.
Setup Crew arranges tables and layout; Decoration Team enhances the venue
Event Setup and Teardown Crew Setup Crew, Decoration Team, Clean-Up Crew |with festive decor; Clean-Up Crew handles post-event cleaning and reset forthe |9

next day.
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Task

Responsibilities

Assigned Role(s)

Start Date

Deadline

Event Objective & Theme Planning]

Define the purpose, objectives, and theme of the event. Align event

goals with organisational values.

Management Apprenticeship Students

August 20, 2024

October 15, 2024

Event Planning

Develop the event schedule, budget, and timeline. Oversee all

major aspects to ensure smooth coordination.

Management Apprenticeship Students

October 15, 2024

October 29, 2024

Invitations & Marketing

Design and distribute invitations. Develop promotional materials,

handle social media, and manage guest list.

Management Apprenticeship Students

September 1, 2024

November 26, 2024

Decorating

Plan and execute venue decoration according to the theme. Ensure

setup is visually appealing and aligns with objectives.

Whitbread Apprenticeship Employees

November 26, 2024

December 9, 2024

Sound & Technical Management

Set up and test sound equipment, lighting, and other technical

needs for the event.

It Support Apprenticeship Students

December 3, 2024

December 9, 2024

IT Support

Provide technical support, handle audio-visuals, and assist with any|

technicalissues during the event.

It Support Apprenticeship Students

December 3, 2024

December 10, 2024

Operations & Event Hosting

Manage logistics, monitor guest experience, handle service

operations, including cooking and serving.

FOH Apprenticeship Student

Employees

December 7, 2024

December 10, 2024

Cost Control

Track expenses, monitor budget adherence, and ensure financial

efficiency throughout event planning and execution.

Management Apprenticeship Students

October 15, 2024

December 17,2024
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Expense Breakdown

Expense Category

Description

Estimated Cost

Food and Drink Supplies Cost of festive food and beverages, ordered through Whitbread’s existing suppliers for 200 guests over five days. £3,000
Utilities Electricity, gas, and water usage over the five-day event. £1,500
Cleaning Supplies Cleaning detergents, sanitizers, and other materials for hygiene and maintenance. £500
Apprentice Labor Costs Hourly wages for 40 apprentices (8 hours/day at £11.44/hour) for five days. £18,304
Accommodation Premier Inn rooms for 40 apprentices for five nights, discounted at £40/night. £8,000
Breakfast Daily breakfast for 40 apprentices over five days at £8 per person. £1,600
Decorations Christmas-themed décor, lighting, table settings, and festive accents. £1,500
Audio-Visual (AV) Equipment Sound system, microphones, speakers, projectors, and lighting setup. £2,500
Promotional Materials Printed posters, digital invites, and internal emails. £300
Thank-You Gifts Certificates, vouchers, and gifts for award recipients and key contributors. £1,000
Safety and Compliance Safety signage, hearing loops, fire exit signage, and first-aid supplies. £500
Contingency Fund Reserved funds for unforeseen expenses, such as technical repairs or additional supplies. £1,500

Total Estimated Budget - £43,704
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Current Trends, Issues, Impacts in the Even and hospitality industry applied to the Whitbread Employee reward Christmas dinner event

Trend/Issue

Description

Impact on Whitbread Event

Virtual and Hybrid Events

Rise of virtual/hybrid formats allows broader participation
and flexibility.

Consider a virtual or live-stream option for remote
employees to participate in key moments, enhancing
inclusivity.

Sustainability and Eco-Friendly Practices

Emphasis on reducing waste, using eco-friendly materials,
and minimizing carbon footprints.

Implement sustainable practices like digital invitations,
eco-friendly decor, locally sourced menu items, and waste
reduction.

Health and Safety Standards

Enhanced safety protocols post-COVID, including
sanitization and spaced seating.

Ensure a safe environment with hand sanitizers, spaced
seating, and clear signage for exits to make guests feel
secure and comfortable.

Personalization and Attendee Experience

Focus on creating meaningful, memorable experiences
with personalized touches.

Personalize awards, offer tailored menu options, or include
interactive features to enhance the attendee experience.

Advanced Technology and Engagement Tools

Use of apps, AR, digital check-ins, and feedback tools to
improve engagement and streamline event management.

Utilize a simple event app or digital check-in and collect
feedback through live polling or digital surveys for
interactivity.

Diversity, Equity, and Inclusion (DEI)

Priority on inclusivity, accessibility, and representation in
events.

Ensure dietary accommodations, accessible facilities, and
inclusive programming to reflect Whitbread commitments

Data Privacy and Security

Increased focus on secure data handling and compliance
with data protection regulations (e.g., GDPR).

Safeguard attendee data if digital tools are used, ensuring
compliance with privacy laws to build trust.

Cost Management and Budget Efficiency

Economic challenges drive tighter budgets and efficient
resource use.

Prioritise cost-effective planning, like using in-house
catering, simplifying decor, and negotiating supplier
discounts to stay on budget.

Focus on Wellness and Mental Health

Incorporation of wellness elements like quiet areas and
wellness breaks for a supportive environment.

Create a relaxed atmosphere with wellness features, such
as a quiet area or mindfulness space, to show commitment
to employee well-being.
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Compliance with labor laws, fair pay for apprentices, and equal
opportunity regulations. Changes in corporate event policies.

Ensures apprentices feel respected and valued
for their contributions, while compliance
reinforces Whitbread’s responsible image.

Ensure fair compensation for apprentices,
recognize their contributions, and comply with
labour laws (Alon-Shenker, & Davidov, 2024).

Inflation and rising costs of venues, catering, and decorations.
Employee financial pressures impacting perceptions of company|

spending.

Increased costs may limit budget flexibility, while|
employees may view high spending sceptically
given economic challenges.

Plan a cost-effective yet high-quality event,
focusing on meaningful gestures. Balance budget
wisely to ensure quality without excess (Ward
2024).

Diverse cultural backgrounds, dietary needs, and holiday
customs among attendees. Emphasis on inclusivity, mental

health, and work-life balance.

Risk of exclusion if diverse needs aren’t
addressed. Employees expect inclusive and
culturally respectful events.

Offer culturally diverse menu options vegetarian,
culturally specific foods, and provide a flexible,
respectful event format (Sattar et al. 2024_.

High expectations for digital integration (invitations, RSVPs, and
feedback). Potential technical issues or lack of tech skills among

attendees.

Lack of digital engagement or tech problems can
reduce eventimpact and affect overall
experience for attendees.

Use reliable digital platforms for invitations and
feedback, provide technical support, and offer
guidance on tech use if needed.

Increased focus on sustainability, expectations for eco-friendly
practices, such as reducing waste and using sustainable

materials.

High environmental impact could harm
Whitbread’s CSR image, especially if employees
expect sustainable practices.

Use sustainable practices flowing Force for good
Whitbread initiative (2024) and minimize single-
use items to align with CSR values.

Health and safety regulations for food and alcohol, fair treatment

of apprentices, and event accessibility compliance.

Ensures a safe and fair event, prevents potential
liabilities, and builds trust with employees
through compliance.

Ensure venue complies with safety standards, and
train staff on food and alcohol safety protocols.
Challenge 21 and alcohol license regulations
(Fitzerland et al. 2024)
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EMBOK Model applied to Whitbread Employee Recognition
Christmas dinner event

1. Administration

The Whitbread Employee Reward Christmas Dinner is meticulously planned with a comprehensive budget covering all major expenses
to ensure high-quality delivery within a set financial limit. The event’s budgeting plan includes venue booking (Whitbread’s own property
at Premier Inn Paddington Basin), catering by Whitbread’s Bar+Brick, festive decorations, entertainment, and audio-visual (AV)
equipment. Cost-control strategies, such as discounted accommodations and utilizing internal suppliers, keep the event on budget.
Budget allocations also include promotional materials distributed to Whitbread sites and thank-you gifts for award recipients,
emphasizing employee appreciation and brand alignment. Human Resources: Clear role assignments are designated to apprentices for
an efficient event operation. Management Apprenticeship Students (MAS) oversee coordination, budgeting, and logistics, while Front of
House Apprenticeship Students (FOHAS) handle guest service and interaction. IT Apprenticeship Students (ISAS) manage AV setup,
troubleshooting, and technical support. This structured role distribution provides apprentices with practical experience in real-world
event management under regulated and safe conditions. Throughout the event, FOHAS apprentices conduct regular safety checks and
are prepared to respond to health and safety concerns. Safety and Risk Management: Identifying potential risks, such as technical
issues, staffing shortages, and guest safety, enables the administration team to prepare solutions proactively. A contingency fund is
reserved for unexpected expenses, including additional supplies or technical repairs, while safety plans ensure quick crisis
management if necessary. After the event, an evaluation phase provides insights into risk management successes and identifies areas
forimprovement, enhancing safety protocols for future events.
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EMBOK Model applied to Whitbread Employee Recognition
Christmas dinner event

1. Administration

The Whitbread Employee Reward Christmas Dinner is meticulously planned with a comprehensive budget covering all major expenses
to ensure high-quality delivery within a set financial limit. The event’s budgeting plan includes venue booking (Whitbread’s own property
at Premier Inn Paddington Basin), catering by Whitbread’s Bar+Brick, festive decorations, entertainment, and audio-visual (AV)
equipment. Cost-control strategies, such as discounted accommodations and utilizing internal suppliers, keep the event on budget.
Budget allocations also include promotional materials distributed to Whitbread sites and thank-you gifts for award recipients,
emphasizing employee appreciation and brand alignment. Human Resources: Clear role assignments are designated to apprentices for
an efficient event operation. Management Apprenticeship Students (MAS) oversee coordination, budgeting, and logistics, while Front of
House Apprenticeship Students (FOHAS) handle guest service and interaction. IT Apprenticeship Students (ISAS) manage AV setup,
troubleshooting, and technical support. This structured role distribution provides apprentices with practical experience in real-world
event management under regulated and safe conditions. Throughout the event, FOHAS apprentices conduct regular safety checks and
are prepared to respond to health and safety concerns. Safety and Risk Management: Identifying potential risks, such as technical
issues, staffing shortages, and guest safety, enables the administration team to prepare solutions proactively. A contingency fund is
reserved for unexpected expenses, including additional supplies or technical repairs, while safety plans ensure quick crisis
management if necessary. After the event, an evaluation phase provides insights into risk management successes and identifies areas
forimprovement, enhancing safety protocols for future events.
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EMBOK Model applied to Whitbread Employee Recognition
Christmas dinner event

3. Marketing Internal Promotion:

Internal marketing materials, including invitations and posters, are distributed across Whitbread sites to inform employees of the
event. Invitations emphasise the event’s purpose of honouring high-performing staff, enhancing pride and anticipation.
Engagement Tactics: To encourage engagement, employees are invited to submit talent materials for the stand-up comedy
segment, allowing them to actively participate in the evening’s entertainment. The invitation highlights this opportunity, building
excitement and providing employees with a chance to showcase personal skills. Brand Alignment: The event is branded in line with
Whitbread’s core values of appreciation, recognition, and excellence, reinforcing a positive company culture. By using consistent
messaging that celebrates employee dedication, the marketing materials foster a sense of unity and pride. Post-Event Recognition:
Following the event, thank-you emails, and follow-up messages are sent to attendees, reinforcing Whitbread’s appreciation for their
attendance and contributions. A survey allows employees to provide feedback on their experiences, helping the team measure
success and improve future events.
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EMBOK Model applied to Whitbread Employee
Recognition Christmas dinner event

4. Operations and Logistics Management:

The Premier Inn Paddington Basin venue is configured to accommodate up to 200 attendees per night, ensuring smooth
flow and accessibility. FOHAS apprentices coordinate seating arrangements, greet guests, and direct them to their
tables, ensuring each guest feels welcomed. Food and Beverage: The fixed, festive menu, pre-ordered to streamline
service, includes seasonal options like roast turkey, vegan Wellingtons, and traditional desserts. FOHAS apprentices
handle table service with support from senior apprenticeship leaders to maintain high standards of hospitality. Technical
Setup: The ISAS apprentices manage AV setups, including microphones, speakers, and projectors for speeches and
entertainment. To ensure inclusivity, hearing loops are provided for employees with hearing difficulties, and large screens
display visual aids, captions, and projected presentations. Safety and Accessibility: Safety protocols are strictly followed,
with fire exits clearly marked, emergency routes mapped out, and assembly points designated. FOHAS apprentices
conduct a safety walkthrough before the event begins, ensuring a secure and accessible environment for all attendees.
Information on emergency exits and protocols is provided in printed materials at each table, along with visible signage
throughout the venue.
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EMBOK Model applied to Whitbread Employee Recognition Christmas dinner
event

5. Risk Assessment and Identification:

The event team conducts a comprehensive risk assessment to identify potential hazards, such as food allergies,
technical failures, and potential overcapacity issues. Identifying these risks enables the team to implement
precautionary measures. Contingency Planning: Backup AV equipment is on standby, and extra seating arrangements
are available in case of unexpected attendance increases. Food allergies are considered in the menu planning, with
alternatives readily available upon request. Additionally, technical staff from ISAS apprentices are present throughout
to address any AV or IT issues immediately. Health and Safety Protocols: Emergency response plans, such as
designated evacuation routes and a staffed first-aid station, are established. Regular safety checks are conducted
throughout the evening, with FOHAS apprentices prepared to assist in case of any health or safety concerns. Post-
Event Evaluation and Feedback: Following the event, feedback from attendees is gathered through surveys, focusing
on safety, accessibility, and overall satisfaction. This evaluation phase provides insights into any risks that were
effectively managed or areas for improvement, contributing to enhanced safety measures for future events.
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Cost and Budget

Food and Drink Supplies: The cost for food and beverages is kept within a modest budget of £3,000 by ordering
through Whitbread’s established suppliers and creating a fixed festive menu to simplify and control expenses.

Utilities and Cleaning Supplies: Given the nature of the event, a portion of the budget is allocated to cover electricity,
gas, and water costs, as well as essential cleaning materials, ensuring a comfortable and hygienic environment for attendees
and staff.

Apprentice Labor Costs: Apprentice wages are set to the full hourly rate of £11.44, aligning with Whitbread’s
commitment to fair pay. This allocation covers the primary operational support for the event, from cooking to serving and
technical management.

Accommodation and Breakfast: Whitbread provides discounted accommodations and breakfast for 40 apprentices
who are managing the event, ensuring staff are well-rested and ready to support the event each day.

Decorations and AV Equipment: Costs include Christmas-themed decorations to create a festive atmosphere, along
with AV equipment for presentations, entertainment, and speeches, enhancing the event experience.

Promotional Materials: Internal promotions include digital invites, posters, and emails to create anticipation and
engagement for the event.

Thank-You Gifts: Whitbread allocates a modest budget for awards and small gifts to recognize top-performing employees,
enhancing the appreciation aspect of the event.

Safety and Compliance: Essential health and safety materials, such as signage and first-aid supplies, ensure the event
complies with safety regulations and provides a secure environment for all attendees.

Contingency Fund: Reserved for unanticipated expenses, the contingency fund adds flexibility and preparedness to
handle any unexpected requirements.
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FIGURE 1.2 Defining an event





