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Introduction

Events happen throughout the world each day whether it is major events such as the Rugby World Cup or minor events such as school nativity, every event requires planning whether it is planning 2 weeks in advance or 4 years. This report  will include how planning the Celtic Manor Christmas Black Tie Event happens throughout the year. It will also be including clear strategies for the planning process from the delivery of the event including running sheets and work responsibilities. The report will be discussing a staffing proposal including volunteers. It will be identifying the suppliers, stakeholder and resources required for the event and will be evaluating strategies of the event. ‘The goals and planning process can be understood as success factors that event proponents and organisers need to pay attention to when planning and producing such events’(getz,2012)
Background of the event 

The Celtic Manor Christmas Black Tie event  is located at the Caernarfon Ballroom, The Celtic Manor Resort Hotel and is held from the 30TH of November and every weekend until the 21st of December and holds an numerous of different types of these events such as Fabba night or Prosecc ho ho ho night and is held in varies locations of the resort. The event has a strict dress code which is glamour, sophisticated and classy that’s not allowed trainers or jeans. The event is targeted towards everyone from the age of 18 and above but mainly women of a large sized groups at a cost of £62 per person. During the event there will be entertainment from brotherhood. The event is held from 7.30pm until 1.00am including three course meal and cocktails at arrival. (appendix1.0) ‘Dress in your best and see in Christmas with glamour, sophistication and class and dance the night away to Brotherhood. The perfect night for those who like to party in style.’ (Celtic Manor Resort, 2019)




Planning process 

“The strategic planning process consists of identifying where an organisation is , deciding where it should be positioned in the market place in order to maximise its chances of progressing its mission and create strategies and tactics to achieve that position” (Bowdin et al., 2011) The process begins in December with the event happening the following December with a mind map of which sort of themes should be in each venue(appendix 2.0.). Mind maps are helpful for brainstorming ideas in this case for themes of party evenings. It is easier than a list and helps enthusiasm from the team and engages participations. The planning process begins with which location of the hotel each event is happening in, it mainly stays in the same area of the hotel after previous success with it(appendix 2.1. ) The marketing of the event starts in January with emails and phone calls going out to all previous customers with bundle plans such as three month instalment as an easier way for all customers to pay the money off rather than one big payment during the run up to the event. As a way for customers to feel that they are not splurging to much at the event , the resort holds a party night bar tokens bundle in a way for customers to pay for their drinks through out the year again as a saving scheme. Each token at a cost of £4.75 and can be exchanged for any drink from glass of house of wine, pint of beer to soft drinks or a single of Vodka,Brandy, Rum and Whiskey. With the deposits and tokens starting from the end of January they are all kept in an excel spreadsheet.(appendix 2.2) 
 ‘the process of an event project involves a variety of interrelated tasks and functions that need to be broken down into structure’( Bladen et al., 2012) as discussed in the quotation the event involves a variety of interrelated tasks, during The Celtic Manor planning process a work breakdown structure will be created in order to structure the tasks and functions(appendix 2.3) After the WBS has been created a Gantt chart will be used to insure that phases and activities are being done at the scheduled times. (appendix 2.4)‘Gantt chart puts all activities in a time sequenced order , this helps to identify the different tasks and in deciding on how long they should take and when it should be completed’ (Raj, Walters and Rashid, 2017)
 

Staffing proposal

Staffing for an organisational event with employed professionals is partly determined by budget and required for standards, size and health and safety matters. With an organisation such as The Celtic Manor most of the employees have already experienced the chaos and structure of the event. The Resort has a strict policy during the month of December that no hospitality employees are allowed holidays but availability for the month is checked for each employee throughout the year whether it is an email/phonecalls or in house checks. During the event the internal services such as catering and waitress/bartenders are all used but as there are so many events happening at the same time in different locations of the resort there is simply not enough and will need external staffing whether it is volunteers or payed for staff. 

During recent years volunteering within a community or at an event has become common, the feeling and experience of volunteering of events could be personal or special. Volunteering helps the person learn more towards dedication and  selfless services which leads to improvement in self-esteem“…people who choose to contribute their time, skills, effort and experience, without pay, to benefit a cause, or the community in which they live.”(shone and parry 2004). 

In order to manage the staff be able to hand out staff assignments a Gantt chart is made to structure the activities and phases of the event (appendix 3.0)Gantt charts are useful while scheduling staffing as it allows everyone’s responsibilities to be identified and shows who is working with who. Using useful apps such as Trello is an easy way to jot down a checklist and it will automatically schedule reminders to the team. The app is also helpful to see what have been started ,in the middle of doing and completed and can give each task handy resources that able them to see and use. Before the event , a staff meetings will be provided in order to update staff on remaining activities and share information. Staff meetings are also important in order to create the foundation of the team and introduce the volunteers amongst the usual staff, maybe creating team building activities to increase productivity, enables better communication and better relationships. 

Stakeholders 
‘the effectiveness with which the relationship between these stakeholders are managed is crucial to the ongoing success of the event (Robinson, Wale and Dickson, 2010)Stakeholders are important to the design and delivery of the event which is why every event must outset who the key stakeholders are.  Key stakeholders to The Celtic Manor Christmas events are suppliers, customers, investors and the media. It is important to have open communication channels with all stakeholders to wider the public knowledge but also feedback of the event. Stakeholders are potential attendees as they have vested interest and add value and reputation to the success of the event.

The suppliers are important to the delivery of the event, without the suppliers the event will not include the amazing designs for themes or the devine catering for the full package. The suppliers are companies that provide the goods that are required in order to achieve the event as of the suppliers is a key stakeholder to any event. Suppliers can have a huge effect on the events ability to produce the final picture. 
Media is a key stakeholder to an event as they can be used to market the event to potential new customers but also they can impact the event from happening (Gibson, 2019)‘the recent media stories alleging corruption at Fifa from the British media impacted on the 2018 Fifa world cup bid for England.’ Media must be used internal as well as externally. Social Media is an example of the media being used both ways; internally being promoting and marketing for the event by scheduling posts to ensure the customers engagement and enthusiasm. But externally with social media by reviews building the events and organisation’s reputation.

The standard resources to an event are the elements such as the facilities, tools, furniture and supplies. During the Celtic Manor Christmas event the furniture needed will be the tables, chairs and the staging. The supplies that will be needed for the event will be the food and beverage, decoration and lighting or the sound system. 





Contingency planning 
The purpose of these planning techniques is to avoid surprise and prevent panic. It anticipate problems (as well as opportunities) and to prepare courses of action well in advance of emergencies.’ (Menefee and Bloom, 1994)The Celtic Manor Resort Christmas events have been successful over recent years but if something went wrong the contingency plan would be if for instance the food suppliers haven’t turned up , there are many different catering section within the Celtic Manor that could help out and create a new menu or create the same menu and will be delivered to the section of the hotel. Another incident that could occur could be not enough tickets have been sold in order to fill the Caernafon Ballroom the contingency plan to this would be finding a smaller room, rather than the event looking empty this could make the event look fuller. If in the incident that the resort hasn’t got a smaller room for the event to be held as the resort is holding many more of these in different sections of the resort ; emails and phonecalls can be made to the customers to explain a problem and as result can be booked on to one of the other events. 


Evalution plan 
‘An event project requires ongoing evaluation and review to avoid delays and to manage ongoing changes’ (bladen,2011) the evaluation of an event can happen before, during and after. Before the event happens evaluation can be taken place by realistic and achievable goals to the event for example the Celtic manors realistic goal is selling 100 tickets for the black tie event. Event evaluation can be conducted with secondary research so previous years how much success the event has had on the resort. Primary research with feedback meetings and questionaire or surveys.  The event can be evaluated during the event by monitoring and controlling the event. After the event , evaluation can take place by the events impact whether it is financially, socially or politically. After the Celtic Manor Black Tie event evaluation will be taken place by feedback meetings with key stakeholders to get constructive criticism and good feedback . A survey will be conducted by post and as the event is in the resort a lot of the customers stay overnight so as they check out of a hotel a survey will be given to fill out. (appendix 3.0) the survey will include quantitive and qualitve questions. 
Conclusion 
Based on the information that has been collected if the planning process is conducted thoroughly and correctly, the event will become a successful event. To summarise stakeholders are important to any event and the event manager must hold a good relationship with them in order for the event to be successful. The contingency plans must be conducted in order to be organised for any disasters. To summarise evaluations should take place before, during and after in order to make sure the event is running as expected and smoothly but also to receive feedback to get the event more successful. 
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Appendix 2.1

	
	Theme of the event 
	Location 
	capacity 
	Cost of the night 
	

	Location : Celtoc Manor 
	
	
	
	
	Subtotal:

	Coldra Court Hotel 
	
	
	
	
	40

	
	Now that’s what I call christmas
	Coldra Court Hotel 
	40 Guests 
	£25.00
	40

	The Olive Tree
	
	
	
	
	40

	
	Fabba 
	The Olive Tree
	40 guests 
	£48-£54
	40

	Caernarfon Ballroom 1
	
	
	
	
	100

	
	D.I.S.C.O
	Caernarfon Ballroom 1
	100 guests 
	£40.00
	100

	Manor Suite 
	
	
	
	
	40

	
	Great Gatsby 
	Manor Suite 
	40 guests 
	£44-£52
	40

	Apres-Ski Hall 
	
	
	
	
	100

	
	Alpine Lodge 
	Apres-Ski Hall 
	100 Guests 
	£40-£48
	100

	Caernarfon Ballroom 2
	
	
	
	
	0

	
	Black tie 
	Caernarfon Ballroom 2
	100 guests 
	£50-£62
	

	The rib smokehouse and grill
	
	
	
	
	0

	
	Prossec ho ho ho 
	The rib smokehouse and grill
	40 Guests 
	£40-£48
	

	Severn Suite
	
	
	
	
	0

	
	Motown 
	Severn Suite
	100 Guests 
	£38-£46 
	

	Augusta Suite
	
	
	
	
	0

	
	Masquerade ball 
	Augusta Suite
	60 Guests
	£46-£56
	

	Chairmans Marquee 
	
	
	
	
	0

	
	Winter Wonderland White Party 
	Chairmans Marquee 
	60 Guests
	£42-£54
	

	Rafters-Twenty ten Clubhouse 
	
	
	
	
	40

	
	Vegas Baby 
	Rafters-Twenty ten Clubhouse 
	40 Guests 
	£50-£54
	40
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Questionnaire
please could you answer this questionnaire truthly.

what is your identified gender ?

          male                      female.                 Other 

what age group are you? 

       18-27                 28-39             40-50                  51-60       61-70     70+    

Where did you travel from to attend the event  ?                               



How would you rate the overall experience?  

didn’t                            thoroughly 
enjoy 	enjoyed 

If you didn’t enjoy could you explain why? 



What was you highlight of the event ?

  
Would you attend the same event next year?
       Yes             No                       Maybe       Ye. yes v


If you could change anything about the experience what would it be ? 



How likely are you to recommend the event to a friend? 
                                                                     Likely 
not likely                                                                                                       Most likely
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you are in for a FABBAlous evening of live music and
reliving magic memories with our fribute band!

Dress fo impress, so dig out those flares. Fancy dress
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