	
	
	



Penelope Hutchinson 2125800
Module: live events project
Module code: BMTP5021
Assignment 1: organisation of a live event, supported by a planning document
Lecturer: Deborah Jenkins

 Event Report: Health and Wellness Event at Dylan Thomas Centre, Swansea
Team: myself, Jake, Ceri, Clyde and Kerene



 
 Event Description and Concept
This one-off event is designed as a Health and Wellness Fair specifically targeting students in Swansea. The event aims to provide students with valuable information on mental and physical health, nutrition, stress management, and fitness. Besides informative sessions and workshops, the event will incorporate interactive activities such as yoga classes, meditation sessions, and a health-focused quiz. A raffle will also be conducted to raise funds for the Swansea Wellness Centre.
  Timing, Location, and Event Programme
-Date: 11th March 2024 
- Time 12pm –3:00pm
- Location: Dylan Thomas Centre, Swansea
 Aim and Objectives
- Aim: To promote health and wellness among students in Swansea.
[bookmark: _Int_htwG3mr6]- Objectives:
  - Provide students with practical knowledge on managing stress, nutrition, and fitness.
  - Raise funds for Swansea Wellness Centre through a raffle.
  - Encourage a sense of community and support among students regarding mental and physical health issues.
 



 Project Planning Techniques
- Work Breakdown Structure (WBS) and Gantt Chart  have been utilized to outline tasks, timelines, and responsibilities  Work Breakdown Structure (WBS) and Gantt Chart within the context of event planning, particularly for a Health and Wellness event, involves understanding these project management tools’ fundamental roles, purposes, and how they contribute to organizing, scheduling, and successfully executing the event. These tools are essential for mapping out the vast array of tasks, delineating responsibilities among team members, and ensuring that every aspect of the event is covered within a specified timeline. Carter (2007) Haugan and Haugan (2008) See appendix
 
 Market Research
[bookmark: _Int_2RKNRrFX]Analysis identified primary target segments as university students aged 18-24 who show interest in health and wellness, often struggling with stress and looking for accessible health resources. And public of any age interested in health and wellbeing Ferber (2020)
 
Marketing Plan
Working alongside Jake 
-Pre-Event: Social media campaigns, posters around campuses, email newsletters, and collaboration with university student unions.
- During Event: Live social media updates, interactive sessions highlighted on Instagram and Facebook stories.
- Post-Event: Share event highlights, feedback from participants, and amount raised for the Swansea Wellness Centre on all platforms. Wood (2019)
 
 Budget and Resources
Detailed budget includes expenditures such as venue rental, speaker fees, equipment hire, and promotional materials. Expected income sources include raffle ticket sales and potential sponsorships from local health-related businesses. Van der Wagen and White (2018)
 
 Risk Management and Health & Safety working alongside Kerene
[bookmark: _Int_xiKZjgeT]- Public Liability Insurance: Acquired to cover the event.
- Licenses: Necessary permits for gathering and food service obtained.
[bookmark: _Int_HM1STHrV]- Risk Assessment: Conducted to identify potential hazards, with preventive measures in place.
- Emergency Plans: First aid kits available, emergency exits clearly marked, and local emergency services briefed. A. Ian Glendon, Clarke and McKenna (2016)
 Contingency Planning
Plans include alternative indoor locations in case of severe weather and backup speakers and instructors.
 


Division of Work and Responsibilities
- Meetings and Correspondence: Regular team meetings held, with minutes and email updates to document progress and assign tasks. Jones (2018) see apendix
- Roles: Include project manager, marketing lead, finance coordinator, and content curator, each with specific responsibilities outlined in meeting minutes.

[bookmark: _Int_IXq4mO0Q]Incorporating stall booking and confirmation processes, along with the organization of raffle donations, into the planning of the Health and Wellness Event at the Dylan Thomas Centre in Swansea requires detailed attention to stakeholder engagement and logistics. Here’s how these elements can be seamlessly integrated into the event report:
 
Revised Sections with Stall Booking, Confirmation, and Raffle Donation Organization
 Stall Management and Vendor Engagement
 Stall Booking and Confirmation Process:
- Vendor Application: Open an application process for interested stall holders through an online form, clearly outlining the event’s aim, expected foot traffic, stall fees, and what is provided (e.g., space, table, chair).
- Selection Criteria: Establish criteria for selecting vendors that align with the health and wellness theme, ensuring a diverse and appealing range of stalls for attendees.
- Confirmation and Agreement: Once selected, send out confirmation emails including a stall holder agreement to be signed, covering Health & Safety commitments, setup requirements, and code of conduct.
[bookmark: _Int_1jpUrXZn]- Vendor Information Pack: Provide confirmed vendors with an information pack, including event day logistics (load-in times, parking information), marketing materials (for promotion in their networks), and contacts for the Stalls Coordinator for ongoing queries and support.
 
Support and Coordination:
-  i was Appointed as the specific team member as the Stalls Coordinator to serve as the primary point of contact for all vendors, aiding with enquiries, and ensuring their needs are met leading up to and on the day of the event.
 Raffle Donation Organization and Promotion see apendix
 
Sourcing Raffle Prizes:
- Engage with local businesses, particularly those within the health and wellness sector, to donate items or services as raffle prizes. This can also include stall holders who might want to contribute as part of their participation.
- Highlight how donating to the raffle offers promotional benefits to businesses through event exposure, both in the lead-up and during the event itself.
 
Raffle Promotion: Clyde 
- Incorporate raffle details into all event marketing materials, emphasizing the cause (supporting Swansea Wellness Centre) and highlighting highlight prizes to attract interest and participation.
- Use social media to spotlight donated raffle prizes and thank businesses for their contributions, creating a sense of community and shared purpose. Pippa Collett and Fenton (2014)
 
Ticket Sales and Drawing: working with Ceri 
- Decide on ticket pricing that makes participation attractive yet raises significant funds. Consider bundles (e.g., £1 for 1 strip,) to encourage more significant purchases.
- Ensure tickets can be bought in advance and on the day. Online sales can widen the reach beyond event attendees.
- Hold the raffle draw at a peak time during the event to maximize attendance and excitement. Ensure clear communication on how winners are notified, especially if they are not present during the draw.

 Additional Considerations
 - Documentation and Licenses: Make sure all necessary permits, especially for the raffle if required by local laws, are obtained well in advance. Ceri
- Feedback Loop: After the event, gather feedback from stall holders and raffle prize donors on their experience for future improvements.
- Post-Event Promotion: Use social media and follow-up communications to highlight the raffle’s success, total funds raised, and thank all contributors and participants publicly.
 
This event portfolio provides a robust foundation for executing a successful Health and Wellness Event, ensuring attention to detail, strategic planning, and comprehensive risk management to meet the aims and provide a meaningful impact on student health and wellness in Swansea. while also Clarifies the roles and tasks of each team member, supported by documentation such as minutes of meetings and email correspondences. A Stalls Coordinator role is introduced to manage vendor relations and organization.
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Appendix 
Ticket sales platforms link 
https://www.eventbrite.com/e/health-wellbeing-tickets-852355106067


Gantt chart using planner app
https://tasks.office.com/uowtsd.onmicrosoft.com/Home/PlanViews/YYn1mC3E4Ee1dyKcfXI7FZYABzSe?Type=PlanLink&Channel=Link&CreatedTime=638467347238730000
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