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Proposal

This Independent Project will consist of three main areas, the proposal, case study and the event planning documents. The proposal will highlight the methodology for data collection which will be used throughout the project and specify how it will be collected. 
Primary data relates to the data collected for the project compared to secondary data, which was collected for a different purpose, but can be analysed for the specific research question (Saunders, Lewis and Thornhill, 2019). To undertake primary research an ethical approval form has been completed see Appendix a.

The methodology will identify the different types of research to be undertaken for the Independent Project by selecting the most appropriate methods. This will be implemented in the case study based on the Passion4Hospitality Conference and Exhibition to inform and assist the development of the planning documents for the ITT Future You: Wales to the World Conference and Exhibition.
 
[bookmark: _Toc166082765]Observational Research
 
Personal observation will be obtained at the Passion4Hospitality Conference to investigate activities and details which occurred at the event (Leavy, 2020). This will be completed through attending the event and recording the experience, operations, and programme of the day and beneficial for analysing the events performance.

Murphy and Dingwall (2007) describe direct observation to be a gold standard in qualitative data collection. As part of this narrative (Simons, 2009), naturalistic (Leavy, 2020) and interpretational (Simons and McCormack, 2007) observations will occur because observational research maximises validity rather than reliability (Sanjek, 2001). It also provides insights that would not be available through other methods (Furlong, 2010). 

The reliability will be supported by the other research methods conducted. The observations will not involve interacting with individuals therefore, it does not require research approval (Wansink, 2019). This will occur through the lead researcher using their own personal observations of the event from an attendee’s perspective.
 
The observational research and observing the attendees in the physical and social environment (Mulhall, 2003) allows the information gathered to be assessed and form a review on the event, illustrated in the case study through participant observation (Bloomer et al. (2012) at the Passion4Hospitality event. The observations will assist in the case study developing and modifying the Exhibition at the ITT Future You Wales event.
 
Academic research methods will be conducted, including literature sources from the library and information and research from the events industry. This will attain researched and verified background information, theory and evidence to the points discussed and identify different perspectives (Cohen, Manion and Morrison, 2018). The researcher will use these methods to inform and justify the case study with supporting evidence.
 
Research will be conducted around the MICE industry (Bladen et al, 2012) as well as immersive and interactive elements. This will inform and generate the event planning documents and assist in the implementation of the ITT Future You Wales event.
 
A case study will be completed as part of the research project, establishing an in-depth inquiry into the Passion4Hospitality Conference, focussing on it in the real-life setting (Yin, 2018). According to Ritchie, Burns and Palmer (2004) the data collected needs to be triangulated, with multiple sources of evidence providing greater accuracy and completeness to the case study (Yin, 2014) and strengthening the credibility (Cronin, 2014). To complete this the research project evidence will be collected from various sources such as data collection, independent research, written structured interviews and observational research which are the most appropriate methods.
 
The methods that will be selected for the data collection of research and linked to the Independent Project are written structured interviews. The methodology will focus on how the research will be established through the assumptions the research is based on and the implications which could occur (Saunders, Lewis and Thornhill, 2019). The event planning documentation will consider the identification of the collected data to provide information for an effective evaluation of the event (Bowdin et at, 2011) which will inform the case study.
 
[bookmark: _Toc166082766]Written Structured Interviews
 
The research undertaken for this Independent Project will obtain information from the Passion4Hospitality Conference to develop a case study of the event. The first proposed method for this research will be written structured interviews, these will be completed through an online platform such as Mentimeter, Google Forms or Microsoft Forms as they have cloud storage for secure storage of data. 

The information required will not include personal information from the participant such as names and contact details. QR codes will be used for participants to access the online forms, which provide a link to the relevant questionnaire. The participants will not have to access the QR code, but only if they wish to participate, however, the information from the questionnaires will only be accessible to the researcher. 

To gain a sample from the required audience the researcher will send the form to the participants and request completion. At the beginning of the form, it will state the reason for the research and by continuing they will automatically consent to the information being used by the researcher, as seen in Appendix b. 
 
[bookmark: _Toc166082767]In Person Interviews

Another proposed method of research is in person interviews which will take place after the Passion4Hospitality Conference, consisting of written structured and unstructured interviews. They will be recorded on a Microsoft Teams phone and uploaded to the university OneDrive. 

The participants will be asked if they want to take part in a short interview, their names and personal details will not be recorded, but a reference number will be given to them if they require to remove their interview. They can contact the researcher to request destroying their submitted interview and immediate action from the researcher will be taken. 

The interviews will be transcribed by the researcher after the event and will be allocated for lecturers and students who attended the event both in 2022 and 2023. A data consent form will be given to the participants, with completion required prior to the interview. 
 
The interview technique which will be used is a structured interview with questions asked to the participant that have been planned and created by the interviewer. The questions that will be asked are –
-     Can you tell me a little bit about why you decided to attend the Passion4Hospitality Event?
-     How did you find the structure of the day? What did you enjoy the most?
-     What is your opinion on the Careers Fair? Did you find it easy to interact with the stalls?
-     Looking at the keynote speakers, seminars, and Careers Fair, what did you think of the split between the activities?
-     If you were to go again next year, what would you change and why?
 
[bookmark: _Toc166082768]Sample
 
Those who have attended the Passion4Hospitality Conference and a sampling method will be used due to the limited resources of the research. Random sampling and probability sampling is not appropriate for this study because of the limitations therefore, purposive sampling will be used.

[bookmark: _Toc166082769]Descriptive Statistics
 
The final proposed method is descriptive statistics validated from the collection of data through the online ticket sales, the data is a university event and will be internally owned by the university. This will involve accessing the data from the ticket sales platform to inform statistical information for the event, such as the number of attendees and demographic information. This will be on the cloud and saved to the university OneDrive.  
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The researcher will communicate with the Institute of Hospitality (IOH) to request any data or reviews maintained from the Passion4Hospitality Conference.
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Executive Summary 

This real-life Case Study will analyse the Passion4Hospitality Conference in London, hosted by the Institute of Hospitality through understanding the impact of this experience from an attendee’s point of view. This study aims to provide an insight into event satisfaction which will be crucial in generating strategic implementations for the planning and execution of the ITT Future You: Wales to the World Conference and Exhibition in Swansea.

Passion4Hospitality Conference is a world-wide network that aims to inspire, generate interest, and improve skills of students, graduates, and apprentices by providing a professional voice in the Hospitality Industry. The Conference and Careers Exhibition aims to facilitate time for networking, communication and give opportunities for employment while gaining insight and knowledge about the industry. 

The research was generated through the researcher’s critical evaluation, written structured interviews, group discussions and observations which resulted in negative and positive findings that assisted in the pre planning stages and execution of the ITT Future You Conference, Swansea.

The research information was evaluated and analysed to clarify successes and improvements needed and as a result the focus of the case study was on six main areas - the arrival procedure, exhibition and careers fair, the keynote speakers, seminars, workshops, and lunch session.

From the research the case study illustrated the need for managers and organisers to work together to establish an improvement in knowledge and communication in the pre planning stages which would result in all staff understanding the schedule for the day. As a result of this attendees would experience a more inclusive and inspirational event and feel they could rely on organisers to demonstrate an awareness about the event, as well as incorporating more immersive and interactive elements throughout the day.

The case study focus areas helped to evaluate, modify, prioritise, and improve recommendations to promote the ITT Future You Conference and give attendees an inspirational experience. This can be achieved through focusing on the arrival experience of attendees, involve a variety of exhibitors and take time planning the room layout to create an accessible and engaging space. Additionally, ensure the keynote speakers and seminars are relevant to the industry and attendees, and invest in immersive workshops to enhance attendees experience and engagement. 
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Introduction
 
The Institute of Hospitality is a registered charity, currently aiming for chartered status (Sheehan, 2024), which strives to deliver professional development, inspiration, and support in the Hospitality Industry (Institute of Hospitality, 2024a). They define their mission and values through AIR which stands for Aspirational, Inclusive and Relevant while inspiring the next generation of industry professionals (Richardson, 2024). These values corollate with the fundamental purpose of MICE events as defined by Getz and Page (2020) to promote, market, directly engage and meet corporate objectives.  

They aim to develop young people's skills and provide a professional voice to the Hospitality Industry (Institute of Hospitality, 2024a) demonstrated through the Passion4Hospitality Conference hosted annually in London by the Institute of Hospitality at the Novotel London West. The event in 2023 was supported by the Savoy Educational Trust (Institute of Hospitality, 2023) who paid for buses to the event. 

The event is a combination of a conference and exhibition to enhance opportunities for networking (Bladen et al, 2012). The provision of the Passion4Hospitality Conference and Careers Exhibition gives an opportunity for students, graduates, and apprentices to interact with the industry to gain valuable insight, networking opportunities, obtain knowledge and passion. They also provide keynote speakers and workshops including interview and CV techniques (Institute of Hospitality, 2024b). 

The Institute of Hospitality (2023) claim the Passion4Hospitality event is the largest, free student exhibition and conference within the UK hospitality industry which encourages growth and investment in the future generation with 500 attendees. Yet, in contrast the ITT Future You Swansea 2023 was a larger student conference with 600 in attendance (Davies, 2024), but the exhibition was much smaller.
 
A strength clearly displayed is their driving motivation and passion for people through supporting and inspiring individuals, while developing their skills and professionalism in the industry of hospitality. Their voice of professionalism in the industry (Institute of Hospitality, 2024a) is reflected in the Passion4Hospitality Conference which focuses on future career opportunities for those entering the industry, through providing a safe space where employers and businesses are available to talk with students openly and honestly. 

Through analysing Silvers (2013) The Process of Event Management Theory, it indicates the importance of the assessment stage of planning events, which justifies defining the aims and objectives for the Passion4Hospitality Conference and understanding how they collate and work together as shown in Appendix c (Welge, Al-Laham and Eulerich, 2017).
 
As discussed by Bladen et al (2012) the key issue in running a successful conference is the ability to clearly identify the target market and motivations for attending, such as students attending conferences related to their studies to advance their career and gain knowledge. This is reflected in Getz (2005) description of conferences facilitating interactions between individuals. 

Alternatively, Price (1993) discusses four main motivating factors why people attended academic and professional meetings ranging from education, networking, and leadership to professionalism. These points include aspects of interchanging ideas and information (Shone and Parry, 2013), creative thinking while establishing contacts (Wiesser et al, 2008). According to Bladen et al (2012) ‘events are temporary and purposive gatherings of people’ with event managers aiming to achieve all objectives. Shone and Parry (2013) discuss bringing together individuals with common interests to exchange ideas,  making conferences different to other events as demonstrated in The Passion4Hospitality Conference.
 
Through the analysis of this real-life case study, the findings will focus and develop the ITT Future You: Wales to the World Conference and Exhibition, providing real, practical examples and practices in the planning, implementation, and event stages.

 
[bookmark: _Toc166082773]Case Evaluation 
 
This Case Study will analyse the execution of the Passion4Hospitality Conference from an attendee’s perspective which took place on the 1st  December 2023 at the Novotel London West Hotel, providing a Careers Exhibition and Conference (Institute of Hospitality, 2023). The research will be based on the researcher’s critical evaluation (Leavy, 2020), group discussions and written structured interviews (Saunders, Lewis and Thornhill, 2019) chosen as the most appropriate methods which reflect the events aims and objectives. These methods will triangulate (Ritchie, Burns and Palmer, 2004) to create a credible and accurate case study (Cronin, 2014).
 
The information from the written structured interviews indicated a limitation in sample size, as only six individuals responded. These responses are not distributed across the whole event which relates to the Central Limit Theorem (Saunders, Lewis and Thornhill, 2019). Likewise, another limitation is not being able to attain access to report information from the Institute of Hospitality for the Passion4Hospitality Conference.  A focus will be on observational research, with supporting evidence provided through the written structured interviews and group discussions. 
 
Through examining the attendees' experience and the research undertaken, strategic implementations will be specified to inform the upcoming planning and execution of the ITT Future You Conference and Exhibition. An understanding of the different elements of the day will be considered and how they collaborated to provide a successful event. 
 
The aims and objectives for this case study are to use theory and research to investigate and discuss the events performance and experience. This information will be used in the ITT Future You Conference and Exhibition. The main issues this case study will focus on are potential improvements needed, including appealing aspects which enhanced the attendee’s experience. 

Through investigating the Passion4Hospitality Conference numerous methods were used to reflect on the triangulation of evidence, which ensured accurate and informed data was received and used. Unfortunately, there was a limitation in the research due to the lack of attendees completing and responding to the written structured interviews, reflecting the small sample pool used (Hancock, Algozzine and Lim, 2021). The research demonstrated positive and negative elements, both methods would assist in informing the planning and execution of the ITT Future You Conference to help elaborate the attendee’s experience.
 
There are many elements that can influence the success or failure of an event (Feather, 2021). From the research conducted there were six main areas that were identified which included arrival, Exhibition and Careers Fair, keynote speaker, seminars, workshops, and lunch. In the following sections each area will be discussed in depth.
 

[bookmark: _Toc166082774]Arrival

The experience of an event begins before an attendee even attends the event (Richards, 2019) through the way it is marketed (Kotler, 2020) and communicated (Whittington, 2020). Analysing the marketing before the event was mainly conducted digitally through the website and the Institute of Hospitality social media accounts.  
 
The Social Media Strategy utilises the scope of social media and incorporates the features to meet the goals (Chaffey and Ellis-Chadwick, 2019). There were regular updates and information provided through the social media channels, which kept the event in potential attendee’s minds and built excitement for the day (Blythe and Martin, 2019).  Another contribution of social media was generating insights into the day’s activities, providing attendees the opportunity to research and plan ahead.
 
Through focussing on the arrival of attendees at the event there were positive and negative elements that can be implemented or improved. The initial impression of an individual’s experience is important, as it sets the expectations and experience for the day having an impact on an individual's attitudes and behaviours (Swider, Harris and Gong, 2022). In Silvers Theory (2016) the taxonomy of the operations knowledge domain states the areas of audience management that need to be addressed to facilitate the attendees.
 
Observational research demonstrated that the initial arrival process was unclear with limited signage and direction which created confusion and limited accessibility (Matras and Gaiser, 2020). PCMA (2019) draws attention to the importance of attendees accessing signage and volunteers to provide clear directions. This point is valuable as personal contact has been proven to enhance an individual’s experience, and a key success factor (Van der Wagen, 2007) as well as setting the tone for the event, making the attendee feel valued and appreciated (Almeida, 2024).
 
The front of house staff had a friendly manner which assisted in a positive welcome, this team were very helpful, approachable, and knowledgeable about the amenities of the hotel and were willing to assist with questions and directions, from observational and personal experience this helped the attendees feel comfortable. The right people needed to be in this role for successful customer relationship management and should be considered strategically through focussing on the impacts in the customer journey (Goodman, 2019).
 
From observing the group discussions, a future improvement would be to receive a goody bag upon arrival which contained industry relevant information, resources, pens, notebook as well as information relating to the day. A result of receiving this item would cause a positive psychological factor on the attendee’s experience (Nasif and Minor, 2011).  Additionally, through receiving a goody bag it captures the individual’s interest (Blythe and Martin, 2019) and investment in the day and beyond the conference itself.
 
In contrast, a positive element in the arrival process was all attendees were given a name badge and lanyard. Through the provision of these resources, it encouraged communication and socialisation (Ingram and Morris, 2007) providing attendees the ability to identify individuals and initiate valuable communication (Granovetter, 2005).
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An exhibition provides the opportunity to show products or services to a specific audience (Bowdin et al., 2011). The aim of the Passion4Hospitality Exhibition is to provide career opportunities to students, graduates, and apprentices from a variety of businesses. 

The exhibition area was in the same room as the seminars and keynote speaker. The floor layout provides an area for interactions to take place (Goffman, 1959) yet the design and layout can affect the way people communicate in the setting (Sundstrom, 1986). The stands were in straight rows going down the room with most having banners and leaflets on the table with representatives standing. 
 
To discuss the Exhibition and Careers Fair it would be necessary to confirm that in all three research methods this area was negatively highlighted. This can be demonstrated initially in the written structured interviews where the average score was 3, with 1 being excellent and 5 being poor, this reflected a neutral score across this area. The comments included ‘It wasn’t really my sector’ and ‘It mainly focused on hotels’. This demonstrates individual perspectives, as in contrast another commented ‘Great chance to get to know different companies and ask about placement opportunities.’ The scoring and comments showed that the Exhibition and Careers Fair had a varied response, yet no one claimed it was excellent, reflecting areas which could be improved for future events. 

The group discussion stated how it did not cover all sectors, even though there were over fifty businesses involved in the day (Passion4Hospitality, 2023) providing knowledge and opportunities in the hospitality, leisure, and travel industry.  This reflects Getz (2007) where the goals of an exhibition can be directed towards a particular industry and facilitate industry developments. In contrast, this led to another comment regarding the companies present, stating they were mainly located in London with no opportunities or companies from Wales. 

It is critical to regard the location and opportunities available while considering the target area demographic of attendees (Kotler, 2020). This point is valuable as the event was available to anyone across the UK, therefore not everyone was seeking opportunities in London. Another valid question was raised in the group discussion over the target demographic of the event, questioning if it was for students, graduates, apprentices, or the industry? This concern was demonstrated through the seminars and talks aimed at students, yet the Exhibition and Careers Fair aimed at the industry. These elements need to be addressed correctly to demonstrate inclusivity and meet attendees’ expectations (Kotler, 2020).
 
The exhibition only took place live which confirms Bladen et al (2012) stating the importance of exhibitions as an opportunity for people to connect and reason virtual exhibitions were not as successful due to losing human contact. This point was applied and upon reflection the human interaction element was present and successful at the Passion4Hospitality Conference.

Even though there were opportunities for individuals to interact through spoken communication there was a lack of immersive and interactive activities to engage the attendees. Immersive activities can draw in engagement (Nussipova, Nordin and Sorhammar, 2020) and participation (Fonseca et al. 2014). This could have kept attendees engaged in a space for longer and diminished the issue of so many people standing around at the event with a lack of focus.
 
The research highlighted a negative response about the room layout and stands, the group discussion expressed how the stands and aisles were very close together which hindered free movement. This point was also noted in the observational research and written structured interviews where it was stated that ‘It was… hard to navigate with the number of people attending’. Goldblatt (2005) states how the sensory experience of an attendee stimulates their experience. 

As discussed by PCMA (2018), the room layout needs to maximise the space and be inviting for the attendees and exhibitors, with the positioning of the stand to be of vital importance. Through having the tables in lines allows the attendee to move freely and view the stands. By creating a layout that is inviting it makes attendees want to stay and explore (PCMA Convene, 2013). 

It was also noted there was no direction to the flow of people, which highlighted the congestion and number of people in a small area. This is also discussed by Bladen et al (2012) in relation to the flow of people contributing to the event traffic in the venue and if this is not carefully planned it can result in crowd issues once the event begins. Given the intense flow of people it can be concluded there was a poor structure to the layout of the room, with some aisles leading to a dead end and people not being able to easily move and get out (Mayer and Johnson, 2003). This is significant as it can result in health and safety issues, as well as crowd management problems (Bladen et al, 2012).
 
This argument is convincing as it could be claimed that the organisers underestimated the running time of the Exhibition and Careers Fair and the amount of people in one place, which was also mentioned in the group discussion. As a result of this, the exhibition and conference organisers need to collaborate over the time allocations (Rogers and Wynn-Moylan, 2023) and reflect on the safety issues that arose (Bladen et al, 2012).
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The Keynote Speaker was Aaron Phipps who is a Paralympian and scaled Kilimanjaro on his hands and knees. He spoke on the importance of perseverance, determination, and endurance to achieve your goals (Phipps, 2023). This inspirational session brought the whole conference together at the same time. 

Through focussing on the feedback in all research methods, the keynote speaker was the highlight of an individuals' day, with 80% of written structure interviews stating it was their favourite part of the day, key phrases used were ‘inspirational’, ‘motivating’ and ‘fantastic’. Wilson (2018) highlights the important qualities that should be considered for a keynote speaker such as trusted, inspiring, and respected within the professional community.

Yet, it could be argued that this was not the right speaker choice to meet the conference's aims and objectives. Hirsch (2015) discusses the importance of having a speaker who can connect to the audience's profession. Even though he talked about achieving your goals, there was a lack of focus specific to the hospitality industry and future careers in this specific session. 

Organising a relevant keynote speaker, promotes an atmosphere of growth and encourages people to work and achieve their goals through forms of professional motivation (Covey et al, 2022). This is especially important in the hospitality industry where there are challenges with talent acquisition (Kwok, 2022) and attracting a younger workforce (Choi, Kim and McGinley, 2017). Alternatively, there are three foundational pillars relating to the concept of inspiration which is evocation, transcendence, and motivation (Thrash and Elliott, 2004). By addressing these elements in a keynote speaker, it creates a memorable and inspiring experience and motivates attendees to pursue professional opportunities (Hoyt, 2013).
 

[bookmark: _Toc166082777]Seminars 
 
The seminars took place throughout the day on a staged and seated area in the same room as the Exhibition which covered a variety of topics including networking, social media, and a panel. There was a host for the day who introduced each speaker and topic, every session consisted of speakers with a PowerPoint presentation demonstrated on the screen. 

The presentation and set up of the speakers did not allow time or encourage the attendees to be immersed in the experience. Due to the target audience being focused on young people Davis (1993) states how a student's attention tends to wander after about 10 - 15 minutes, yet the seminars were between 30 minutes to an hour. There were no opportunities to ask questions or even have discussions that could have maintained focus. 

Attendees could not interact within the session through online platforms like mentimeter, as MIA (2023) clarifies the importance of technology in the industry. In addition, by examining the MIA Ignite Conference it demonstrates how they can interact and engage with their attendees through digital elements and establishes the way the industry can progress into the future (MIA (2021). 

There were many issues in this area as demonstrated through the mostly negative feedback from the written structured interviews and group discussions. The first issue noted was the location and timings of the seminars, as the location of these sessions took place in the same room as the Exhibition and Careers Fair, therefore the main issue was regarding the noise level. As discussed by Gramez and Boubenider (2017) the acoustics consideration for a conference room can or cannot provide a comfortable experience for the listener. This point is valuable because the conversations taking place in the Exhibition and Careers Fair transferred over into the seminars, making it difficult to hear the stage presentations, even though microphones and speakers were being used. From personal observations, the volume of the microphones could have been increased and the speakers placed in more appropriate places to create a more focused sound for the audience as also discussed by Hill et al. (2019). 

Additionally, the seminars were optional, so if the attendees had finished in the Exhibition there was nowhere for them to go, apart from sitting and talking in the seminars. As a result, these issues contributed to the difficulty in hearing the seminar speaker. It is evident when organising interactive elements that consideration needs to be given about other uses and how it potentially interferes with activities (Sharji, Peng and Woods, 2013). 

There were solutions suggested regarding the sound issues from the observational research and group discussion. The application of using the dividing wall between the two areas which was available, would assist in the minimisation of the noise and separate the two areas. This is significant because modifying the noise management of the event would have greatly improved the attendees experience (Hill, 2020).
 
Another negative element from the feedback was the lack of structure and content to the seminars. It was quoted in the written structured interviews there was ‘too big of gaps for it to flow effectively’. The observational research implies the seminar time allocations were not fulfilled, therefore there was a lot of time waiting for seminars to start which can cause unease and boredom (Kupper and Seyfried, 2023). The quality of the seminars was questioned in the group discussion, for example, the social media session was not challenging or informative enough. In the written structured interviews, it was noted that ‘the seminars were okay, however could have been more engaging and entertaining’.
 
The group discussion emphasised there was a notable disconnect in communication between managers and organisers and as a result staff members appeared uninformed of the structure and running order. The implications of this displayed a negative appearance of teamwork, collaboration, and communication (Brox and Lechner, 2024).  Yet, in contrast Gallos (2008) highlights the importance of all departments working together, organising team meetings for excellent preparation and shared knowledge to provide a successful event.
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The workshops demonstrated positive and practical elements, giving the attendees an opportunity to invest in their professional development within the hospitality industry. The written feedback reflected that the sessions were helpful and benefited their personal development.

Workshops provide an interactive element to the conference, allowing attendees to participate and have conversations with industry professionals through hands-on opportunities to implement their learning and development (Lorette, 2014). They contribute to learning through practical experience (Jones, 2000) and generate areas for development (Lau and Pasquini, 2008)

The CV and Interview Technique workshops were a highlight, providing a practical alternative, which broke up the day through booking a session. This expanded the attendee’s personal future development where they gained confidence, understanding and reassurance in a realistic and helpful manner through an immersive experience (Ogbeide, Singh and Severt, 2023).  Any questions were answered in a professional manner that would guide the attendees to have an improved experience of CV writing and gain successful interview techniques. This session proved to be very popular as demonstrated through the long queues and demonstrated the need for guidance in these areas.
 
Another interactive and beneficial element of the conference was the possibility for professional photographs to be taken. A result of this opportunity provided a practical session for the attendees which would help in their future career development.
 

[bookmark: _Toc166082779]Lunch
 
Feedback from the evaluation demonstrated that the lunch session was a challenging time for attendees, therefore research has been conducted analysing food and refreshments at conferences. Dienst (2023) discusses how there needs to be a change of mindset in relation to food at conferences, including the type and timing of food being served to help minimise waste. In contrast, ABPCO and ICC Wales (2018) highlight the importance of meeting the attendees’ expectations on the food provided.  ICC Wales (2019) specifies the importance of being properly nourished to maximise concentration, engagement, and enjoyment at an event. 

An initial incentive and promotion for the event was lunch being included in the ticket. By analysing this research and focussing on the food provided, it indicates there could have been a significant improvement by including foods that would generate interest and excitement and in return promote continued engagement into the afternoon session.  

In contrast, through analysing the delivery of this session there was no defined structure, and the group discussion highlighted the restricted information provided was because of limited knowledge about the queuing system. It could be argued that the lack of organisation caused anxiety and a sense of unrest amongst the attendees (Bhadgaonkar, 2023).
 
Another negative aspect observed and reported was the very limited number of standing tables available once received food in relation to the number of people attending. Once again, this caused confusion with people not knowing where to go while others sat on the floor to eat.
 
The significance of allocating one and a half hours for lunch resulted in too long a session for lunch. As a result, this did not encourage people to stay in the venue as there were no activities provided, additionally there was a risk people would not stay for the afternoon session. This was reflected through observational research and confirmed reduced numbers of attendees in the afternoon, which only involved a prize giving session. It can be argued that this session could have been included before lunch or expand interactive elements to this session to encourage attendees to stay.
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In conclusion it is clear the Passion4Hospitality Conference hosted by the Institute of Hospitality is a benefit as they strive to deliver professional development, inspire the next generation of industry professionals, and give a professional voice. Yet, through attending their conference and investigating the feedback, research, and evaluations there are areas of improvement which are needed, yet in contrast there are sessions that were beneficial and have been proved to be very successful.  

The limitations of the case study included the sample size and representation of those who completed the study. This caused the information to be based on a small number of individuals experiences and it could not reflect the whole event.

Consideration needs to be given to the target audience to ensure appropriability and relevance to the sector. This can be achieved through modifying the event to become more interactive, immersive, and digital to encourage interaction and engagement using the MIA Ignite Event as a model. 
 
Even though there was a limitation of people completing the written structured research it clearly demonstrated the overall response to various situations as well as observational research. For example, the keynote speaker had an overwhelming response of 80% stating it was their favourite part of the day, along with positive comments. Yet, in the future the gathering research process could be improved through more time being allotted for this feedback to reach a wider audience.
 
From the research gathered the seminar group discussion highlighted an obvious disconnect between managers and organisers which led to a lack of knowledge about the running order. A future event solution would be regular meetings between the managers and organisers which includes assessing feedback, research, evaluations, and recommendations to improve future events. As a result, all staff will be confident in the structure and running of the event through high quality communication and improved teamwork which can then be demonstrated to the attendees in a professional way.
 
An improvement in other areas highlighted in the research would be upgraded through managers and organisers reflecting on feedback together and deciding on solutions in a collaborative manner. This point is valuable as setting time aside for this is vital after the event and in the pre planning stages which will result in establishing a more successful event. 
 

[bookmark: _Toc166082781]Recommendations and Implementations 
 
Given that the focus of this case study was on the arrival procedure, exhibition and careers fair, the keynote speakers, seminars, workshops, and lunch session the proposed recommendations and implementation will be linked to these areas for the ITT Future You event. 
 
Arrival
      .      Use social media to promote the event.
·   	 Design and make improved signage and directions for attendees when they first arrive to improve confidence and avoid immediate confusion.
·   	 Provide goody bags including industry relevant information and the event schedule. This will provide a sense of belonging to the event and give a lasting impression when it is over.
·   	Provide excellent front of house staff who are approachable, friendly and have an increased knowledge regarding directions and the process to follow.
·   	Provide name and lanyard to encourage communication between staff, students, and organisers.
 
Exhibition and Careers Fair


·   	Provide exhibitors that cover a variety of sectors, so the attendees have an opportunity to link with various options. 
.      Provide immersive and interactive activities.
·   	 Organise exhibitor’s layout to engage with students with a clear structure.
·   	 Focus the Exhibition and Careers Fair to be aimed at students, graduates, and apprentices to meet attendees’ expectations.
·   	 Plan a room layout that provides enough space for attendees to move freely and organise a direction of flow to improve safety.
·   	 Complete a health and safety risk assessment for the number of people attending in one place to avoid overcrowding and congestion.

Keynote Speaker

·   	 Book keynote speakers that are respected in this industry who will trigger interest and motivation, while also inspiring the attendees in a memorable way.
 
Seminars 


·   	 Plan and share the location, times and running order for the seminars, making sure all managers, staff, visitors, and attendees know the schedule plan of the day. This will lead to a more inclusive day with a shared understanding of what is expected.
·   	Organise a separate room or room dividers for the seminars so noise from the exhibition and careers fair do not interfere with the sessions.
·   	 Plan for the seminars to be part of the running order and attendance is expected.
·   	 Fill the seminar session time allocation to avoid time wasted and boredom.
·   	 Communicate with seminar leaders beforehand to discuss and share content of sessions to make sure it is stimulating and engaging for the students.
.      Include interactive activities in the afternoon session to increase attendance. 
 
Workshops


·   	Provide CV and Interview techniques workshop due to the positive research responses.
·   	 Provide professional photographs due to the positive feedback.
 
Lunch

       .     Improve menu choice to gain interest and increase afternoon attendance.
·   	Give clear instructions about the lunch time session and explain the process to all attendees to avoid confusion.
·   	Provide tables and space for all attendees and share information about available spaces to avoid overcrowding.
·   	 Shorten the lunch session to keep the day active and focussed.
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The Event Planning documents are based on planning for the ITT Future You: Wales to the World Conference and Exhibition which will take place in Swansea Arena on the 27th of February 2024. These documents will have a particular focus on the Exhibition and Careers Fair elements and expand to include some overall aspects of the event. For the detailed planning documents used at the event, see Appendix d. 
 

[bookmark: _Toc166082783]Purpose and objectives of planning documents
 
The purpose and objectives of the event planning documents are to assist in the planning and organisation of a successful event, through focusing on the goals and monitoring how they will be achieved (Getz, 2005). During the planning process organisational, logistical, and operational issues need to be highlighted beforehand, to ensure thorough preparations are pursued to minimise issues on the event day (Shone and Parry, 2013). As discussed by Getz (2005) producing an event is the target and the planning focuses on the implementation of processes to ensure all tasks are completed on time.
 
The advancement of studies into event management (Draper, Thomas and Fenich, 2018) illustrates the importance of utilising and optimising both new and existing strategies to improve, develop and minimise threats to events (Pegg and Patterson, 2010) especially as they develop in complexity (Brown et al. 2015).
 
Through evaluating Tum, Norton and White (2006) Event Operations Management Model it demonstrates the vitality of the analysis stage, which emerges onto the detailed planning stage therefore, both occur before the implementation and delivery of the event. The EMBOK Model describes the knowledge and skills element to deliver an event. This can assist in facilitation and mapping the management of an event (Silvers et al. 2005) as well as departmentalising tasks (Bleden et al. 2012).
 
The completion of these planning documents will contribute to the organisation and preparation during the approach and execution of the ITT Future You: Wales to the World event. 


[bookmark: _Toc166082784]Objectives and Goals of the Event
 
The objectives and goals of the event are important to organise at the start of planning stages to ensure the event is focused and relevant, meeting the criteria it sets out to achieve, and providing strategy to the whole process (LaBelle and Waldeck, 2020). Setting goals assists in motivation (Huang, Jin and Zhang, 2017) and effectiveness (Peralta et al. 2015). Throughout the process, evaluations must be conducted to ensure the objectives are still being attained, so adaptions can be implemented (Lee and Kotler, 2016).
 
The objectives of the ITT Future You: Wales to the World event is to provide inspiration and opportunities to students in the travel, tourism, hospitality, leisure, and event sectors. While also implementing the incorporation of inspirational and motivational speakers, alongside a Careers Fair which provides time to focus and intervene with businesses and individuals involved in these sectors (ITT Future You, 2024). 
 
The main objective of the Exhibition and Careers Fair is to showcase the wide variety of opportunities available in Wales and beyond, which will inspire and generate an opening for students to invest in their future careers (ITT Future You, 2024). This relates to the ITT’s (2024a) focus to assist in creating opportunities for the next generation to network with decision makers in the industry. The goal for the Exhibition and Careers Fair is to involve thirty stall holders to maintain and create a positive and inclusive atmosphere in this area.
 
To measure the objectives and goals, Key Performance Indicators can be used to define the success, outcomes (Parmenter, 2015) and overall performance (Bhatti, Awan and Razaq, 2013). Yet within these indicators, the parameters need to ensure they incorporate SMART goals model (Doran, 1981) which will aid in achievability (Ogbeiwi, 2017).  
 
The Key Performance Indicators which will assist in measuring the success of the ITT Future You Exhibition will be –
 
-   	Achieve at least thirty exhibitors to attend the event across the travel, tourism, hospitality, leisure, and events sectors.
-   	Provide interactive elements for engagement with the industry, which will be measured by the number of attendees staying in the exhibition space.
-   	Provide opportunities and space for students to make contacts with the industry, which will be measured through feedback in conversations, as well as placement and job opportunities.
-   	Create an engaging atmosphere in the Exhibition area, which will be measured by the amount of time attendees stay in this area compared to other parts of the building.
-   	Design a room layout which promotes interaction and exploration, the success of this will be defined by the flow of attendees and volunteers through the area.

These Key Performance Indicators will be transferred into the planning of the event to ensure they are attained, and this will also provide a reference point to ensure the planning remains focused and on task. 
  

[bookmark: _Toc166082785]Background Information

The ITT Future You events are in collaboration with the Institute of Travel and Tourism which supports individuals at all stages of their professional journey, from guidance and inspiration as a student progressing through to the most senior levels (Institute of Travel & Tourism, 2024a). Across their network they provide a range of events, training, and guidance to both students and professionals in the industry (Institute of Travel & Tourism, 2024b). As part of the events organised throughout the year the ITT Future You event tours across the UK to eleven cities, providing individual speakers and a Careers Fair relating to the local area (ITT Future You, 2024). 

This event was promoted and held in Swansea for the first time in 2023 with the ambition to make it an annual event (Staden, 2023). The 2023 event won NOEA Award for best student event (Davies, 2023) as well as receiving publicity in the ITT Conference in Doha (Institute of Travel & Tourism, 2023). Fortunately, this event returns to Swansea Arena for the second year, again hosted by UWTSD (Davies, 2024). As stated by Getz (1998) it is impossible to replicate an event, therefore in 2024 there is not the perspective to replicate the 2023 event, but only to improve, modify and maintain the ethos of the event.
 

[bookmark: _Toc166082786]Event Brief

The event is organised is to motivate and inspire the next generation of industry professionals. This is reflected in the PCMA (2024a) strategy throughout the travel, tourism, hospitality, leisure, and events industry. It is a time for those studying these subject areas to collaborate, listen to presentations and integrate with the industry professionals through an Exhibition and Careers Fair.  The attendees also gain knowledge and understanding of opportunities that are accessible and grasp an emerging insight into the industry (Rittichainuwat and Mair, 20212).
 
This event will apply researched elements from the case study generated from the Passion4Hospitality Conference to influence the implementations and decisions made in the planning process. The issues that have been confirmed from the case study will be improved and adapted.


[bookmark: _Toc166082787]Target Audience

The target audience identifies individuals with a common need or characteristic which an organisation decides to serve (Kotler et al. 2020). The focussed planning process and taking account of the goals and objectives a target audience can be acquired (Blythe and Martin, 2019). Another consideration when analysing the target audience is to examine the attendees’ motivations in relation to Maslow’s Hierarchy of Needs (Maslow, 1943). In contrast, as stated by Fink, Trail and Anderson (2002) attendees can have a range of motivations to attend an event. Likewise, Kim and Chalips’ (2004) conceptual model of identifying why individuals attend events emerge through push and mediating factors.

The target audience specified is students in South Wales and the surrounding areas with a particular focus on schools, colleges and universities that provide courses in travel, tourism, leisure, hospitality events and business. The specific target implemented for the Exhibition and Careers Fair is aimed towards future career and placement opportunities for students. 


[bookmark: _Toc166082788]
Organisational Structure

To identify the management structure of the event, it would be necessary to analyse the organisational theory. The organisational theory assists in the understanding of the organisational environment as well as the relationship between individual behaviour, management practices (Mullins and McLean, 2019) and how the organisational functions are affected by their environment (Jones, 2013).
 
In relation to the structure of the event, there will be three main departments, each with an individual student overseeing the execution of that specific area during the preparation, set up, implementation, event, and pack down stage. The three main areas are conference and speakers, social media and front of house, and Exhibition and Careers Fair which will identify where the student volunteers will be allocated.


[bookmark: _Toc166082789]Venue

The application of the domain element of the EMBOK model in relation to the operations element (EMBOK, 2005b) demonstrates that the venue is an important area to plan, discuss and implement collaboration (Chai and Freeman, 2019). This is significant as open communication with the venue at all stages is vital, just as keeping informed of updates about legislation, policy, and procedures (Melly, McLoughlin and Maguire, 2023). The venue also needs to be considered regarding how the logistical requirements of the event will work with the venue (Bladen et al. 2012). 

The venue for the ITT Future You Conference and Exhibition was secured through collaboration with Swansea Arena and UWTSD. Due to this focussed interaction, use of the whole arena was made available which provides separate Conference and Exhibition space, use of audio and visual equipment and a stage. The event will also have an established contact at the arena to be involved in the process, assist with plans, and intervene regarding the use of venue.
 
 
[bookmark: _Toc166082790]Budget and Finance

The significance of planning an event establishes that the budget and financial elements need to be considered as referred to in the EMBOK model (EMBOK, 2005b). As a result of understanding and initiating the financial implications and budgets of an event it ensures the plans are appropriate and achievable within the allocated parameters (Masterman, 2021).
 
There is no budget available for the event and the decision has been made not to charge exhibitors for their stand this year. A strength of this decision demonstrates that it encourages and assists companies and organisations to attend the event with the main purpose of supporting students. As the event is only in the second year based in Swansea it is still establishing connections and given the promotion of stands being free, it was concluded this would generate interest from a larger variety of companies.


[bookmark: _Toc166082791]Programme

The programme of the event covers many different areas of the event planning process which encompasses many stages and sections of the EMBOK (2005a) model. Yet, the programme needs to reflect the concepts and goals for the event (Allen et al, 2008) with validation given to the factors involved in the decision-making process such as Macro, Meso and Micros’ environmental and cultural factors (Bladen et al, 2012, Castaner and Campos, 2002). 

In relation to Dowson and Bassett (2015) Event Planning Model, the programme plan occurs in phase 2. This phase consists of both formal and informal activities that are integrated into an event programme to demonstrate when everything is taking place, and that they work together (Dowson and Bassett, 2015). In comparison to the 2023 event, the aims and objectives for the programme have been developed to include interactive elements and shorter presentations to assist and maintain engagement and concentration. This has been modified and developed as a result from the findings in the case study on the Passion4Hospitality Conference.  

The programme planning also needs to focus on the collaboration of the Conference and Exhibition working together (Bladen et al, 2012) with the opportunity for the attendees to interact with the speakers at these areas (Lutz, 2021) as well as creating and engaging in the Conference and Exhibition space (Durso, 2017).
 
Another aspect to monitor within the programme preparations are the realistic timings, to ensure an appropriate schedule is established, including the demographic of attendees and timings that assist with schools, colleges, and travel arrangements.
 
	9:30am
	Doors Open and Exhibition Starts

	10:50am
	Exhibition Closes

	11:00am
	Conference Begins

	12:45pm
	Conference Ends

	1:00pm
	Exhibition Opens

	1:30pm
	Singer in Exhibition Area

	3:00pm
	Exhibition and Event Closes


 



[bookmark: _Toc166082792]Logistics relating to the Exhibition Zone

The following section of the planning documents will focus on the Exhibition and Careers Fair.


[bookmark: _Toc166082793]Arrival of Exhibitors

The exhibitors will receive an arrival email the week before the event to confirm and clarify the arrival procedure and relevant information. It is important to communicate effectively with the exhibitors to create a positive and informed working relationship (Lynch, 2018). This includes giving a choice to set up the day before or in the morning before the doors open. The clear directions include instructions to meet at the stage door where they would be shown to their allocated stand and students will be available to assist in this process. A result of this intervention will provide a positive atmosphere and decrease confusion for the exhibitors once they are in the room as well as receiving direct interaction, personal face to face communication to establish a relationship (Goodman-Deane et al. 2016). Through demonstrating a welcoming attitude, it creates a positive relationship (Filimonau and Brown, 2018) and results in an emotional response that makes the individual feel cared for, safe and important (Tasci and Semrad, 2016). 

By analysing the arrival procedure of the Passion4Hospitality Conference, it emerged that there was a lack of clear information available which caused confusion and a lack of inclusivity. Given the importance of the arrival procedure for the attendees to the Exhibition and Careers Fair, student volunteers will be readily available throughout the arena to assist in directing them to the Exhibition area and answer any questions that may arise. This will provide a strength for the event and influence the event experience, while creating a safe environment with individuals who have situational awareness (Flaherty, 2011).  


[bookmark: _Toc166082794]Room Layout  
 
The layout of the room relates to the EMBOK Design domain (EMBOK, 2005b) with Gifford (2002) analysing how the physical environment can change an individual's experience. Likewise, the space needs to be functional as well as making it safe (Nelson, 2009).
 
The exhibition will be planned in zones through categorising business types and this approach will assist the attendees experience to view, allocate and access businesses and organisations with ease as was done in Domotex 2018 (PCMA, 2018). 
 
A restriction that was identified through analysing the case study on the Passion4Hospitality Careers Fair was the restrictive physical layout of the room. The Swansea Arena Exhibition space will be maximised through creating wide walkways, and ensuring people are able to flow freely at the beginning and end of the aisles. A result of this will create a more comfortable attendee and exhibitor experience, allowing room for conversations to take place, while still allowing people to walk past and provide individuals with personal space (Hayduk, 1978).
[bookmark: _Toc166082795]Exhibitors

Part of the goals for the Exhibition is to include a wide variety of exhibitors across different sectors, so they can demonstrate the options and opportunities that are available to students. By analysing the target market of the event (Kotler et al.  2019) which are students, the organisations present need to reflect and implement the variety of interests individuals may select to pursue in the future.  They can also specify opportunities that are available which some students may not have considered before.
 
As a result of evaluating the research in the case study regarding the variety of exhibitors, both local, national, and international exhibitors will be required. The international opportunities were established through confirmation of securing the Royal Caribbean and Yummy Jobs to attend the event, fortunately both provide inspiring placements and generate future career opportunities. Some students prioritise overseas openings, so it is important to provide exposure to opportunities that are available (Forder and Fowlie, 2017).
 
The exhibitors that are located and chosen to attend the event are all able to provide industry insight and be available to discuss personal development and future career opportunities with the attendees. Similarly, Milman and Whitney (2014) discuss the importance from a student's perspective to pursue job opportunities that appeal to them, interact with industry representatives, and have a variety of employers available at an exhibition.

The exhibitors will be classified in zones including travel, hospitality, events and tourism, education and enterprise, the zones each exhibitor will be in can be seen in Appendix d. This will allow the attendees to easily view and access the exhibitors in a logical process. 

In comparison to the 2023 event, the Exhibition area will be greatly improved with more exhibitors attending and a change in location within the arena will provide a larger space to facilitate it. As shown in Appendix e, many exhibitors are contacted to make the exhibition a success with Appendix d showing the confirmed exhibitors. 


[bookmark: _Toc166082796]Interactive Elements

It is important for the experience of the exhibition to be interactive to engage the student's attention and involvement (Davies, 2011), in response to this concept it was concluded that interaction needed to be a focus in the Exhibition zone. UWTSD can attain direct access to many digital resources including an interactive photo booth and VR headsets, which will maintain hands-on experiences and interactions throughout the event which utilises the developments in technology (Scott, 2015)

Through focussing on the attendees' experience Monroe (2005) identifies the need to appeal to their senses. Similarly, the EMBOK model addresses the requirement to develop the design of the event through content, theme, programme, environment, production, entertainment, and catering (EMBOK, 2005a). This point is valuable, and exhibitors are asked to provide any interactive resources to engage students and generate interest in the exhibition space for longer. Practical experiences will be available to expand interactions, including inflatable games from the sports academy and whiskey tasting from Penderyn. These activities engage the senses and create interest in the company (Torri and Salini, 2016) and relates to the entertainment-education strategy (Moyer-Guse, 2008).
 
Another planned focus to engage the attendees is the provision of a singer in the Exhibition zone. This will establish a different dimension and contrast to their experience, while also having conversations and interacting in the Careers Fair. Specific conversations with the sound engineers will be arranged before the event to ensure the audio levels remain appropriate to the event.

All these elements relate to Kolb’s (2014) experiential learning cycle where students can engage and interact with hands-on experiences while obtaining personal interactions. Throughout the Exhibition the attendees will generate, and practice networking skills established by partaking in the experience.


[bookmark: _Toc166082797]Catering/Lunch

Through analysing the case study from the Passion4Hospitality Conference the ITT Future You Conference and Exhibition will provide an area for attendees to have their packed lunch. This will be facilitated through round tables being available in the Careers Fair and Exhibition Area and will be illustrated clearly to avoid confusion. This will establish a specific location and encourage attendees to proceed to this area once the conference element is finished. This can occur as permission has been granted by Swansea Arena for attendees to be allowed to bring and consume food on the premises. 


[bookmark: _Toc166082798]Risk Assessment

As shown in Appendix d, a risk assessment for the event is complete. Risk assessments are a vital part of planning as it specifies future incidents that could negatively impact an event (Bowdin et al. 2011) with Getz (2002) stating that one of the reasons crisis occurs is due to the lack of advance or strategic planning. In this area the event manager has a legal and ethical responsibility to ensure action is taken (Rutherford-Silvers, 2008) and identify issues that could emerge (Tum, Norton and White, 2006).

The Risk Assessment for the event areas are identified with potential issues and threats. It demonstrates the measures the organisers will implement and identify. As the event is held in Swansea Arena, the arena also has a Risk Assessment completed from their perspective. 

[bookmark: _Toc166082799]Conclusion

Through developing and implementing these concepts and plans for the ITT Future You Exhibition it will enable growth compared to last year's event and leave a legacy that can continue to be maintained and developed in future events. It is clear to detect that the analysis of the case study on the Passion4Hospitality Careers Fair has illustrated areas that needed improvement, yet this has generated a focus and assisted in the planning stages which contributes to providing the high-quality event in Swansea. 

As a result of using the EMBOK (2005c) phases the implementation and event stages occur after the planning stage. Once the event has been completed another member of the group will conduct a review on the event.
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Critical Review

In order to critically review the ITT Future You: Wales to the World Conference and Careers Fair it would be necessary to take into account the initiation, planning, implementation, event, and closure phases (EMBOK, 2005c) and an analysis of the performance and self-reflection regarding the event. 

A critical review reflects and analyses events to discover a deeper meaning (Weissberg, 2013) and achieve an improved performance in the future (Kasemsap, 2016), creating the opportunity for reflection (Smith, 2011) to enhance the process of learning and self- assessment (Burrell, 2014). 

The critical review will be derived from personal experience (Hargreaves and Page, 2013) observations and feedback obtained from attendees. 

The Gibbs Reflective Cycle (1998) demonstrates six stages that assist with the evaluation and analysis process which leads to potential actions (Thompson, 2021). 

The first stage of the cycle is Descriptive (Gibbs, 1998) therefore, the event took place on 27th February 2024 at Swansea Arena. The set-up process occurred on the 26th February 2024 with a student volunteer team, the Exhibition, foyer, and Conference area needed to be organised and ready for arrivals. During the event there were sessions that involved speakers and exhibitors interacting with attendees.  

The second stage is Feelings (Gibbs, 1998), in the planning and event stages there were both moments of anxiety, frustration, apprehension, productivity, relief and enjoyment.  Although there was a feeling of exhaustion derived from the preparation process, there was an overwhelming feeling of pride, excitement, and satisfaction throughout the event. Through identifying feelings at different stages of the process it allows for improved future performance (Lew and Schmidt, 2011) and gain a new understanding and appreciation on the situation (Boud, Keogh and Walker, 1985). 

The third and fourth stage is Evaluation and Analysis, this is an essential area for event management as it provides information and feedback on improvements required and successes that could be repeated (Getz, 2018).  This can be illustrated by evaluating and analysing the Exhibition area, therefore the aim to achieve thirty exhibitors was passed, with forty stands confirming attendance. In contrast, only two did not attend, yet the significance of this created empty tables in the Exhibition area. These spaces confirmed publicly there were missing businesses, however this could not have been avoided as confirmation was sent and received with the expectation of attendance (Tum, Norton and Wright, 2006). On reflection these tables could have been removed but the disruption would have deviated from the overall ethos of the day (Bladen et al. 2012). 

In comparison to the previous ITT Future You Careers Fair in Wales 2023, the Exhibition area grew significantly with double the number of businesses and organisations attending. It was an excellent decision to transfer the location to the lower auditorium to obtain more space. There is still opportunity for growth (Getz, 2005) and expansion demonstrated through initial contacts with over one hundred and forty exhibitors compared to the thirty-eight who attended. In comparison, due to the lateness of a confirmed date from Swansea Arena there was feedback stating that potential exhibitors received the date too late. In future events this information is required earlier in the planning stages (Masterman, 2022) to expand the number of attending exhibitors.

During the event there were student volunteers who played a vital role as stated by Kemp (2002) as the hidden workforce. The priority of the event manager is to provide leadership while managing resources, tasks and provide clear communication (Abson, 2017). At times this proved to be difficult due to the number of volunteers needing direct communication, the goal was not to manage people but to lead them (Drucker, 2012). A challenge that was faced was cross communication among the volunteers (Brooks, 2018).  A future solution would be to implement team leaders in every department who are only led by the event manager.

Through analysing the room layout, various designs and an initial plan was completed, see Appendix f. It was concluded that the design shown in Appendix d was the best option to maximise space, create an accessible and inclusive environment (Goldblatt, 2005) and provide attendees with a positive experience (Bladen et al. 2012). This was achieved as attendees were able to interact with exhibitors with space for the flow of people. In contrast, an issue emerged from a staff member at the arena who stated the tables in the lower auditorium were set up incorrectly and was confirmed by the organisers that the layout would change. This last-minute change to the original plan supported flow and interaction of attendees (Bladen et al. 2012) and demonstrated the important skill of being adaptable. 

A strength of the organiser was the pre-planning and event communication maintained with the exhibitors, reflected in the positive feedback in Appendix g. This high-quality communication promoted inclusivity and eliminated any uncertainty (Mullins and McLean, 2019). On arrival a student team greeted all exhibitors and directed them personally to their stand, attaining a more individual experience (Leatherbarrow and Fletcher, 2019). A future improvement is sending a follow up thank you email which should have been sent to all the exhibitors after the event.

Through using the Gibbs Reflective Cycle (1998) the fifth and sixth stage is the Conclusion and Action Plan. The planning, implementing and production of the ITT Future You: Wales to the World event has provided many transferable skills including high quality communication to exhibitors in the preplanning, during and post event stages. The leadership skills including adaptability and building teamwork was vital with a volunteer team and venue staff. Through using the knowledge and experience gained from this experience, situations included in the analysis will assist in future events.

 
A main experience established was the willingness and ability to build on the previous year's event. These are important skills as they ensure mistakes are not repeated and demonstrate potential for improvement. In the future the importance of listening and acting on advice from those who have generated the event previously is vital. 

One of the main limitations of the event was time restraints relating to the date. For the event in 2025, it is recommended that the date of the event is communicated to the exhibitors sooner to maximise the availability of potential exhibitors. Additionally, use and increase the links that were made in 2024 to establish the 2025 event. 

Leadership skills used and developed through this event will be beneficial and contribute to future events. Investing and gaining an insight into how to communicate and react with various people and situations is crucial, these are adaptable skills that can be refined for various scenarios. 
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This project portfolio will include –

1. Proposal and Ethics Approval (2,000 words)
2. Event Planning documents (4,000 words)
3. Case Study (4,000 words)
(this box should expand as you type)

	
	Proposed methods (maximum 600 words)
Provide a brief summary of all the methods that may be used in the research activity, making it clear what specific techniques may be used. If methods other than those listed in this section are deemed appropriate later, additional ethical approval for those methods will be needed. You do not need to justify the methods here, but should instead describe how you intend to collect the data necessary for you to complete your project.

	7
	
 

The methodology will consider the different types of research that will be undertaken for the independent project. Primary data relates to the data collected for the project compared to secondary data that was collected for a different purpose but can be analysed for the specific research question (Saunders, 2019). 

A case study will be completed as part of the research project that will be an in-depth inquiry into the ITT Conference that looks at it in the real-life setting (Yin, 2018). According to Ritchie et al. (2004) the data collected needs to be triangulated that has multiple sources of evidence. In order to do this in the research project evidence will be collected from different sources from data collection, independent research and written structured interviews.

The methods that may be considered for the data collection of research linked to the Independent Project are written structured interviews. The methodology will focus on how the research will be undertaken through the consideration on the assumptions that the research is based on and the implications that could occur (Saunders, 2019). Within the event planning documentation consideration will be made to the identification of the data that will be required to be collected to provide information for an informed evaluation of the event (Bowdin et at, 2011) this will inform the case study. 

Written Structured Interviews

The research to be undertaken for this Independent Project will collect information from the Passion 4 Hospitality Conference to develop a case study of the event. The first proposed method for this research is written structured interviews. The interview will be completed through an online platform such as Mentimeter, Google forms and Microsoft forms. All these platforms have cloud storage for secure storage of data. The information required will not include personal information from the participant such as names and contact details. For participants to access the online forms QR codes will be used, which provide a link to the relevant questionnaire. The participants will not have to use the QR code, only if they wish to participate. The information from the questionnaires will only be accessible to the researcher. To have a sample from the required audience the researcher will send the form to the participants and request for them to be filled in. At the beginning of the form, it will state the reason for the research and by continuing with the form they consent to the information being used by the researcher.  

In Person Interviews

Another proposed method of research is in person interviews which will take place after the Passion 4 Hospitality Conference. This will consist of written structured interviews as well as un-structured interviews. The interviews will be recorded on a phone and Microsoft teams and uploaded to the university OneDrive. The participants will be asked if they would like to take part in a short interview, their names and personal details will not be recorded, but a number will be given to them if they would wish to retract their interview at any point. They can contact the researcher to request the interview to be destroyed and immediate action from the researcher will be taken. The interviews will be transcribed by the researcher after the event. These interviews will be for the students who attended the event both in 2022 and 2023 and lecturers. A data consent form will be given to the participants, and they will need to fill it out prior to the interview taking place. 

The interview technique that will be used is a structured interview with questions being asked to the participant that have been planned by the interviewer. The questions that will be asked are – 
· Can you tell me a little bit about why you decided to attend the Passion 4 Hospitality Event?
· How did you find the structure of the day? What did you enjoy the most? 
· What is your opinion on the careers fair? Did you find it easy to interact with the stalls? 
· Looking at the keynote speakers, seminars and careers fair, what did you think of the split between the activities?
· If you were to go again next year, what would you change and Why? 



Sample

The researcher will use the sample and identify participants as discussed in G12. 

Descriptive Statistics 

The final proposed method is descriptive statistics with the collection of data through the online ticket sales. The data is an university event. The data will be internally owned by the university. This will involve accessing the data from the ticket sales platform to inform statistical information for the event such as the number of attendees and demographic information. This will be on the cloud and saved to the university OneDrive.   

Data Collection

The researcher will approach the ITT to request any data or reviews from the Passion 4 Hospitality Conference. 

(this box should expand as you type)

	

	Location of research activity
Identify all locations where research activity will take place.

	8
	
The research activity will take place in Wales and Online. 
(this box should expand as you type)

	
	Research activity outside of the UK
If research activity will take place overseas, you are responsible for ensuring that local ethical considerations are complied with and that the relevant permissions are sought. Specify any local guidelines (e.g. from local professional associations/learned societies/universities) that exist and whether these involve any ethical stipulations beyond those usual in the UK (provide details of any licenses or permissions required). Also specify whether there are any specific ethical issues raised by the local context in which the research activity is taking place, for example, particular cultural and/or legal sensitivities or vulnerabilities of participants. If you live in the country where you will do the research then please state this.

	9
	
There will be no research activity conducted outside the UK. 
(this box should expand as you type)



	10
	Use of documentation not in the public domain: Are any documents NOT publicly available? 

	NO
	☒

	
	
	YES
	☐

	11
	If Yes, please provide details here of how you will gain access to specific documentation that is not in the public domain and that this is in accordance with the current data protection law of the country in question and that of England and Wales.



(this box should expand as you type)



	
	Does your research relate to one or more of the seven aims of the Well-being of Future Generations (Wales) Act 2015?
	
YES
	
NO

	12
	A prosperous Wales
	☐
	☒

	13
	A resilient Wales
	☐
	☒

	14
	A healthier Wales
	☐
	☒

	15
	A more equal Wales
	☐
	☒

	16
	A Wales of cohesive communities
	☐
	☒

	17
	A Wales of vibrant culture and thriving Welsh language
	☐
	☒

	18
	A globally responsible Wales
	☐
	☒

	19
	If YES to any of the above, please give details:

	
	


(this box should expand as you type)



SECTION F: Scope of Research Activity
	
	Will the research activity include:
	YES
	NO

	1
	Use of a questionnaire or similar research instrument?
	☒
	☐

	2
	Use of interviews?
	☒
	☐

	3
	Use of focus groups?
	☐
	☒

	4
	Use of participant diaries? 
	☐
	☒

	5
	Use of video or audio recording?
	☒
	☐

	6
	Use of computer-generated log files?
	☒
	☐

	7
	Participant observation with their knowledge?
	☐
	☒

	8
	Participant observation without their knowledge?
	☐
	☒

	9
	Access to personal or confidential information without the participants’ specific consent?
	☐
	☒

	10
	Administration of any questions, test stimuli, presentation that may be experienced as physically, mentally or emotionally harmful / offensive?
	☐
	☒

	11
	Performance of any acts which may cause embarrassment or affect self-esteem?
	☐
	☒

	12
	Investigation of participants involved in illegal activities?
	☐
	☒

	13
	Use of procedures that involve deception?
	☐
	☒

	14
	Administration of any substance, agent or placebo?
	☐
	☒

	15
	Working with live vertebrate animals?
	☐
	☒

	16
	Procedures that may have a negative impact on the environment?
	☐
	☒

	17
	Other primary data collection methods. Please indicate the type of data collection method(s) below.
	☐
	☒

	
	Details of any other primary data collection method:



(this box should expand as you type)
	
	


If NO to every question, then the research activity is (ethically) low risk and may be exempt from some of the following sections (please refer to Guidance Notes).

If YES to any question, then no research activity should be undertaken until full ethical approval has been obtained. 

SECTION G: Intended Participants
If there are no participants then do not complete this section, but go directly to section H.

	
	Who are the intended participants:
	
YES
	
NO

	1
	Students or staff at the University?
	☒
	☐

	2
	Adults (over the age of 18 and competent to give consent)?
	☒
	☐

	3
	Vulnerable adults?
	☐
	☒

	4
	Children and Young People under the age of 18? (Consent from Parent, Carer or Guardian will be required)
	☐
	☒

	5
	Prisoners?
	☐
	☒

	6
	Young offenders?
	☐
	☒

	7
	Those who could be considered to have a particularly dependent relationship with the investigator or a gatekeeper?
	☐
	☒

	8
	People engaged in illegal activities?
	☐
	☒

	9
	Others. Please indicate the participants below, and specifically any group who may be unable to give consent.

	☐
	☒

	
	Details of any other participant groups:
Complete this only if your participants cannot give consent. This includes animals.


(this box should expand as you type)
	
	



	
	Participant numbers and source
Provide an estimate of the expected number of participants. How will you identify participants and how will they be recruited? 

	10
	How many participants are expected?

	
5-10 short interviews
15-20 online written structured interviews

(this box should expand as you type)

	11
	Who will the participants be?

	
University Students and Lecturers. There will be 18 individuals who could be interviewed with the aim to interview 70%. 

(this box should expand as you type)

	12
	How will you identify the participants?
	
Those who have attended the Passion 4 Hospitality Conference. Sampling method will be used due to the limited resources of the research. Random sampling and probability sampling is not appropriate for this study because of the limitations so there will not be a complete random sample. Purposive sampling will be used. 

(this box should expand as you type)




	
	Information for participants:
	
YES
	NO
	
N/A

	13
	Will you describe the main research procedures to participants in advance, so that they are informed about what to expect?
	☒
	☐
	☐

	14
	Will you tell participants that their participation is voluntary?
	☒
	☐
	☐

	15
	Will you obtain written consent for participation?
	☒
	☐
	☐

	16
	Will you explain to participants that refusal to participate in the research will not affect their treatment or education (if relevant)?
	☒
	☐
	☐

	17
	If the research is observational, will you ask participants for their consent to being observed?
	☒
	☐
	☐

	18
	Will you tell participants that they may withdraw from the research at any time and for any reason?
	☒
	☐
	☐

	19
	With questionnaires, will you give participants the option of omitting questions they do not want to answer?
	☒
	☐
	☐

	20
	Will you tell participants that their data will be treated with full confidentiality and that, if published, it will not be identifiable as theirs?
	☒
	☐
	☐

	21
	Will you debrief participants at the end of their participation, in a way appropriate to the type of research undertaken?
	☒
	☐
	☐

	22
	If NO to any of above questions, please give an explanation 

	
	You should be able to tick YES or N/A for all of these questions. If not, then explain why not in this box.


(this box should expand as you type)



	
	Information for participants:
	
YES
	NO
	
N/A

	24
	Will participants be paid?
	☐
	☒
	☐

	25
	Is specialist electrical or other equipment to be used with participants?
	☐
	☒
	☐

	26
	Are there any financial or other interests to the investigator or University arising from this study?
	☐
	☒
	☐

	27
	Will the research activity involve deliberately misleading participants in any way, or the partial or full concealment of the specific study aims?
	☐
	☒
	☐

	28
	If YES to any question, please provide full details 

	
	You should be able to tick NO or N/A for most of these questions. For any cases that you have ticked YES then provide details in this box. If you are using cameras/voice recorders to record interviews then please state that in this box.


(this box should expand as you type)



SECTION H: Anticipated Risks

	
	
Outline any anticipated risks that may adversely affect any of the participants, the researchers and/or the University, and the steps that will be taken to address them. 

If you have completed a full risk assessment (for example as required by a laboratory, or external research collaborator) you may append that to this form.  

	1
	Full risk assessment completed and appended? 
	Yes 
	☐

	
	
	No
	☒

	2
	Risks to participants
For example: sector-specific health & safety, emotional distress, financial disclosure, physical harm, transfer of personal data, sensitive organisational information

	
	Risk to participants:

There is a risk to the participants that includes the breach of their data and personal information. 



(this box should expand as you type)
	How you will mitigate the risk to participants:

The participants data will be securely stored on the universities one drive and will not be identifiable to an individual, no personal information will be taken such as contact details or address. They will be able to request and withdraw their answers at any time and it will be deleted immediately. 

(this box should expand as you type)

	3
	If research activity may include sensitive, embarrassing or upsetting topics (e.g. sexual activity, drug use) or issues likely to disclose information requiring further action (e.g. criminal activity), give details of the procedures to deal with these issues, including any support/advice (e.g. helpline numbers) to be offered to participants. Note that where applicable, consent procedures should make it clear that if something potentially or actually illegal is discovered in the course of a project, it may need to be disclosed to the proper authorities

	
	
The research questions will not cover these areas. 

(this box should expand as you type)

	4
	Risks to the investigator
For example: personal health & safety, physical harm, emotional distress, risk of accusation of harm/impropriety, conflict of interest

	
	Risk to the investigator:

The risk of accusation and the conflict of interest. 


(this box should expand as you type)
	How you will mitigate the risk to the investigator:

All information will be recorded and stored securely. To address the issue of conflict of interest the investigator will be transparent with the potential conflicts that include the limitations of the research project due to the small available sample of participants.  

(this box should expand as you type)

	5
	University/institutional risks
For example: adverse publicity, financial loss, data protection

	
	Risk to the University:

Adverse publicity
Reputation


(this box should expand as you type)
	How you will mitigate the risk to the University:

The researcher will only conduct research in line with the ethical approval received from the university. 

Research will be in line with the university principles 



(this box should expand as you type)

	6
	Environmental risks
For example: accidental spillage of pollutants, damage to local ecosystems

	
	Risk to the environment:
.



(this box should expand as you type)
	How you will mitigate the risk to environment:



(this box should expand as you type)



	
	Disclosure and Barring Service

	
	If the research activity involves children or vulnerable adults, a Disclosure and Barring Service (DBS) certificate must be obtained before any contact with such participants.
	YES

	NO

	N/A


	7
	Does your research require you to hold a current DBS Certificate?
	☐
	☒
	☐

	8
	If YES, please give the certificate number. If the certificate number is not available please write “Pending”; in this case any ethical approval will be subject to providing the appropriate certificate number.
	



SECTION I: Feedback, Consent and Confidentiality

	1
	Feedback
What de-briefing and feedback will be provided to participants, how will this be done and when? 

	
	
Once the participant has taken part in the research they will be provided with the researchers email address so they will be able to contact them once they have completed the research for further details or results. 

(this box should expand as you type)

	2
	Informed consent
Describe the arrangements to inform potential participants, before providing consent, of what is involved in participating. Describe the arrangements for participants to provide full consent before data collection begins. If gaining consent in this way is inappropriate, explain how consent will be obtained and recorded in accordance with prevailing data protection legislation.

	
	

For the interviews the participants will be provided with a research briefing form that will explain the purpose of the research and an opportunity for the participant to ask any questions to the researcher. The participant will sign the form if they agree to take part which is in line with data protection. The only individual who will have access to the forms is the researcher and the forms will be destroyed upon graduation. For the online forms participants will consent by clicking the next button.



(this box should expand as you type)

	3
	Confidentiality / Anonymity
Set out how anonymity of participants and confidentiality will be ensured in any outputs. If anonymity is not being offered, explain why this is the case. 

	
	
The names of the participants will not be collected as well as identifiable personal information. From the online questionnaire the responses will not be able to be related to an individual. 

(this box should expand as you type)



SECTION J: Data Protection and Storage

	
	Does the research activity involve personal data (as defined by the General Data Protection Regulation 2016 “GDPR” and the Data Protection Act 2018 “DPA”)?
	YES
	NO

	1
	“Personal data” means any information relating to an identified or identifiable natural person (‘data subject’). An identifiable natural person is one who can be identified, directly or indirectly, in particular by reference to an identifier such as a name, an identification number, location data, an online identifier or to one or more factors specific to the physical, physiological, genetic, mental, economic, cultural or social identity of that natural person. Any video or audio recordings of participants is considered to be personal data.
	☐
	☐

	
	If YES, provide a description of the data and explain why this data needs to be collected:

	2
	
The data that will be collected is consent forms for the participants to agree to participate. The research is to investigate the participants experience at the Passion 4 Hospitality Conference which places a limitation on the number of individuals who can be interviewed and as a result can narrow down the identifiability of the participants. 
(this box should expand as you type)

	
	Does it involve special category data (as defined by the GDPR)?
	YES
	NO

	3
	“Special category data” means sensitive personal data consisting of information as to the data subjects’ –
(a) racial or ethnic origin,
(b) political opinions,
(c ) religious beliefs or other beliefs of a similar nature,
(d) membership of a trade union (within the meaning of the Trade Union and Labour Relations (Consolidation) Act 1992),
(e) physical or mental health or condition,
(f) sexual life,
(g) genetics,
(h) biometric data (as used for ID purposes),
	
☐
	
☐

	
	If YES, provide a description of the special category data and explain why this data needs to be collected:

	4
	
(this box should expand as you type)


	
	Data Protection

	
	Will the research activity involve any of the following activities:
	YES
	NO

	13
	Electronic transfer of data in any form?
	☐
	☒

	14
	Sharing of data with others at the University outside of the immediate research team?
	☐
	☒

	15
	Sharing of data with other organisations?
	☐
	☒

	16
	Export of data outside the UK or importing of data from outside the UK?
	☐
	☒

	17
	Use of personal addresses, postcodes, faxes, emails or telephone numbers?
	☐
	☒

	18
	Publication of data that might allow identification of individuals?
	☐
	☒

	19
	Use of data management system?
	☐
	☒

	20
	Data archiving?
	☐
	☒

	21
	If YES to any question, please provide full details, explaining how this will be conducted in accordance with the GDPR and Data Protection Act (2018) (and any international equivalents, where appropriate):

	
	
All data will be encrypted and kept in password protected cloud storage on the University Office 365 system which will not be shared. Any USB sticks used to store or transfer data will be password protected. All data transfers will be encrypted, and password protected.  All participants will be given a unique identifier to ensure confidentiality and this list will be kept securely in the password protected folder. The data will be stored until the completion of the project and then deleted. In accordance with the DPA2018, participants will have the right to ask to see what data is held relating to them, and this data will be deleted immediately if the participant requests this, in which case the data will not be used in the project.

(this box should expand as you type)

	22
	List all who will have access to the data generated by the research activity:

	
	
The researcher 


(this box should expand as you type)

	23
	List who will have control of, and act as custodian(s) for, data generated by the research activity:

	
	
Principle Researcher 

(this box should expand as you type)

	24
	Give details of data storage arrangements, including security measures in place to protect the data, where data will be stored, how long for, and in what form. Will data be archived – if so how and if not why not.  

	
	All data will be encrypted and kept in password protected cloud storage on the University Office 365/SharePoint system which will not be shared. Any USB sticks used to store or transfer data will be password protected and will be reformatted at the end of the project in order to destroy the data. The data will be stored until the completion of the project and then deleted. 


(this box should expand as you type)

	25
	Please indicate if your data will be stored in the UWTSD Research Data Repository (see https://researchdata.uwtsd.ac.uk/ ).   If so please explain. (Most relevant to academic staff) 

	
	


(this box should expand as you type)

	26
	Confirm that you have read the UWTSD guidance on data management (see https://www.uwtsd.ac.uk/library/research-data-management/)
	YES
	☒

	27
	Confirm that you are aware that you need to keep all data until after your research has completed or the end of your funding
	YES
	☒



	
	
Will data from the research activity (collected data, drafts of the thesis, or materials for publication) be stored in any of the following ways?
	YES
	NO

	5
	Manual files (i.e. in paper form)?
	☒
	☐

	6
	University computers?
	☐
	☒

	7
	Private company computers?
	☐
	☒

	8
	Home or other personal computers?
	☐
	☒

	9
	Laptop computers/ CDs/ Portable disk-drives/ memory sticks?
	☐
	☒

	10
	“Cloud” storage or websites?
	☒
	☐

	11
	Other – specify:

	☐
	☒

	12
	For all stored data, explain the measures in place to ensure the security of the data collected, data confidentiality, including details of backup procedures, password protection, encryption, anonymisation and pseudonymisation:

	
	
All data will be kept in password protected cloud storage on the University Office 365 system which
will not be shared. Audio/visual data will be transcribed and would be shown to participants to
check accuracy of reporting. Any USB sticks used to store or transfer data will be password protected. All participants will be given a unique identifier to ensure confidentiality and this list will be kept securely in the password protected folder. 


(this box should expand as you type)






SECTION K: Declaration
	
	The information which I have provided is correct and complete to the best of my knowledge. I have attempted to identify any risks and issues related to the research activity and acknowledge my obligations and the rights of the participants.

In submitting this application I hereby confirm that I undertake to ensure that the above named research activity will meet the University’s Research Ethics and Integrity Code of Practice which is published on the website: https://www.uwtsd.ac.uk/research/research-ethics/ 

	1
	Signature of applicant:
	
	Date:




For STUDENT Submissions:
	2
	Director of Studies/Supervisor:
	
	Date:

	3
	Signature:
	

	



For STAFF Submissions:
	4
	Academic Director/ Assistant Dean:
	
	Date:

	5
	Signature:
	

	



Checklist: Please complete the checklist below to ensure that you have completed the form according to the guidelines and attached any required documentation:
	☒
	I have read the guidance notes supplied before completing the form.

	☒
	I have completed ALL RELEVANT sections of the form in full.

	☐
	I confirm that the research activity has received approval in principle

	☐
	I have attached a copy of final/interim approval from external organisation (where appropriate)

	☐
	I have attached a full risk assessment (where appropriate)  ONLY TICK IF YOU HAVE ATTACHED A FULL RISK ASSESSMENT

	☒
	I understand that it is my responsibility to ensure that the above named research activity will meet the University’s Research Ethics and Integrity Code of Practice.

	☒
	I understand that before commencing data collection all documents aimed at respondents (including information sheets, consent forms, questionnaires, interview schedules etc.) must be confirmed by the DoS/Supervisor, module tutor or Academic Director.



	RESEARCH STUDENTS AND STAFF ONLY
All communications relating to this application during its processing must be in writing and emailed to pgresearch@uwtsd.ac.uk , with the title ‘Ethical Approval’ followed by your name.
You will be informed of the outcome of your claim by email; therefore it is important that you check your University and personal email accounts regularly.

	STUDENTS ON UNDERGRADUATE OR TAUGHT MASTERS PROGRAMMES should submit this form (and receive the outcome) via systems explained to you by the supervisor/module leader.
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Appendix c

Aims and Objectives 
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(Weldg, Al-Laham and Eulerich, 2017)
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Event Planning Documents


ITT Future You – Wales to the World 2024

27th February 2024 

Swansea Arena 
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Event Overview 

Event – ITT Future You – Wales to the World 
Set up Date – 26th February 2024
Event Date – 27th February 2024
Location – Swansea Arena, Oystermouth Road, Maritime Quarter, Swansea, SA1 3BX

Student Team – Elinor Haskins, Rhiannon Gratrix, Chloe Griffiths

The ITT Future You event is a conference and Exhibition held in Swansea Arena on 27th February 2024 aimed at schools, colleges, university students as well as anyone in the industry or interested in Travel, Tourism, Events, Hospitality or Leisure. The event is a part of the Institute of Travel and Tourism with the event being supported by ABTA and the Institute of Hospitality. 

The day will consist of the carers fair and enterprise zone, conference with speakers and live music. It is an opportunity for the attendees to engage with the industry in an interactive and interesting way.  





























Organisational Team Responsibilities 


Elinor Haskins

· Conference 
· Speakers
· VIP Area
· Speaker Gifts 
· Student Volunteers
· Visuals

Chloe Griffiths 

· Exhibition area
· Exhibitors 
· Interactive Activities 
· Live Music and DJ 

Rhiannon Gratrix 

· Social Media 
· Visuals
· Student Volunteers 
· Front of House 























Brief Overview of the Day 

26th February 2024 

2:00pm – Set up begins at Arena 
2:00pm – Exhibitors can begin set up 
5:00pm – Exhibitors set up complete 

27th February 2024

8:00am– Arrive at Arena 
9:30am– Doors and Exhibition Open 
10:45am – Exhibition Closes 
11:00am– Conference Starts 
12:45/1:00pm – Conference Finishes 
1:00pm – Exhibition Opens 
3:00pm – Exhibition Closes 






























Detailed Day Running Order 


	9:30
	Doors and Exhibition Open 
	

	10:50
	Exhibition Closes, all make way to upper auditorium
	

	11:00
	Conference Starts 
	

	11:00
	Jacqui - Welcome
	Mickey & Minnie, video last years event

	11:10
	Elinor, Rhiannon and Chloe
	Intro, schedule, speakers, Video

	11:20
	Claire Steiner 
	In Person

	11:25
	Amanda
	Video

	11:30
	Mel
	In Person and PowerPoint

	11:35
	Amy
	Video

	11:40
	Taith Video
	Video

	11:45
	Josh
	Video

	12:00
	Royal Caribbean 
	In Person and PowerPoint

	12:15
	Aggie - TUI
	In Person and PowerPoint

	12:35
	Industry Panel
	

	12:40
	Second Year Take Over
	

	12:45
	Chloe and Rhiannon
	Careers fair and Competitions

	12:50
	Elinor, Rhiannon, Chloe, Jacqui
	Thanks 































Speakers Information

Elinor 

Staffing Requirements 

Rhiannon

Staffing Schedule 

Rhiannon






































1

Exhibitors 



	Company Name 
	Name 
	Location
	Table?
	Chairs?
	Notes

	UWTSD Tourism & Events
	Debbie
	Back Wall 1
	1
	3
	

	Interactive Photobooth
	Debbie
	Back Wall 2
	0
	0
	2m x 2m, Electricity

	VR/Robot Dog
	
	Back Wall 3
	1
	2
	

	UWTSD Marketing
	
	Back Wall 4
	1
	2
	

	Institute of Hospitality
	Sam Coulstock
	Back Wall 5
	1
	1
	

	UWTSD Gastronomy & Mocktails
	Chris Wilkens
	Back Wall 6
	1
	1
	

	UWTSD Hospitality & Wine Training
	Lola and Antoinette
	Back Wall 7
	1
	2
	

	Sports Academy
	Lee Tregoning
	Back Wall 8
	1
	2
	

	Sports Academy Inflatable
	Lee Tregoning
	Back Wall 9
	0
	0
	6m x 4m x 4m, Electricity

	Royal Caribbean
	Sonia, Manvir, Indre
	Line 1 1
	1
	3
	

	TUI
	Aggie Grover
	Line 1 2
	1
	3
	

	Intrepid Travel
	
	Line 1 3
	1
	2
	

	UWTSD Alumni
	Mared Anthony
	Line 1 4
	1
	1
	

	CCUSA Summer Camps
	Georgia
	Line 2 1
	1
	1
	

	Yummy Jobs
	Jason / Annie
	Line 2 2
	1
	2
	

	PGL
	Dave Jury
	Line 2 3
	1
	2
	

	In it together festival & Escape Records
	Carrie
	Line 2 4
	1
	2
	

	Celtic Collection
	
	Line 3 1
	1
	2
	

	Seren Collection
	Thomas
	Line 3 2
	0
	0
	3m wide banner Display

	Beach House Oxwich
	
	Line 3 3
	1
	1
	

	Village Hotel
	
	Line 3 4
	1
	2
	

	NPTC College
	Lauren Boyce
	Line 4 1 and 2
	2
	4
	

	UWTSD Careers
	Mel Cameron
	Line 4 3
	1
	1
	

	Student Union
	Natalie Beard
	Line 4 4
	1
	3
	Monday 4pm

	Penderyn
	Michael Harvey
	Line 5 1
	1
	2
	

	Oakwood
	
	Line 5 2
	1
	
	

	Pembrokeshire Tourism
	Emma and Liz
	Line 5 3
	1
	
	

	Folly Farm
	
	Line 5 4
	1
	1
	

	Principality Stadium
	Mel Bourke
	Line 6 1
	1
	2
	

	ICC – Celtic Collection
	Michael and Gareth
	Line 6 2
	0
	2
	6ft banner

	Event Wales & Run 4 Wales
	Amanda and Matt
	Line 6 3
	1
	3
	

	Swansea Arena
	James
	Line 6 4
	1
	2
	

	The Studio Swansea
	Michael and Ben
	Line 7 1
	1
	2
	

	Savana Swansea
	
	Line 7 2
	1
	
	

	Dorothy’s Wine Street
	
	Line 7 3
	1
	2
	

	Founders and Co
	
	Line 7 4
	1
	
	

	UWTSD Inspire Enterprise
	Dylan
	Line 8 1
	1
	2
	

	4 the Region
	Amanda and Zoe
	Line 8 2
	1
	2
	

	Urban Foundry
	Obaidaih
	Line 8 3
	1
	
	

	Transport for Wales
	Owen Griffkin
	Line 8 4
	1
	1
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Interactive Elements 


Confirmed -
Robot Dog 
VR Headsets
Interactive Photobooth 
UWTSD Sports Academy 
UWTSD Music – Singer 


Other items that were possibilities – 

Arena Tours
CV Writing
Interview Techniques
Personal branding
Linked In
Dance
DJ



























Prizes Schedule 

Rhiannon

School/ College Interactions 

Elinor / Rhiannon



































Risk Assessment 


	RISK ASSESSMENT TITLE

	FIELDWORK RISK ASSESSMENT TEMPLATE

	RISK ASSESSOR NAME
	UNIVERSITY INSTITUTE / DEPARTMENT
	BRIEF DESCRIPTION OF ACTIVITY

	Chloe Griffiths 
	UWTSD
	ITT Future You Conference at Swansea Arena. 

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

	
	Students, Lecturers, Volunteers, Arena Staff, Delegates 
	26th February 2024 – Event Set Up day 
27th February 2024 – Event Day and Pack down 



RISK RATINGS
	
	Slightly Harmful
	Harmful
	Extremely Harmful
	Descriptors

	 Likely
	MODERATE RISK
	HIGH RISK
	HIGH RISK
	Likely = Will occur at some time

	
	
	
	
	Unlikely = Not expected to occur

	Unlikely
	LOW RISK
	MODERATE RISK
	HIGH RISK
	Highly Unlikely = Exceptional Occurrence

	
	
	
	
	Slightly Harmful = Minor injury / illness. Basic First Aid only required. 

	Highly Unlikely
	LOW RISK
	LOW RISK
	MODERATE RISK
	Harmful = Significant injury / illness where medical treatment required.

	
	
	
	
	Extremely Harmful = Significant ongoing, progressive or irreversible injury / illness



	HIGH RISK
	Activity must not take place until control measures have been implemented. 

	 MODERATE RISK
	Further consideration to be given to reduce risk. 

	LOW RISK
	No additional risk reduction measures required. Monitor existing controls.




	HAZARD
	PRE-CONTROL 
RISK
	CONTROLS
	RESIDUAL RISK

	Slips, Trips, Falls
	Moderate
	· Floor signage will be in use e.g. when wet or cleaning in progress
· Spillages cleaned up immediately 
· Wires and Cables will not obstruct walkways or exits, any cables needs will be secured to the ground and signed 
· Any items not being used will be stored away
· Lighting issues will be reported to Swansea Arena 
· Regular Rubbish removal 
· No attendees to go on the stage 
· Stage approved by Swansea Arena 

	Low

	Stand Construction
	Moderate
	· All Stands will be allocated an area prior to arrival for set up
· All Exhibitors to provide own materials for stand 
· Stands will inform the organisers prior to the event on stand requirements e.g. table, chairs, power
· Arrival information will be sent out to all stand holders and will include set up and set down information supported by a student team who will meet exhibitors at stage door and assist exhibitors.
· Students will move tables in partners 
· Chairs will not be stacked more than 10 high
· No more than 3 chairs will be carried at once 
· The furniture will have been set out into the arena by arena staff so students lifting is only limited.
	Low

	Electricity Supply 
	Moderate
	· Each Stand will submit requirements prior to the event 
· Requitement agreed with Swansea Arena
· All Equipment PAT Tested. 
· All Equipment approved by Swansea Arena
· Limited supply, UWTSD, any other requests will need to be agreed with the arena and charged. 
	Low

	Fire 
	High
	· All aisle kept clear 
· All aisle have a distance of 3m walkway
· All exhibitors and delegates informed of evacuation procedure with meeting point by golden gate
· Arena Staff aware of fire procedures 
· Announcement at the start of the event and in the conference regarding evacuation.
· Schools and colleges will meet tutors outside 
	Low

	Manual Handling 
	Moderate
	· All items bought in in manageable quantities 
· No expectation place on volunteers to carry items above their limit 
· Two person carrying used when appropriate
· Caretakers have been bought in for moving equipment and boxes from campuses and are trained in manual handling. 
· Expectations are set in pre event student team briefing and event briefings
· The furniture will have been set out into the arena by arena staff so students lifting is only limited.
	Low 

	Terrorism 
	Moderate
	· Bag search is in operation on entry
· Swansea Arena Security Present 
· Advice followed given by Swansea Arena 
· Current national threat level is substantial
· Arena Health and Safety Officer onsite and doing checks
· Unexplained objects reports to Arena 
	Low

	Use of Stage 
	Moderate
	· Only used by UWTSD students performing (DJ and Singer), Party hard for Presentation, Jacqui Jones, Deborah Jenkins and Chloe Griffiths
· Policies and Procedures followed in line with Swansea Arena and agreed with them
	Low

	Schools and Colleges 
	Moderate 
	· Responsible group leaders and tutors attending who have their organisations safeguarding procedures 
· Information provided to tutors regarding the Conference 
· Students attending from the colleges are the colleges responsibility
· Schools and College Tutors are responsible for their groups 
· Unsupervised under 18’s stewards patrolling areas
· No access available to unsupervised areas at Swansea Arena 
· No alcohol is consumed on site with under 18’s in the arena 
· No Information has been given to the  student organisers from booking made on Eventbrite following GDPR regulations with the only information being from companies who have booked and contacted via email directly. 
· Arena Doors will be closed during event 
· The doors will remain closed and they are advised to meet their groups in the foyer to all leave together
· Colleges have been advised where to park in East Burrows car park and to all walk over together
· UWTSD students are supervising the car park and have fluorescents for this
· Arrangements have been made for students to be able to bring packed lunches to keep them in the arena
· Risk assessments will have been completed by colleges who are responsible for their students 
· Swansea Arena has completed a risk assessment for colleges, schools and university visits
	Low

	
	
	· Swansea  arena has also completed a risk assessment for the event
· Swansea Arena has full set of operating policies and procedures
· Swansea Arena has an events emergency plan and a venue safety office
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Email Templates 


Invitation to Exhibit at the Event 

Hello,  
 
I am writing to you to invite you, NAME OF BUSINESS, to exhibit at the ITT Future You Conference at Swansea Arena. 
 
We are a group of Students currently studying at the University of Wales Trinity Saint David and as part of our Final year project are organising a conference for Sixth Form and College Students to highlight the Tourism, Events and Leisure Industries. This will be in collaboration with the Institute of Travel and Tourism. 
 
We are really looking forward to the event that will take place on the 27th February 2024. In 2023 we had over 600 students sign up to the event. We would love for you to be apart of this event that will influence hundreds of young people from across South Wales and Beyond.   
 
We are continuing this year for the fee to exhibitors to be free but we are requesting that you will provide a prize for the day. 
 
If you would like more information, please let me know.  
 
I will look forward to hearing from you.  
 
Many thanks 
 
Chloe Griffiths  


Events and International Festivals Management Student














Arrival email for exhibitors

Hello NAME, 

We are so excited to have you with us at the ITT Future You Conference next week. I am just emailing you to give you information for the day. 

Conference Information

Date - 27th February 2024 
Set up - 26th February 2pm - 5pm or from 8am on 27th February ready for a 9:30am start
Exhibition opening times - 9:30 - 10:45 and 1:15 - 3:00
Conference - 11:00 - 1:00 

Arrival Information 

Please arrive at stage door that is situated on the ground floor in the car park attached to the arena.  Upon your arrival you will be met by our student team and shown to your area. Please note there is a charge to use this car park, alternatively there is parking available at the Dylan Thomas Centre that is a short walk from Swansea Arena. 

Registration

Please could you register your attendance to the event on the following link - https://www.eventbrite.co.uk/e/itt-future-you-event-tickets-802984547397?aff=ebdssbdestsearch

Set up requirements 

Please could you confirm if you require a table or chairs or if you are bringing a pop-up banner and the time you plan on coming to set up. We are able to provide power by prior request but there will be a cost from the arena if you require this. 


If you have and questions, please let me know. 

We are really looking forward to welcoming you to Swansea arena next Tuesday! 

Many thanks 
Chloe Griffiths 
Events and International Festivals Management Student






Press Release

The University of Wales Trinity Saint David (UWTSD) hosts Institute of Travel & Tourism’s (ITT) Future You Wales Student Event at Swansea’s Arena on Tuesday February 27th.


Hosted by UWTSD students , this is part of a series of Institute of Travel and Tourism Events organised across the UK, and the Welsh event is also supported by ABTA and the Institute of Hospitality. The annual event is open to schools, colleges, university students and alumni, anyone working in the industry or those interested in careers in travel, tourism, events, hospitality, or leisure are also welcome.
It will be a fast-paced, interactive event with a range of speakers and video links from across the globe including successful UWTSD alumni sharing their stories and experiences and will provide the opportunity for attendees to network and meet with industry experts.
The focus for this year's event is Wales to the World and will include travel companies, tour operators, travel agents, tourist attractions, cruise ships, events venues, arenas, stadiums, sports tours, hotels, resorts, destinations, conference centres, festivals, outdoor activities, and hospitality providers - giving students a taster of the wide range of opportunities available across the industry in Wales and all over the world.
Jacqui Jones, Program Manager of UWTSD’s International Travel, Tourism, Events & Festivals Management Portfolio said: “Last year was the first time we hosted the event in Swansea and more than 600 students registered to attend and 30 companies supported the careers fair – making it the biggest ever Future You. It also won two national awards for Best Student Event at the National Outdoor Events Association Awards and at the Institute of Hospitality Awards, Best Educational Programme.
“The event will once again be run for students by students, and they are planning for it to be even bigger and better than last year. With a greater focus on career opportunities for students in Wales and across the world as well as a larger and more interactive careers fair.”
This year’s event is being run by 3 final year students.  Chloe Griffiths who is studying Events and International Festivals Management  is responsible for planning the interactive careers and industry fair. 
The conference being organised by Events student Elinor Haskins and International Travel and Tourism Student Melissa Duffy,. They are ABTA Regional Student Representatives and are being mentored by Celebrity and Royal Caribbean Cruise Ships as part of their industry project.
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Research briefing

This is a case study for my Final Independent Project for my degree studies. Thank you for
participating. | am interested in exploring the participants interaction with the Passion 4 Hospitality
Conference. This case study will only be used for my assignments and will only be read by my
supervisors and examiners.

The main research procedure | am using is short interviews and written submissions. It will take
approximately 5 minutes and will be recorded. You may withdraw at any time. Your data will be
treated confidentially and stored safely.

My name and contact details are:

Student — Chloe Griffiths_email 2100308 @student.uwtsd.ac.uk

1am studying a BA Events and International Festival Management within the department of
Hospitality and Tourism management at UWTSD.

Consent Form

Please confirm:

Please tick

| consent to this interview being recorded and stored safely on university storage.

I understand these recordings will be held confidentially and safely and be deleted at
the end of my course.

Tunderstand | can withdraw at any fime

Signature: Date:

De-briefing

Thank you for participating in my research. | am exploring
participation and interaction with the Passion 4 Hospitality
Conference as part of my degree studies.

My supervisor is Dr Emma Roberts at e.roberts@uwtsd.ac.uk if you have any concerns or questions.
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Research on the Passion 4 Hospitality Conference

1. When did you attend the Passion 4 Hospitality Conference? [T}

2. Why did you decide to attend the Passion 4 Hospitality Conference? [1}

Enter your answer

B® Microsoft 365
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Research on the Passion 4 Hospitality
Conference

This is a case study for my Final Independent Project for my degree studies. Thank you for participating. | am interested
in exploring the participants interaction with the Passion 4 Hospitality Conference. This case study will only be used for
my assignment and will only be read by my supervisors and examiners.

The Conference consisted of a careers fair, cv and interview workshops, a key note speaker, lunch and seminar talks
throughout the day.

This research procedure will be a written submission. It will take approximately 5 minutes. You may withdraw at any
time. Your data will be treated confidentially and stored safely.

My name and contact details are: Chloe Griffiths 2100308 @student.uwtsd.ac.uk

| am studying a BA Events and International Festival Management within the department of Hospitality and Tourism
Management at UWTSD.

By clicking continue you are confirming the following statements -

- | consent to my responses being recorded and stored safely on university storage.

- | understand my responses will be held confidentially and safely and be deleted at the end of the researchers course.
- lunderstand | can withdraw at any time.

Thank you for your participation
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Research on the Passion 4 Hospitality Conference

3. How was the structure of the day? 1 - Excellent 5 - Poor [T}

4. Why? [Q

Enter your answer

Back
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Research on the Passion 4 Hospitality Conference

5. How was the Careers Fair? 1 - Excellent 5 - Poor [T}

6. Why? 1)

Enter your answer

Back
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v

Thank you for participating in my research. | am exploring participation and interaction with the Passion 4 Hospitality Conference as part of my degree
studies.

My supervisor is Dr Emma Roberts at e.roberts@uwtsd.ac.uk if you have any concerns or questions.

Important thing you can do next

Submit another response

B2 Microsoft 365

Microsoft Forms | Al-Powered surveys, quizzes and pols Create my oun form Privacy and cookies | Terms of use
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|

7. Looking at the Key Note Speaker, Seminars and Careers Fair, what did you think about the split
between the activities? [T}

Enter your answer

8. If you were to attend again next year, what would you change and why? [T}

Enter your answer

/

9. What was your favourite part of the day and why? [T}

Enter your answer

You can print a copy of your answer after you submit
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| thought the whole event was expertly planned and delivered. It was great to meet so
many students and young people to talk about careers and education in tourism and
hospitality. Thank you for inviting us to be part of this event.

Many thanks

Sam

Mr Sam Coulstock FIH MIEP
Head of Professional Development
T:+44 (0)20 8661 4947

v/

Institute
%o Hospitality
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As exhibitors we found the event well organised and we found the conference speakers very engaging.

Kind regards

Dylan
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NPTC Group of Colleges attended the Institute of Travel and Tourism'’s (ITT) Future You
Wales to the World Student Conference last week.

The event was hosted by the University of Wales Trinity Saint David (UWTSD) — Tourism
and Events Management Students, held in the Swansea Arena and supported by the
Institute of Travel and Tourism, ABTA and the Institute of Hospitality.

This was an exciting event for our students to learn about the opportunities within the
industry. The conference was made up of a range of guest speakers from across the
world, including UWTSD alumni. The students got to spend the day listening to inspiring
stories from industry leaders as well as having the chance to network at the interactive
careers fair, with stands from local employers and companies worldwide.

The careers fair offered our students the chance to speak directly to employers in their
chosen field and gain information about the types of employment and education on
offer to them. The window of opportunity in the industry is wide, and being invited to
attend an event of this kind is very beneficial to their career development.

As a college we were lucky enough to be able to attend the event as part of the careers

fair, to meet with prospective students and showcase our courses and careers within

the industry. Also in attendance were our Human Resources department who were ahla

to exhibit job opportunities within the College and show attendees how to check ou ™
latest vacancies and what types of jobs they can find within the education sector.  srvacy - Tems




