
Assignment 1 Event report      Billy Howton 1802466

Event description

Swansea soup is our very own take on a pre existing concept. The basis of a soup event is to help fund community projects within a city, through pitching and networking (Ruz, camilla 2020). The concept of a soup event is everyone pays a small fee in return for a serving of soup (can be through tickets) then everyone takes turn to pitch their project/business plan. After some questions everyone then votes for the project they like best, where the winner then keeps the money paid from the ticket. Our venue for this event was the Old Havana in Swansea, where we charged 5.00 entry per person,which could either be paid on eventbrite or on the door as a last resort.
Our core aim for this event was to support local causes by giving the causes themselves the vote on who gets funding (swanseasoup.co.uk, 2020)
Our objectives included having a good variety of local businesses/charities to pitch (at least 20 people from all different backgrounds), select 3 local projects to pitch at the event so they can share their message with everyone and get more widely recognised for the work they do, and to create new links and agreements between businesses/charities that wouldn't leàse together otherwise. 
We used multiple planning process techniques to help us stay organised during the planning of this event, which included a gantt chart, work breakdown structure and running order. 
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[image: ] (Our gantt chart) 

[image: ](Our work breakdown structure)
Marketing
Due to limited time constraints, we had to be proactive and precise in our marketing techniques. Fortunately some group members had links with organisations that can help us promote the event and support it throughout. These supporters were 4 the region (local community interest company that supports local businesses) and Sheffield soup, a successful soup project that is run within Sheffield. These organisations gave us expert advice, like how to word things on our pages, which types of businesses would be best suited and the best ways to contact them. We designed a simple yet unique logo that symbolized what we are and our objectives. We then created a Facebook page where we invited as many friends to follow as possible, which was utilized by updating people on the planning process of the event, updates on any sudden changes and a way of giving us potential numbers on who's interested in the event, and a rough estimate on how many would attend. Other methods of promotion was using other forms of social media such as Twitter, we also contacted the local press and SEO to furtherly add extra awareness of our event.
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(Our Facebook page)
















To support our facebook page and to provide extra information and updates, we created our own website through square space. Not only did this provide extra information and methods of promotion, but it also added professionalism to our event as people generally look for a website if it's something they're interested in as it proves our event authenticity. On the website there is an application form process which the potential pitchers use to apply for swansea soup event.
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(Our website) 
















To help us with marketing we came up with our target consumer audience, which was simply everyone of any age who has a business/charity/project, of all genders and ethnicity. This was done to maximize the potential interest of this event and to provide a wider variety of potential attendees. 
A marketing plan was also put in place to keep our marketing implementations organised, and to clearly display our methods, missions, audiences, business models and measurements during the marketing process. A frequency list was added at the bottom to ensure everyone in the team was updating the events information on a regular enough basis.
[image: ](Our marketing plan) 







Budgets, ingoings and expenditure 

We created a budget spreadsheet on excel, with our income on the top section and our expenses on the bottom section. This was horizontally split into five columns as follows: price per item, quantities, amount (£), due date and a yes/no column for whether it's been paid yet. Along the very bottom of the spreadsheet was the total expenses and cash balance, which were summed up from the sections above them. 

As you can see from the first 3 columns, our total income on the price per item column is four pounds, however our total expenses come out to £5.56, meaning that per item we were already making a slight loss as presented by the cash balance in red. Secondly the quantity column comes into play, linking the first and third column together by how much the total amounts were going to accumulate to. We doubled our net pay and income which showed that our total income was eight pound. For our expenses, we doubled the prices for soup and eventbrite fees, multiplied the amount of posters times five and multiplied our print outs by forty. This totalled our expenses which came to £17.34 overall, which we then subtracted by the total income to discover an initial loss of £9.34. It is worth noting that if the  event took place when scheduled, it is likely that ticket sales would at least break this even if not exceed our total expenses ensuring a profit was made. 
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The last two columns display the due date these expenses were/are paid, and whether they have yet been paid or not. This is done to keep track of what needs to be paid for and what hasn't, to help ensure no payment complications emerge. 
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Risk management plan

To ensure that the event is ran smoothly with as very little complications as possible, we constructed a risk assessment highlighting every possible health and safety risk that could occur during the operation of the event. We showcased this information in a table where it was divided into eight columns which were: what are the hazards? Who is at risk? Worst outcome level 1,5 , likelihood level 1,5 , level of risk (a+b) , action taken, new level of risk and finally who is responsible for that risk. 
Our first risk was the hazard of soup being too hot and burning someone. We gave this a level of risk score of 8, however our action taken of an onsite medic lowered the final level of risk to 6. The event manager is responsible for this risk. Our second risk was the likelihood of burning from unguarded hot ovens, which we identified as a high risk level of 10. Our final risk level for this was halved at 5 because we would ensure that the kitchen is in a separate area where only staff access is allowed. Event managers and venue hosts are responsible. Our third risk was attendees movement obstructed by chairs and tables which we initially gave a risk level of 3 but it was changed to a 2 by our action of allowing as much floor space as possible, allowing ease of access to every part of the venue, event managers responsible for this risk. Our fourth risk was the chance of injury due to crowd movement. similar to the third risk we changed it from a level 3 to a level 2 regarding we maximise floor space, which the event manager is responsible for. The fifth risk was the trip hazard from pa cables  which we gave an initial risk level of 8 but it was changed to 4 regarding we tape the cables down as well as keeping them away from guests. Venue and event manager is responsible. Our sixth risk was the chance of hot drinks spilling, which went from a risk level of 12 to an 8 as long as medics are on site and suitable drink caps are used, which the event manager and venue are responsible for. Our seventh risk was food allergies from soup, which we gave a high score of 15 that was reduced to 10 regarding that clear ingredient labels are provided, which the event manager is responsible for. Our eighth risk was bowls not being suitable to contain soups temperature, which we gave a level of risk of 8 reduced to 3 regarding that soup is not too hot and bowls are suitable material which both venue and event manager is responsible for. Our ninth risk was inadequate food hygiene which went from a risk level of 8 to 4, regarding that soup maker has specified hygiene certificate. Event manager, venue are responsible. Our tenth risk was overcrowding which we gave a risk level if 10 reduced to 5 regarding that there is a limit on ticket sales, which event managers are responsible for. Our eleventh risk was fire, which we gave a risk level of 10 reduced to 5 regarding the venue have correct fire safety measures in place, which both venue and event manager is responsible for. Our twelfth risk was electric problems caused by faulty equipment, which we gave a risk level of 10 reduced to 5 regarding visual checks of equipment used are put in place, which both venue and event manager is responsible for. Our thirteenth risk was a terrorist attack, which totalled out to a risk level of 5 without changes, with an action of correct security and vigilant staff, which both venue and event manager is responsible for. Our fourteenth risk was act of god (natural external disasters) which totalled out at a risk level of 5, cause of action being rescusulling and cancellations. Both the venue and event managers are responsible. Venue already had food license and there is no alcohol license required.
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Contingency planning
(Rouse Margaret, 2015) defines contingency planning as 'a course of action designed to help an organization respond effectively to a significant future event or situation that may or may not happen.' We constructed our own contingency plan that outlines the worst case scenarios that could happen for our soup even, so that if such scenario took place we would be better equipt to deal with it. [image: ][image: ]
As you can see, our first problem we could encounter is not selling enough tickets which we gave a medium probability due to how little time we had to prepare. We prepared for this by implementing the marketing plan as best as possible, whilst responding by using the most effective forms of advertising we've identified. Our second problem we could encounter is venue cancelling the event which we put as a low risk. We'd prepare for this by having a backup venue in mind to utilise and we would respond by emailing the venue manager the event details. Another problem that could occur is the pa system could stop working, which we would prepare for by testing the pa system before the event or providing backup if needed and we would respond by Natalie using her pa system knowledge on the day. The risk of fire, flooding or other is another problem we could encounter, which we would respond by using our backup venue and we'd respond by asking for backup venues details just in case. Another potential problem is one of the team members could fall Ill and not be able to attend, where our preparation and response would be to have another member take care of their duties as well as informing the other members on what's happened so everyone's updated. Another problem could be a reputational loss due to lack of sold tickets, which we would respond by cancelling/ rescheduling the event and we'd prepare by having a meeting, then updating the attendees on the situation. Our final problem would be an act of god which in the current world we put as a medium risk, which we would respond and prepare for by cancellations or rescheduling, as well as updating the potential attendees. 

Evidence of division of work roles and responsibilities

This section shows the details of what's been said in emails and meetings during the planning process of this event. 
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Shown above are all of the groups meeting minutes from set-up to shutdown of the event.

Cardiff soup response:
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All emails with old havana:[image: ]
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Esylum responses
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The Hyst responses
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Perch responses
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Volcano theatre responses
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Cinema and co response
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Emails to charities
[image: ]
Responses: Matthew's house
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Urban foundry
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SCVS 
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Dave 4the region newsletter
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Eventbrite pages and sales 
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Evaluation strategy

To evaluate how our event would go and what we would do differently in the future, we created a feedback survey with ideas of data we would want to collect. This includes questions and data such as the suitability of the venue, was there a better venue for next time? We would also evaluate the price such as whether it was too high or too low, as well as a business evaluation asking if we chose the right businesses and a diverse enough number of them. We would also evaluate the causes, and if there was a good enough mix and amount of causes. The appropriateness of the sponsor should also be evaluated as well as the event timing, asking if more time was needed. 
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Marketing Plan — Swansea Soup

Mission: To help local good causes to create a positive
impact within the local community and to inspire others to
help them to create and maintain their projects.

Business Model: B2C & B2B
Measurements:

e Have at least 30 people attend the event
e Raise at least £100 for a local cause

Target Markets : Professionals, Students, Social Projects,
Charities, Volunteers

Messages:

Support your local community
Let us help you to fund your ideas

Media: Website, Facebook, Twitter, Local Press,
SEO

Frequency:

Update website as and when needed — Natalie

Post regular videos, posts and updates on Facebook every
3-4 days — Everyone

Check and reply to Facebook messages daily — Everyone
Post Twitter updates on at the same time as Facebook
updates, reply to Tweets and follows daily — Natalie and
Billy

Write and send a press release to local press as soon as all
the event information is confirmed — Natalie

Contact local businesses to see if they would be wi’ o
get involved and promote the event on their websi

soon as the information is confirmed- Everyone
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Swansea Soup Cashflow Forec
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Contingency Plan
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Old Havana (

Price: Free, only price would be the cost of soup,
which will be at cost level. Will be selling drinks to
generate income for the venue

Soup- Provided: Yes, at base price

Exclusive access: No, but areas will be blocked off
or away from the main crowd of the bar

Date availability: Wednesday would be the most
beneficial for them (18/03/2020)

Security: N/A
Seating: Plenty of seats and tables available

Capacity: Depends on the area used: Mezzanine
area, up to 40 people. Other upstairs area, up to
120 people

Staging: No staging, but are for presentation
PA System: Available, via use of laptops.

Promotion: Marketing team on site to help with
promotions

Elysium
Price: Free, only price would be the soup at the

price it is being sold to customers. Will be selling
drinks to generate income for the venue

Soup- Provided? Yes, at price sold to customer.
Could bring soup onsite which can't be cooked but
can be heated up

Exclusive access: Yes, but there will be an ongoing
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Elysium

Price: Free, only price would be the soup at the
price it is being sold to customers. Will be selling
drinks to generate income for the venue

Soup- Provided? Yes, at price sold to customer.
Could bring soup onsite which can't be cooked but
can be heated up

Exclusive access: Yes, but there will be an ongoing
exhibition

Date availability: Monday (16/03/2020) or
Wednesday (18/03/2020)

Security: N/A

Seating: Yes, tables borrowed from UWTSD
Staging: N/A

PA System: Yes

Promotion: Yes, they would promote the event.

(Cancelled on Hyst due to Old Havana giving us the
best possible deal.)

(The Perch, didn't come back to us.)

-ldeas for the Business Event Meeting

(With) Business Wales

- Didn't overall like our Idea
- Thought there was something similar going
ahead.
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Collection of Meeting Minutes Swansea Soup
Event

Meeting One: 12th February 2020
4TheRegion
Attending:
Start Time: 9:35
- Isobel
End Time: 10:00

- Natalie

- Sasha

- Zoe (4TheRegion)
(Billy sends apologies, unable to attend)

Discussions:
- This meeting is about the possible split of the
group and us creating our own event with the help
of 4TheRegion.-
Possible Events we could do:
- Climate Emergency Week? Links to Swansea
and Gower College Running such events. - 5
days of different Activities
- Workshop on Work Experience: Interview
Skills , Placement Module?
- City Centre Conference: Entertainment
- Project Soup: Good Contender/Best Idea.
-Swansea SOUP
-Complete a Feasibility Study

-4TheRegion potential Venue?

Zoe to contact Social Business Wales

1 @ <
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Zoe to contact Social Business Wales

Today: Event Brief- Have one by next week

Contact the rest of the group discussing
SPLIT.

Nat: Contact Penny

Next Week: Could set up a meeting with a
guy from Business Wales. Check Brief in class
and then Send Brief to Zoe 1st!!!

Possible venues:
Base Camp Coffee
4TheRegion
Elysium

Similar: 3 talks? Competition

RSA- Cinema and Co. - They don't get
money/ or ideas go any further.

Our MAIN Aim and Objectives:

Aim: Raise Awareness for local Charities/Social
Enterprises in Swansea.

Objective: Obtain £100 for potential participants.

Objective: Have an audience in attendance of at
least 30 people from all different backgrounds to
share the message.

Objective: Invite 5 small unknown local Charities to
the event so they can share their message with
everyone and get more widely recognised for the
work they do.
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Meeting Two: 17th February 2020

Attending:
Start Time: 14:15
- Billy
End Time: 16:15
- Natalie
- |sobel
- Sasha

Discussions/Tasks to be completed in the
meeting today:
- Discussion with Rachel about what we have
done do far — NEXT WEEK make sure that we
bring with us/show what we have done.
- Finish off Brief
- Go over agenda

- E-mail it to Zoe — Ask about meeting with
Business Wales/ Put us in touch with Venue
- Divide Tasks between all of us.

End of meeting Results:
- Finished off and amended Brief all together
as a team.
- Went over and made alterations to the
agenda
- E-mailed Zoe the brief and agenda as well as
if we could maybe have a meeting with
Business Wales and put us in contact with
Base Kamp Coffee as she has dealt with them
before.

1 @ <
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betore.
- Divided following tasks between us;
UPDATED ON TRELLO TOO!

To do:
- Send Event Brief _ Isobel
- Finish Website_ Billy and Natalie
- Create an Application form Sasha
- Set Up Eventbrite Page Sasha
- Logo (Create)_Billy
- Marketing Plan_ PESTLE/SWOT_
Billy/Natalie
- Forwarding Penny’s Application _Natalie
- Type up todays Minutes Isobel
- Social Media??

Meeting Three 24th February 2020:

Attending:
Start Time: 15:00

End Time: 16:00
- Natalie

- |sobel

- Sasha

Discussions:
- Gantt Chart
- Website (put it live)
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Discussions:
- Gantt Chart
- Website (put it live)
- Questions for the venue
- The Equipment for the event;
-Posters
-Banners
-Land Yards/T-shirts
- Social Media; Plan (Date)
- Budget: Venue 1st Potential
Tickets
Posters Print

Potential Stamps

- Design poll cards logo on the back

- Questionnaires — Announcements/ the event
- Map/Parking on Website

- Reg Desk Entry

- EP: Natalie

- Contingency Plan

Individual Tasks this week (To-do): (Trello)
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Meeting Four: 28th February 2020

Attending:
Start Time: 12:30

End Time: 14:30
- Natalie
- |sobel
- Sasha

Discussions:

- Set up an e-mail on our Gmail accounts
(Isobel is through Swansea Soups Main one)-
isobel@swanseasoup.co.uk

- Looked at form for attendees at the event to
fillin.

- Upload this through SurveyMonkey

- Upload SurveyMonkey to website

- Sasha to send Isobel List of jobs this week
to do.

- Typed up last week's e-mails
- Isobel completed website profile.

To Do list this week:
- Isobel: Gantt Chart

Rough Budget
- merchandise

- Equipment
- Sasha: Calendar

Meeting
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Rough Map/ Parking

- Natalie: Emerging Procedure
Social Media
Contingency Plan
Marketing Plan
Website

- Billy: Marketing Plan (Nat)
Social Media (Nat)
HIRE LAPTOP!!!

Meeting Five: 2nd March 2020 (DIDN'T HAPPEN)

- Isobel and Natalie away, Sasha took over the
running of the event. During this time she met
with Business Wales who gave her ideas on
how we could improve our event as well as
starting contacting a wide range of
businesses that may want to attend the event
and replying to various e-mails.

Meeting Six: 9th March 2020

Attending:
Start Time: 12:30
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Attending:
Start Time: 12:30

End Time: 14:30
- Natalie
- |sobel \
- Sasha

Discussions:
- Final finishing of the event, looking at our
event Gantt chart and seeing the final tasks
that need to be completed.
- Having a final push for marketing the event —
Facebook, LinkedIn- Uploading posts and
videos.
- Attending the meetings at 4theRegion to
encourage an audience of similar mind set to
the event.
- Attend a meeting at Volcano Theatre to see
what they could offer in advice for a similar =
event they produced to us.
- Be in constant contact with Rachel about our
event.

VIDEO Meeting Six: 14th March 2020

Attending:

1 @ <
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event
- Check e-mails from Rachel
- Ask her the following questions;
-Risk Assessments
-Fire
-Public Liability
- Isobel to print off posters
- Isobel Create ballot box
- Isobel needs to message Patti (lady at the

4theRegion event) who has an idea about a
business.

Meeting Seven: 16th March 2020

Attending:
Start Time: 14:30

End Time: 16:30
- Natalie
- |sobel
- Sasha

Discussions:
- Shut down of the event needs to be now
processed due to its cancellation by the
University and the fears over the Coronavirus.
- The meeting was conduct at home by the
above attendees.
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SHUTDOWN
- The Shutdown of the event was completed in
the following way during this meeting;
- - Messaged Andy, he said we can do the
event at a later date.
-- Could do another idea; David (4theRegion)
suggested - questioning it.
- Figured out how to refund people on
Eventbrite
- Messaged Patti to let her know that the
event is no longer taking place — she asked to
be invited to the next event.
- Send David and Beth money back on
Eventbrite — Natalie and Sasha has messaged
them to ask if they would like a refund or
would like to move the ticket to the next event
- waiting to hear.
- E-mail Zoe and Dawn about the event.
- Create a video announcing the event
cancellation for Facebook — Sasha and
Natalie.
- Swansea Soup statement to be put on
Eventbrite/ Facebook.
- To keep the idea/momentum going we could
create a Slack, this would be a forum where
people could discuss, have conversations and
support one another in setting up businesses
successfully.
- Messaged group chat for Tourism to
announce the cancellation of the event

- Announce the event is postponed on
Eventbrite/ sold all tickets so ho more can be
purchased.
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