	
	
	



1. Event Overview
Event Name: The Sovereign Masquerade Ball 
Event Type: Charity Gala Masquerade Ball for Cancer Research UK
Concept & Theme: A Black & Gold Masquerade Ball with required masks to ALL attendees, wrapped in an elegant & royalty manner to define the concept of power, where we all condole our love to ‘Cancer Research UK’ to help support the organisation in a ‘mysterious’ extravagance way, as an escape reality for any of those who suffer/or have from Cancer within their lives. 
Target Audience: A strictly 18+ age demographic, designed for any students, OR members of the public who would like to celebrate and dedicate their support to ‘Cancer Research UK’, or just any attendees who are seeking for an extravagant masquerade ball to party away and indulge in for a night to remember! 
2. Timing, Location & Programme
Date and Time: 25th March 2026, 7pm-11pm
Venue: The Dylan Thomas Centre, SA1 1RR
              Event Programme: 
	7pm 
	Doors open & guest arrival- guests arrive with our provided security at the door. Tickets scanned, and our included welcome drink to be provided by our student volunteers (“bucks’ fizz” prosecco and orange juice) will be provided to each attendee upon arrival. 

	7:15-8:30pm
	Roaming canapes- served throughout the main function room (this format is a stop start service) 

	7:30-8:15pm 
	Jacob Rowlands, our live singer soloist (first act)

	8:15-8:30pm 
	Welcome and thank you speech

	8:30pm-9pm 
	[bookmark: _Int_5XEPGwt9]Our held raffle draw and our award for the best lord & lady 

	9pm-9:45pm 
	Live singer (second act) 

	10:45pm 
	Last call on bar service 

	11pm 
	Guests’ departure 

	11pm-late 
	Afterparty- held at Peppermint Wind St 



Welcome and thank you speech:
"Good evening, dear readers, I would like to extend a very warm welcome to you all - thank you for attending the Sovereign masquerade ball. It is wonderful to see so many people gathered here, dressed in elegance and mystery, ready to enjoy an unforgettable evening. Tonight is about elegance, mystery and celebration. Behind every mask is a story, and this evening gives us the opportunity to step away from the everyday and immerse ourselves in an atmosphere of glamour, music and connection.
Masquerade balls have always been a bout celebration, intrigue, and bringing people together. But tonight is about something even more meaningful. Behind the masks, the music, and the laughter, we are united by a shared purpose - supporting
Cancer has touched the lives of millions of people around the world. Many of us here tonight know someone - a friend, a family member or a loved one - who has been affected by it. By coming together, we are helping to fund the research that leads to better treatments, earlier detection and intimately, a cure.
Every ticket purchased, every donation made, and every moment shared tonight contributes to that mission. Your presence here is more than just attendance - it is an act of hope and support for those fighting cancer today and for the generations to come.
Before we contribute with the rest of the evening celebrations, we're excited to announce that we will be holding a raffle –as you can see there are some fantastic prizes to be won, every ticket purchased will be donated directly into the pot to support cancer research.
So please take part, enjoy the night, and thank you for all your generosity and support. Thank you.”
3. Aims and Objectives 
Aim 1: To maximise attendance and target audience engagement
Objective: Achieve at least 85-90% of total venue capacity through targeted marketing strategies (e.g. social media campaigns and local promotion), and generate high engagement levels online (e.g. shares, likes, and ticket link clicks), demonstrating effective reach within the 18+ demographic.
Aim 2: To deliver a safe and well-managed event environment
Objective: Implement comprehensive risk management procedures, resulting in zero major health and safety incidents, with all minor incidents effectively managed through on-site first aid, security, and crowd control measures in line with UK health and safety standards.
Aim 3: To ensure effective coordination and delivery of event operations
Objective: Achieve smooth event execution by ensuring all roles and responsibilities are clearly allocated and fulfilled, with the event running to schedule (e.g. start/end times, entertainment transitions) and minimal operational disruptions, as evidenced through event logs and team feedback.

4. Project Planning Techniques 

Gantt Chart, Risk Assessment, Risk Register, Check list:
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5. Market Research and Target Audience

 To identify consumer groups, applying demographic, psychographic, and behavioural segmentation can be efficient to be constructed. Demographically, our event is restricted to an 18+ audience, likely targeting young adults to middle-aged individuals with disposable income, including students, professionals, and socially active groups. Psychographically, attendees are likely to value social experiences, exclusivity, and charitable involvement, meaning they are motivated by both entertainment and a sense of contributing to a meaningful cause such as cancer awareness. Whereas, behaviourally, consumers can be segmented into groups such as "social event seekers" (attending for enjoyment and networking), "cause-driven attendees" (motivated by supporting charity), and "experience seekers" (drawn to the unique masquerade theme). This segmentation allows us to tailor marketing, pricing, and event design to meet varied motivations.
Competitor Analysis; Jiffy’s Cancer Charity Golf Day (Swansea Bay Health Charity, 2026)
A key competitor to our Masquerade Charity Ball is a cancer-focused charity golf day hosted in Llangland Bay Golf Club in Swansea on 1/4/26, which is holding an event held at a local golf club also within the Swansea area, which is only “21m (6.1 mi)” away from where our event will be held at the Dylan Thomas Centre. The target audience for such ‘golf days’ is often more niche, consisting primarily of corporate groups, business professionals, and golf enthusiasts, which contrasts with a broader 18+ social audience.
While both events share the same charitable purpose of supporting cancer research, the golf day focuses more on sport, networking, and daytime participation, whereas our Masquerade Ball offers an evening-based, immersive and experiential social environment. This highlights a clear differentiation in consumer appeal, as the ball is likely to attract a younger, more diverse audience seeking entertainment, themed experiences, and social interaction, whereas the golf day appeals to a more traditional and activity-specific market segment.
6. Event Marketing Plan 
The marketing strategy for the Masquerade as a black and gold charity ball utilised a combination of social media, print, and digital design tools, reflecting an integrated promotional mix approach. Platforms such as Instagram and TikTok were selected due to their strong alignment with the 18+ target demographic, supported as “The 18- to 24-year-old cohort spends as little as 15 minutes per day, preferring the greener pastures of TikTok and Instagram.” (Haigen, 2025), while also encouraging sharing and peer influence, increasing reach and engagement. Enabling visually engaging content that captures attention and interest within the AIDA model (Attention, Interest, Desire, Action), (Lewis, 1899). The AIDA model is a framework used to explain the stages a consumer goes through before deciding to attend something or even make a purchase. For our ball, AIDA helps explain how our marketing moves potential attendees from simply noticing the ball to purchasing tickets and attending. 
We used printing application marketing, including posters, to reinforce desire and awareness within local high areas, such as high student public areas such as accommodations in Crown Place Swansea, and Student Roost to enhance credibility and ensuring offline visibility. The use of Canva allowed for consistent, high-quality branding across all channels to create our poster, ensuring the black and gold theme was visually cohesive and appealing. Overall, this multi-channel strategy effectively guides consumers through the AIDA stages while maximising reach and engagement across both digital and physical touchpoints.
7. Risk Management & Health & Safety 
As I am a safety officer for first aid on site within the event, and the entertainment coordinator, I will ensure the event is delivered in accordance with key UK health and safety legislation, including the ‘Health and Safety at Work Act 1974’ (Health and Safety Act, 1974)  and the Management of Health and Safety at Work Regulations 1999, (Great Britian, 1999), which require organisers to assess risks and implement appropriate control measures. A comprehensive risk assessment was conducted to identify hazards such as overcrowding, alcohol-related incidents, and potential injuries. To mitigate these risks, I will be dealing with any first aid concerns as a qualified and in-date First Aid Qualification and an NPLQ, to ensure a rapid response to medical situations. Security and crowd control measures will also be implemented, including monitored entry and exit points, capacity management, and staff positioned to oversee guest behaviour and ensure safe movement throughout the venue with our own bouncer for security on the door for the whole of the event. As the Entertainment Coordinator, I will also ensure all equipment, staging, and activities are set up safely, with clear walkways maintained to reduce trip hazards.
8. Contingency Planning 
In my role as Entertainment Coordinator, the process of sourcing live bands formed a critical component of effective contingency planning. Live entertainment presents a range of potential risks, including last-minute cancellations, technical malfunctions, and performance issues, all of which can negatively impact the overall event experience. Therefore, it is necessary to anticipate such uncertainties and implement appropriate contingency measures to ensure continuity. This involved identifying suitable alternative options, such as creative a playlist inviting my group as collaborators on Spotify to finish off the night. Additionally, establishing clear contractual agreements with performers helped to minimise risk by confirming availability, performance expectations, and technical requirements in advance. Despite these preventative measures, contingency planning ensured that flexible solutions are in place, including access to adaptable sound equipment capable of supporting different forms of entertainment, as our performer will be equipped with a microphone, a stand and an extension cord with a tripod for his phone.
9. Evaluation Strategy 
The use of a post-event survey as a feedback collection method represents a systematic approach to evaluating event success against established key performance indicators (KP/s). This method is beneficial as it will enables the collection of both quantitative and qualitative data directly from attendees, providing insight into areas such as overall satisfaction, quality of entertainment, event organisation, and perceived value for money. In terms of implementation, the survey would be distributed shortly after the event via digital platforms, such as email or social media, to maximise response rates while the experience remains fresh in attendees' minds. The survey design will incorporate a mix of closed questions to generate measurable data.
However, a key limitation of using post-event surveys is the potential for low response rates and response bias, which can reduce the reliability and validity of the data collected. Attendees who choose to respond are often those with particularly positive or negative experiences, meaning the results may not accurately represent the overall audience. Additionally, delayed distribution or lack of engagement can lead to incomplete or superficial responses. Consequently, while surveys are useful for measuring KPIs, the findings should be interpreted with caution and, where possible, supported by additional evaluation methods such as observational data or ticket sales analysis.
10. Sustainability and Event Legacy 
When hosting the event at the Dylan Thomas Centre, sustainability can be effectively integrated through the implementation of practices. Eco-friendly practices will include the use of digital tickets and marketing materials to minimise paper usage, alongside sourcing sustainable décor that aligns with the black and gold theme but will also be reused for future events. Waste reduction will be achieved by providing clearly labelled recycling bins which are already provided on-site, minimising single-use plastics, with the bins sectioning off plastics, general waste, and mixed papers as “on average, a 50% reduction in landfill can reduce costs by 20%.” (Office Recycling Bins | Method - Reduce Waste and Recycle More, 2025). We will also be working with caterers who prioritise locally sourced and sustainable products which are supported by our university to help support our local vendors. In terms of energy efficiency, ensuring that lighting and sound equipment are energy-conscious, as well as switching off unused systems when not needed at the current time of the event, can help reduce the overall environmental footprint of the event as “Energy efficiency measures have a great potential to avoid greenhouse gas emissions.” (www.eea.europa.eu, 2026). Collectively, these measures contribute to a more environmentally responsible event while aligning with growing consumer expectations for sustainability.
From a new economics perspective, the event contributes to long-term benefits by supporting charitable fundraising for cancer awareness while also generating economic activity within the local area. The use of local suppliers, entertainers, and services helps to stimulate the Swansea economy, while the event itself can strengthen community engagement by bringing individuals together for a shared cause. In terms of legacy, the event has the potential to raise ongoing awareness for cancer research and establish a foundation for future annual events, creating sustained social and economic value beyond the initial occasion.
11. Key Areas of Managing Event Operations 
Managing operations is important for the whole group as “This is a process of decomposition whereby a complex event can be broken up into smaller units of work that can be easily managed” (O'Toole and Mikolaitis, 2002).
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12. Division of Work & Responsibilities 
In organising the event, the division of roles and responsibilities was informed by the Belbin's Team Roles Model (Belbin, R. M., 1981), which emphasises the importance of balancing different personality types and skill sets to enhance team effectiveness. Each team member was allocated roles based on their strengths; for example, individuals demonstrating strong organisational skills were suited to the "Coordinator" or "Implementer" roles, ensuring tasks were structured and executed efficiently. Creative members contributed as "Plants," generating innovative ideas for the masquerade theme and overall event experience, while detail-oriented individuals fulfilled the "Completer Finisher" role, ensuring accuracy and high standards. Additionally, "Team workers" supported collaboration and communication, helping to maintain group cohesion and minimise conflict.
However, a limitation of applying Belbin's model is that individuals may not consistently conform to a single role, as skills and behaviours can vary depending on context and pressure. This may lead to overlaps or gaps in responsibilities if roles are applied too rigidly. Furthermore, the model does not fully account for external factors such as time constraints or experience levels. Therefore, while Belbin's framework provided a useful guide for structuring the team, flexibility and ongoing communication were essential to ensure roles were effectively adapted throughout the event planning process.
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EVENT NAME - Soverigne Masquerade Ball

| | DATETIME - 25th March 7pm.

LOCATION - dylan Thomas Centre
APPROX ATTENDEES - 70 covers

ASSESSOR - Arwen Garland

COMPLETION DATE - TBC




