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[bookmark: _Toc1769926474]Introduction 
The ITT Future You Wales event on 10 March 2026 is part of a wider push to get young people The ITT Future You Wales 2026 event has been developed to support young people as they explore future education and career pathways. The event brings together schools, colleges, universities, employers, and industry professionals to create an engaging and informative experience for learners. This aligns with national priorities around widening participation and improving access to career‑related opportunities for young people, as highlighted by Careers Wales (2026) and research showing the importance of meaningful work‑related experiences for learners (Barnes & Wright, 2023).
The planning process for this event has involved a wide range of tasks, including budgeting, marketing, risk management, stakeholder communication, and venue coordination. Each of these areas plays a crucial role in ensuring that the event is safe, accessible, and effective for all attendees. Following recognised industry guidance, such as the Purple Guide for event safety (admin, 2026a) and accessibility recommendations from Disability Rights UK (2022), has helped shape the planning process and ensure that the event meets professional standards.
A key aim of the event is to create an inclusive and supportive environment where young people can explore different career options, speak directly with exhibitors, and gain insights into future pathways. This reflects wider evidence showing that early exposure to career‑related activities can positively influence young people’s confidence and long‑term aspirations (Barnes & Wright, 2023). By bringing together a diverse range of exhibitors and providing structured sessions throughout the day, the event aims to inspire and inform learners at a crucial stage in their development.



[bookmark: _Toc1702882360]Event Planning Process  
(Event Planning Timeline in Appendix A)
The planning process for ITT Future You Wales 2026 has involved a structured and collaborative approach to ensure that every element of the event is organised effectively. The process began with defining the event’s purpose and identifying the key outcomes for young people, which aligns with national guidance on supporting learner progression and widening participation (Careers Wales, 2026; Jones & Phillips, 2021). Establishing a clear purpose early on helped guide decisions around venue selection, exhibitor recruitment, marketing, and accessibility.
A major part of the planning process involved researching best practice within the events industry. Guidance from the Purple Guide provided essential information on safety, welfare, and operational standards, helping the team understand legal responsibilities and practical requirements for running a large‑scale event (admin, 2026a). Additional insights from the British Safety Council (2025) and the Health and Safety Executive (2022) supported the development of risk assessments and safety procedures, ensuring that the event meets professional expectations for managing hazards and protecting attendees.
The planning process also included detailed budgeting and financial management. Professional guidance on event budgeting, such as that provided by the Crown Institute London (2026) and the Event Management Institute (Institute Event Management, 2026), helped shape decisions around cost control, sponsorship, and resource allocation. Sponsorship strategies were informed by industry advice on building strong partnerships and communicating value to potential sponsors (Baylis, 2024; One Nine Design, 2026).
Marketing and communication formed another key part of the planning process. Research into youth engagement and digital communication trends helped shape the event’s promotional strategy, particularly the use of social media platforms such as Instagram, TikTok, and LinkedIn (Hays, 2025; Presly, 2025; Benson, 2026). Insights from Flamingo Marketing Strategies (2022) and the Chartered Institute of Marketing (2023) supported decisions around messaging, audience targeting, and content design.
Accessibility and inclusion were considered throughout the planning process. Guidance from Disability Rights UK (2022) and Attitude is Everything (2025) helped ensure that the event layout, signage, and communication methods were suitable for attendees with mobility, sensory, or neurodiverse needs. This aligns with wider youth participation principles highlighted by organisations such as the National Youth Agency (2025) and Young Voices Heard (2026), which emphasise the importance of creating inclusive environments where young people feel supported and represented.
Regular team meetings and communication channels, including WhatsApp and email, helped keep the planning process organised and ensured that all team members were aware of their responsibilities. This approach reflects best practice in project communication and coordination, as recommended by NCVO (2024) and Savanta (2026), who highlight the importance of clear communication in delivering successful events.
Overall, the event planning process has been structured, research‑informed, and collaborative, ensuring that every aspect of the event is aligned with professional standards and the needs of young people.

[bookmark: _Toc586301267]Budget Planning 
(Event Budget in Appendix B)
Budget planning has been a central part of organising ITT Future You Wales 2026, ensuring that all financial decisions support the event’s aims while staying within realistic limits. Effective budgeting is essential in event management because it directly affects safety, logistics, and the overall attendee experience, something highlighted in professional guidance on risk and resource planning (British Safety Council, 2025). To support this, the team used recognised budgeting principles from event‑specific training resources, such as those provided by the Crown Institute London (2026), which outline how to structure event finances, allocate costs, and manage expenditure responsibly.
The budget covers key areas including marketing, signage, printing, equipment hire, refreshments, accessibility adjustments, and contingency planning. Sponsorship has played a major role in reducing overall costs, with contributions from Radnor Hills, Castell Howell, Pizza Pond Express, and Tesco. Industry guidance on sponsorship proposals and partnership communication, such as the Sponsorship Collective’s step‑by‑step approach (Baylis, 2024), helped shape how the team approached sponsors and ensured that each organisation received clear information about the value and visibility they would gain from supporting the event.
Sustainability expectations also influenced budget decisions. The Events Industry Council’s sustainability standards (Events Industry Council, 2026) emphasise responsible sourcing, waste reduction, and environmentally conscious planning. This encouraged the team to prioritise reusable signage, minimise single‑use materials, and use digital communication wherever possible to reduce printing costs and environmental impact.
Financial accountability was maintained throughout the planning process. All expenses were tracked using a structured budgeting template, and regular updates were shared with the organising team to ensure transparency. This approach reflects best practice in event financing and accounting, as outlined by the Event Management Institute’s guidance on managing event funds and maintaining accurate financial records (Institute Event Management, 2026). By combining sponsorship income, careful cost control, and informed decision‑making, the event has been able to remain within budget while still delivering a high‑quality experience for attendees.

[bookmark: _Toc1760718540]Risk Management
 (In Appendix C)
Risk management has been a key part of planning ITT Future You Wales 2026, ensuring that the event is safe, compliant, and well‑prepared for any potential issues. The process began with identifying hazards across all areas of the event, including crowd movement, technical equipment, accessibility, fire safety, and exhibitor setup. This approach follows the Health and Safety Executive’s guidance on risk assessment, which emphasises the importance of identifying hazards, evaluating risks, and implementing control measures to protect attendees and staff (Health and Safety Executive, 2022).
Industry standards such as the Purple Guide were used to shape decisions around crowd management, welfare, and operational safety, providing clear expectations for managing large groups and ensuring safe movement throughout the venue (admin, 2026a). Additional guidance from the British Safety Council (2025) supported the development of structured risk assessments, particularly around equipment, manual handling, and emergency procedures. Fire safety planning was informed by the National Fire Chiefs Council, which highlights the need for clear evacuation routes, trained staff, and accessible emergency exits (weareops, 2025).
Technical risks were also considered, including potential issues with microphones, screens, Wi‑Fi, and lighting. The Technical Standards for Places of Entertainment (Technical Standards for Places of Entertainment, 2022) provided a framework for ensuring that all equipment is tested, safe, and suitable for public use. These standards helped guide communication with the Swansea Arena technical team, who will complete full checks during the setup day.
Accessibility risks were addressed using guidance from Disability Rights UK (2022) and Attitude is Everything (2025), ensuring that the event layout, signage, and communication methods support attendees with mobility, sensory, or neurodiverse needs. This included planning clear pathways, providing quiet spaces where possible, and ensuring that volunteers are briefed on how to support attendees who may require additional assistance.
Sustainability and environmental risks were also considered, following the Events Industry Council’s sustainability standards, which encourage responsible resource use, waste reduction, and environmentally conscious planning (Events Industry Council, 2026). This influenced decisions around reusable signage, reduced printing, and minimising single‑use materials.
Communication played an important role in managing risks. Regular team meetings and updates ensured that all staff and volunteers understood their responsibilities, reflecting best practice in project coordination and team communication (NCVO, 2024). Clear instructions were also provided to exhibitors regarding arrival times, setup procedures, and safety expectations, helping reduce the likelihood of last‑minute issues.
Overall, the risk management process has been thorough, evidence‑based, and aligned with professional standards, ensuring that ITT Future You Wales 2026 is safe, accessible, and well‑prepared for any challenges that may arise.

[bookmark: _Toc229924268] Marketing and Promotion 
(Event Poster in Appendix D)
 Marketing and Promotion, Marketing Materials, and Anticipated Effectiveness of Marketing
Marketing and promotion for ITT Future You Wales 2026 were designed to reach young people, schools, exhibitors, and wider stakeholders through clear, engaging, and accessible communication. The strategy was shaped by an understanding of how young people interact with digital content, with research showing that social media remains one of the most effective ways to reach younger audiences (Flamingo Marketing Strategies, 2022; Hays, 2025). Platforms such as Instagram, TikTok, and LinkedIn were prioritised because they offer strong visual engagement and allow targeted messaging that feels relevant to learners.
Short‑form video content was used heavily on TikTok and Instagram, reflecting trends in youth engagement and the growing influence of these platforms on event participation (Presly, 2025; The Event Planner Expo, 2023). These posts showcased exhibitors, highlighted event features, and built excitement through countdowns and behind‑the‑scenes content. LinkedIn supported communication with exhibitors, sponsors, and industry professionals, guided by best practice in professional networking and event promotion (Benson, 2026). 
Marketing materials were designed to be visually consistent and accessible. Branding decisions followed principles from the Chartered Institute of Marketing (2023), which highlight the importance of recognisable design, coherent messaging, and strong visual identity. This included using a consistent colour scheme, clear typography, and simple layouts across posters, banners, social media graphics, and digital documents. Accessibility guidance from Disability Rights UK (2022) and Attitude is Everything (2025) informed decisions around colour contrast, font size, readability, and alternative formats, ensuring that materials were suitable for attendees with mobility, sensory, or neurodiverse needs. 
The anticipated effectiveness of the marketing strategy is strong due to its alignment with youth communication trends and evidence‑based engagement methods. Research from the National Youth Agency (2025) and Young Voices Heard (2026) highlights that young people respond best to communication that is visual, relatable, and easy to access—criteria that shaped the entire promotional approach. The use of multiple platforms increased the likelihood of reaching a broad audience, while targeted messaging ensured that content remained relevant to different groups, including learners, teachers, exhibitors, and sponsors.
The combination of digital promotion, school outreach, and consistent branding is expected to generate high levels of awareness and engagement. The strategy also supports inclusivity by ensuring that all materials are accessible and easy to understand, which is essential for an event designed to support young people from a wide range of backgrounds. Overall, the marketing and promotional approach is well‑positioned to attract strong attendance, encourage exhibitor participation, and create a positive and engaging experience for all involved.

[bookmark: _Toc1439829237]Logistics and Operations 
Venue and Layout (In Appendix E)
The venue for ITT Future You Wales 2026 is the Swansea Arena, chosen for its modern facilities, accessibility, and capacity to host large‑scale educational events. The decision to use this venue aligns with industry expectations for safe and well‑equipped event spaces, supported by the Technical Standards for Places of Entertainment, which outline requirements for structural safety, technical equipment, and audience welfare (Technical Standards for Places of Entertainment, 2022). The Arena’s layout provides a flexible open‑plan space suitable for exhibitor stands, networking areas, and conference sessions, allowing the event to accommodate a high number of attendees while maintaining clear movement routes.
Safety and accessibility were central considerations when designing the layout. Guidance from the Purple Guide emphasises the importance of clear crowd flow, visible signage, and designated welfare areas to ensure safe movement throughout the venue (admin, 2026a). These principles shaped decisions around stand placement, entrance and exit points, and the positioning of staff and volunteers. Additional safety considerations were informed by the British Safety Council (2025) and the Health and Safety Executive (2022), ensuring that risks related to congestion, equipment, and emergency procedures were addressed early in the planning process.
Accessibility was a priority throughout the layout design. Recommendations from Disability Rights UK (2022) and Attitude is Everything (2025) guided decisions around wheelchair access, quiet spaces, sensory‑friendly signage, and the placement of information points. These sources highlight the importance of creating environments that support attendees with mobility, sensory, or neurodiverse needs, which influenced the inclusion of wide pathways, clear visual markers, and accessible seating areas.
The layout was also designed to support exhibitors effectively. Industry guidance on exhibitor communication and setup, such as that provided by AEO (2017), helped shape decisions around stand spacing, power access, and the flow of visitors between exhibitors. This ensured that each organisation had enough space to engage with attendees while maintaining a smooth visitor journey. Sustainability considerations from the Events Industry Council (2026) also influenced layout decisions, encouraging the use of reusable signage, efficient lighting, and reduced waste in exhibitor areas.
Clear signage and branding were incorporated throughout the venue to support navigation and enhance the event experience. The Chartered Institute of Marketing (2023) highlights the importance of consistent visual identity in building trust and engagement, which informed the design of banners, directional signs, and digital screens. These materials were created with accessibility in mind, following best practice in readability and inclusive communication.
Overall, the venue and layout have been designed to create a safe, accessible, and engaging environment that supports both exhibitors and attendees. The combination of industry guidance, accessibility standards, and practical planning ensures that Swansea Arena is well‑prepared to host a successful and impactful event.
[bookmark: _Toc155406313]Event Schedule 
The event schedule for ITT Future You Wales 2026 was designed to provide a structured, engaging, and accessible experience for all attendees. The schedule follows recognised event‑planning principles, ensuring that activities flow smoothly and that young people have clear opportunities to explore exhibitors, attend talks, and participate in interactive sessions. Guidance from the Purple Guide emphasises the importance of clear timings, structured movement, and well‑planned transitions to support crowd flow and safety throughout the day (admin, 2026a). These principles shaped the order of activities and the spacing between sessions.
The day begins with school arrivals and registration, supported by clear signage and staff positioned at key points to guide attendees. This approach reflects accessibility and communication recommendations from Disability Rights UK (2022) and Attitude is Everything (2025), ensuring that all learners — including those with mobility or sensory needs — can navigate the venue confidently. Exhibitors are given dedicated setup time before the event opens, following best practice in exhibitor coordination and venue preparation (AEO, 2017).
The main exhibition period runs throughout the morning and early afternoon, allowing students to explore stands at their own pace. Research shows that unstructured exploration time helps young people engage more meaningfully with exhibitors and ask questions relevant to their interests (Barnes & Wright, 2023). To support this, the layout and schedule were designed to avoid overcrowding and ensure that students could move freely between stands, following crowd‑management guidance from the British Safety Council (2025) and the Health and Safety Executive (2022).
Alongside the exhibition, scheduled conference sessions take place in the Arena’s theatre space. These sessions include talks from industry professionals, universities, and training providers, offering insights into career pathways, apprenticeships, and higher education. The inclusion of structured talks aligns with Careers Wales (2026), which highlights the importance of providing young people with clear, reliable information to support informed decision‑making.
Breaks are built into the schedule to support wellbeing and reduce fatigue, reflecting recommendations from the Events Industry Council on sustainability and attendee welfare (Events Industry Council, 2026). These breaks also allow exhibitors to reset materials and prepare for the next wave of students. Staff and volunteers are positioned throughout the venue during these periods to support movement and ensure that safety procedures remain in place, following operational guidance from the Technical Standards for Places of Entertainment (2022).
The event concludes with a final networking period, giving students a last opportunity to revisit stands or ask follow‑up questions. This closing structure supports youth engagement principles highlighted by the National Youth Agency (2025), which emphasise the value of giving young people time to reflect, explore, and build confidence in their choices.
Overall, the event schedule has been designed to balance structure with flexibility, ensuring that ITT Future You Wales 2026 provides a safe, engaging, and meaningful experience for all attendees.
[bookmark: _Toc197957387]Staffing and Roles
Staffing for ITT Future You Wales 2026 was organised to ensure the event runs safely and efficiently. Clear role allocation is essential in large events, with good communication and structured responsibilities helping teams work effectively (NCVO, 2024). The core planning team managed budgeting, marketing, exhibitor communication, and risk management, reflecting the professional expectations outlined by the Institute of Event Management (Professional Recognition for Event Managers, 2026).
On the event day, staff and volunteers will be positioned across key areas to support crowd flow, answer questions, and guide attendees. This follows best practice in event operations, where visible staffing helps maintain safety and smooth movement (British Safety Council, 2025). Volunteers will receive a full briefing so they understand their duties and emergency procedures, again aligning with NCVO (2024).
Accessibility support is built into the staffing plan. Guidance from Disability Rights UK (2022) and Attitude is Everything (2025) highlights the importance of trained staff who can assist attendees with mobility, sensory, or neurodiverse needs. Staff will therefore be placed at entrances, quiet areas, and key navigation points.
Technical staff from Swansea Arena will manage equipment such as lighting, microphones, and screens, following the Technical Standards for Places of Entertainment (2022). Exhibitor support roles are also included to help organisations with setup and troubleshooting, reflecting AEO’s recommendations for exhibitor‑focused staffing (AEO, 2017).
Overall, the staffing structure ensures the event is safe, accessible, and well‑supported, with clear responsibilities and trained personnel positioned throughout the venue.
[bookmark: _Toc1102423752]Communication Plan
The communication plan for ITT Future You Wales 2026 ensures that all stakeholders receive clear and timely information. Effective communication is essential for coordinating large events, and structured messaging helps teams stay aligned throughout the planning process (NCVO, 2024).

[bookmark: _Toc1568948603]Stakeholder Communication 
[bookmark: _Toc1790865991]Sponsors
Effective communication with stakeholders has been central to organising ITT Future You Wales 2026. Clear, consistent messaging helps maintain strong relationships and ensures that all partners understand their roles, expectations, and contributions. This approach reflects guidance from NCVO (2024), which highlights the importance of structured communication when coordinating multiple organisations.
Schools received early information packs containing schedules, exhibitor lists, and travel details, following Careers Wales (2026), which emphasises the need for accessible and well‑structured information to support learner participation. Exhibitors were kept updated through regular emails outlining setup times, stand requirements, and safety procedures, aligning with AEO (2017), which stresses the importance of timely and practical communication for exhibitor coordination.
Sponsors were engaged through tailored communication that highlighted the value and visibility they would receive from supporting the event. Sponsorship guidance from the Sponsorship Collective (Baylis, 2024) emphasises the importance of clear proposals, transparent expectations, and ongoing updates to maintain strong partnerships. This shaped how the team communicated with organisations such as Radnor Hills, Castell Howell, Pizza Pond Express, and Tesco, ensuring they were informed about branding opportunities, event logistics, and their role in supporting young people’s career exploration.
Accessibility considerations were built into all communication, following recommendations from Disability Rights UK (2022) and Attitude is Everything (2025), ensuring that information was readable, inclusive, and suitable for attendees with additional needs.
Overall, the communication approach strengthened relationships with schools, exhibitors, and sponsors, ensuring that all stakeholders were informed, valued, and fully prepared for their involvement in the event.
[bookmark: _Toc188442177]Vendors / Exhibitors (In Appendix F)
Vendors and exhibitors are central to ITT Future You Wales 2026, providing young people with direct access to universities, colleges, employers, and training providers. Effective exhibitor coordination requires clear instructions, early communication, and practical support, which aligns with industry expectations for exhibitor management (AEO, 2017). Exhibitors received detailed guidance on arrival times, stand layouts, equipment needs, and safety procedures to ensure a smooth setup and consistent presentation across the venue. This structured approach supports high‑quality engagement and helps create a professional environment for students exploring future pathways.
 
[bookmark: _Toc2131498295]Attendees
Attendees include school groups from across Wales, with the event designed to support learners at different stages of their career exploration. Careers Wales (2026) highlights the importance of providing young people with meaningful encounters and accessible information, which shaped the event’s layout, signage, and schedule. Accessibility guidance from Disability Rights UK (2022) and Attitude is Everything (2025) informed decisions around navigation, quiet spaces, and support for mobility, sensory, or neurodiverse needs. Research shows that varied engagement opportunities—such as exhibitor interaction and structured talks—help build confidence and aspiration among young people (Barnes & Wright, 2023).
 
[bookmark: _Toc1746734384]Communication Records
Communication records were maintained throughout the planning process to ensure consistency, transparency, and accountability. NCVO (2024) emphasises the importance of clear communication channels when coordinating volunteers, partners, and external organisations. Emails, meeting notes, exhibitor updates, and school information packs were organised to track decisions and ensure all stakeholders received accurate information. Sponsorship communication followed best‑practice guidance, focusing on clarity, value, and ongoing updates to maintain strong relationships with supporting organisations (Baylis, 2024). Keeping structured records also helped the team respond efficiently to queries and monitor progress across planning stages.
 
[bookmark: _Toc532039256]Event Execution
Event execution on the day follows a structured operational plan designed to ensure safety, accessibility, and a positive experience for all attendees. The Purple Guide highlights the importance of clear crowd flow, visible staffing, and well‑managed transitions between activities (admin, 2026a), which shaped volunteer placement, signage, and entry/exit routes. Technical staff from Swansea Arena will manage lighting, audio, and equipment in line with the Technical Standards for Places of Entertainment (2022), reducing the risk of technical issues during presentations. Staff and volunteers will support registration, navigation, and accessibility needs, reflecting best practice in event operations (British Safety Council, 2025). Welfare areas and scheduled breaks align with sustainability and attendee‑care recommendations from the Events Industry Council (2026), ensuring a comfortable and supportive environment throughout the day.

[bookmark: _Toc23395294]Pre‑Event Conclusion
The pre‑event planning for ITT Future You Wales 2026 has created a strong foundation for a safe, accessible, and engaging experience for all attendees. Every stage of preparation has been shaped by industry standards, youth‑engagement research, and clear communication with stakeholders. The planning process followed recognised guidance on event safety, risk management, and operational structure, ensuring that the event meets professional expectations for large‑scale delivery (admin, 2026a; British Safety Council, 2025; Health and Safety Executive, 2022). This has helped the team develop a well‑organised approach to crowd flow, technical setup, and emergency procedures.
A major strength of the pre‑event phase has been the focus on accessibility and inclusion. Recommendations from Disability Rights UK (2022) and Attitude is Everything (2025) shaped decisions around venue layout, signage, communication formats, and attendee support, ensuring that the event is welcoming to learners with mobility, sensory, or neurodiverse needs. This aligns with wider youth‑participation principles that emphasise the importance of creating environments where young people feel supported and able to engage confidently (National Youth Agency, 2025; Young Voices Heard, 2026).
Marketing and communication have also been carefully planned to maximise engagement. Research into youth digital behaviour and social media trends informed the promotional strategy, helping the team reach learners through platforms they use most (Flamingo Marketing Strategies, 2022; Hays, 2025; Presly, 2025). Clear communication with schools and exhibitors ensured that all stakeholders received timely, structured information, reflecting best practice in event coordination (NCVO, 2024; AEO, 2017). Sponsors were kept informed through value‑focused communication, following guidance on building strong partnership relationships (Baylis, 2024).
Financial planning and sustainability were integrated throughout the pre‑event phase. Budgeting decisions were guided by professional event‑management resources (Crown Institute London, 2026; Institute Event Management, 2026), while sustainability expectations encouraged responsible resource use and reduced waste (Events Industry Council, 2026). This ensured that the event remained cost‑effective without compromising quality or environmental responsibility.
Overall, the pre‑event planning has been thorough, evidence‑based, and aligned with industry standards. The combination of structured communication, strong stakeholder relationships, accessibility planning, and detailed operational preparation positions ITT Future You Wales 2026 for a successful and impactful delivery. The event is now well‑placed to provide meaningful experiences that support young people’s career exploration and future aspirations.
















Appendix A
Event Planning Timeline                                     
	Task 
	Start Date
	End Date 
	Responsible Person
	Status 

	Initial outreach to exhibitors & sponsors
	01/12/2025
	15/12/2025
	Exhibition & Sponsorship Team
	Completed

	Christmas break – limited responses
	16/12/2025

	05/01/2026

	N/A Due to Christmas Holidays 
	Expected delay

	Follow‑up emails to re‑engage organisations
	06/01/2026
	15/01/2026
	Exhibition Coordinator
	Completed

	Confirming exhibitors & sponsors
	10/01/2026

	10/02/2026

	Exhibition & Sponsorship Team
	Ongoing

	Venue meeting with Swansea Arena
	20/01/2026
	20/02/2026

	Event Team
	Completed

	Marketing launch
	25/01/2026

	15/02/2026

	Marketing Team
	In progress

	Final logistics & layout planning
	01/02/2026

	28/02/2026

	Event Team
	Completed






Appendix B
Budget
	Item
	Estimated cost 
	Actual Cost
	Notes 

	Venue Hire 
	£0
	£0
	Covered by UWTSD 

	Marketing Materials
	£0
	£0
	Covered by UWTSD 

	Mocktails Supplies 
	£50
	£100
	Paid by Organizers/ UWTSD

	Prizes 
	£50
	£0
	Covered by sponsors 

	Vip Area 
	£800
	£0
	Covered by UWTSD

	Mascots 
	£300
	£200
	Covered by UWTSD & Sponsors 

	Decorations 
	£100
	£250
	Paid buy Organizers

	Total 
	£1300
	£550
	Under budget due to UWTSD and sponsors
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Risk Assesment 
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Appendix D
Posters 
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Appendix E
Layout 
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Appendix F
Vendors / Exhibitors
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Afternoon Itinerary

12:00 noon - Exhibition Reopens

* Delegates return to the expo
* Main networking period of the morning

12:45 pm - Afternoon Session (Auditorium)

* Delegates return to the auditorium
* Exhibitors will also be asked to take a seat in the
auditorium
* Exhibitors must check in at the registration desk, where
staff will guide you to the designated exhibitor seating
area. This area is positioned for an easy exit once the
session ends.

2:00 pm - Expo Reopens

* Final networking session of the day
* Exhibitors available until 3:00 pm
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« Exhibitors arrive and set up their stands
* All stands must be fully set up by 9:45 am

* The venue coffee shop will be open for purchases

v

9:45 am - Doors Open_
* Delogates begin arriving and exploring the expo floor

10:45 am - Delegates Called to the Upper Auditorium.

+ Exhibitors must check in at the registration desk, where
staff will guide you to the designated exhibitor seating area.
‘This area is positioned for an easy exit once the session ends.

11:00 am - M

Conference Session Begins

+ Exhibitors are warmly invited to attend
+ Expo area remains closed during this time
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CONTROL MEASURES

FOLLOW UP ACTIONS REQUIRED
& BY WHOM

Named Event Organiser n place and responsible for event management
Fre-planning event meetings take place to ensure al relevant
stakeholders are engaged vith defined responsibiities clear

Event Organiser to determine of whether existing licences cover whatis
planned forthe event with Estates and Facilties, the site management
for non-University locations and external bodies e local authorty,
‘emergency services where deemed required

We have taken reguiar emails to ensure that the
planning has thought of everything, regular in
person meetings and clear communication.

University EL and PL insurance cover in place for University events on
basis that Event Organiser ensures Event Risk Assessment s in place
vith suitable controls n respect of the safety of ll persons taking part /
attending

Event Organiser to consider f event specifics detailed within this risk
‘assessment require clarity on suitable insurance cover.

University Estates and Facilfies team maintain statutory compliance
saety requirements for Swansea Arena

Venue management responsible for statutory compliance safety
requirements for non-Universty buildings hired for University events

For venues not previously used by the University the Event Organiser, in
‘consulation, with the Heaith and Safety team, to seek information on
statutory compliance for non-University buidings

‘The arena s used reguiarly by UWTSD & has
provided a copy of their sk assessments for
events & their policies & procedures as required

Event organiser must ensure that any contractors used meet the
requirements of the University Contractor control poiicy e suitable isk
assessment and method statements, evidence of competence and
insurance cerificates are obtained and assessed as safisfactory.

Event organisers use coniractors or providers of services and equipment
that the Arena has used before, where appropriate.

No contractors hired.





