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[bookmark: _Toc2030025904]1. Introduction
Organising a charity fun day within a hospital setting can provide an effective opportunity to raise funds while promoting community engagement, supporting patients and families, and recognising the contribution of hospital staff. A well-planned event should combine fundraising activities with appropriate entertainment, catering, educational opportunities and guest speakers, while ensuring that patient safety, infection prevention and hospital policies remain central to the planning process. The event should therefore be approached as a structured project requiring clear objectives, effective resource management and collaboration between hospital staff, volunteers, external organisations and charitable partners.
The proposed hospital fun day would aim to create a welcoming and inclusive environment for patients, visitors, staff and members of the local community. Activities could include sponsored challenges, raffles, games, craft stalls, competitions and charity merchandise. Entertainment for children could include age-appropriate performers, storytelling, arts and crafts, face painting or interactive activities, subject to the hospital's safeguarding and infection-control requirements. Catering could include refreshments and light food options, with careful consideration given to food hygiene, allergens, dietary requirements and the needs of patients who may have medical restrictions.
Guest speakers could provide an additional educational and motivational element to the event. Potential speakers might include healthcare professionals, representatives from the chosen charity, former patients willing to share appropriate experiences, or community figures who can encourage participation and fundraising. Speakers should be briefed in advance regarding confidentiality, safeguarding and the sensitive nature of a hospital environment. Their contributions should support the purpose of the event rather than disrupt normal clinical services.
Catering will also require detailed planning. Food providers should demonstrate appropriate food-safety standards, while organisers should maintain clear information about ingredients and allergens.  Health and Safety Executive (HSE) – Managing an Event
 Useful for supporting your points about risk management, safety, planning and reviewing the event.
[bookmark: _Toc1234808398]Tools & Techniques
There are several different software development techniques that could be used to develop the system for the hospital fun day. Three suitable techniques are the Waterfall model, Iterative model and V-Model. Each has different strengths and weaknesses, so the most appropriate method depends on the needs of the project.
[bookmark: _Toc1880933711]Waterfall
The Waterfall model is a sequential development method where the project progresses through a number of stages. These stages can include requirements, design, development, testing and implementation. Each stage is completed before moving on to the next.
A major advantage of Waterfall is that it provides a clear and organised structure. This is useful because the requirements for the hospital fun day system can be identified before development starts. It also makes it easier to plan the project, keep documentation and make sure that all required features are included.
The main disadvantage is that Waterfall is less flexible if the requirements change significantly during development. Changes may require earlier stages to be revisited, which could increase the amount of time needed.
[bookmark: _Toc428717610]Iterative
The Iterative model develops the system through a series of repeated cycles. A basic version of the system is created first and then improved through multiple iterations based on testing and feedback.
The main advantage of this approach is flexibility. For example, if the organisers of the hospital fun day wanted to change a feature or add something after seeing an early version of the system, this could be incorporated into a later iteration.
However, this could make the project more difficult to manage because features may continually change. It could also take longer because the system needs to be developed and tested multiple times.
[bookmark: _Toc260567405]V-Model
The V-Model is a structured development method similar to Waterfall, but it places a greater emphasis on testing at each stage of development. Each development stage has a corresponding testing stage.
The V-Model would be useful if the hospital fun day system required a very high level of reliability because testing is planned throughout the development process. It also provides a clear and structured approach.
[bookmark: _Toc757543816]Why Waterfall Is Best for the Hospital Fun Day
Waterfall is the most suitable development technique for my hospital fun day project because the requirements of the system can be identified before development begins. The purpose of the system is known in advance, such as helping to organise the event, manage information and provide the required functionality for the hospital fun day.
Using Waterfall means I can first gather and document all of the requirements, then design the system based on those requirements before beginning development. This gives me a clear plan to follow and reduces the risk of important features being missed.
Waterfall is also appropriate because the hospital fun day is a planned event with a specific purpose and deadline. Having a structured development process makes it easier to make sure the system is completed and tested before it is needed for the event.
Another reason Waterfall is suitable is that the project is not expected to require constant changes to its requirements. The main features can be decided at the beginning, meaning there is less need for the flexibility provided by the Iterative model.
Overall, Waterfall is the best choice for my hospital fun day project because it provides a clear, organised and manageable development process. It allows me to establish the requirements, design the system, develop it and then test it in a logical order. This is particularly suitable for a project with clearly defined requirements and a fixed event deadline.
[bookmark: _Toc1933389683]Project stages 
Project management for the hospital fun day is broken down into clear, manageable stages to ensure that each element of the project is completed correctly and on time. Each stage has specific tasks and objectives, allowing progress to be monitored throughout the project. This helps identify any issues early, ensures that deadlines are met, and makes sure all requirements are completed before moving on to the next stage. This structured approach will help ensure the overall project is completed successfully and is ready for the hospital fun day,
[bookmark: _Toc552417303]Business Case
[bookmark: _Toc1888025230]Purpose of the Hospital Charity Fun Day Project
The purpose of this project is to organise and deliver a successful hospital charity fun day that benefits both the hospital and the local community. The event will provide an opportunity to raise funds that can be used to support the hospital, improve services, purchase equipment, or contribute towards other areas where additional funding is required. England – Working in Partnership with People and Communities
 Useful for supporting your points about involving patients, communities and stakeholders when planning a hospital event.
The event will also aim to strengthen relationships with the local community by providing an enjoyable and inclusive opportunity for patients, families, staff, supporters and members of the public to come together. Building these relationships can help create a stronger connection between the hospital and the community it serves.
Another important objective is to increase participation and future support for the charity. By creating a positive experience at the fun day, attendees may be more likely to donate, volunteer, attend future events or promote the charity to others. This can help establish longer-term support rather than focusing only on fundraising during the event itself.
Overall, the hospital charity fun day aims to combine fundraising, community engagement, awareness and celebration. The success of the project can therefore be measured not only by the amount of money raised, but also by the number of people engaged, the awareness generated and the potential for continued support of the hospital charity in the future.
[bookmark: _Toc633937256]Objectives 
[bookmark: _Toc730843153]Intended Outcome
The intended outcome of the hospital charity fun day project is to deliver a successful, well-organised and financially beneficial community event that supports the chosen hospital charity. The project is intended to generate a measurable amount of income through activities such as ticket sales, games, refreshments, raffles and donations. The funds raised will contribute towards supporting the hospital and its charitable objectives.
A further intended outcome is to increase public awareness of the hospital charity and the work it carries out. The event will provide an opportunity to communicate the charity's purpose and demonstrate how donations can contribute to improving the experience of patients, families and staff. This should help develop a greater understanding of why continued charitable support is important. Project Management Institute (PMI) – Lessons Learned – Do It Early, Do It Often
 Useful for supporting your points about recording changes, updating the project plan and reflecting on what went well or could be improved.
The project also aims to increase community engagement and participation. By providing a suitable range of activities for different age groups and interests, the event should attract members of the local community and encourage them to interact with the hospital charity. A successful event could create positive relationships with attendees and encourage them to participate in or support future fundraising activities.
From a project management perspective, the intended outcome is to ensure that the event is planned, delivered and evaluated effectively. This includes completing all required tasks within the agreed timescales, managing available resources appropriately, identifying potential risks and ensuring that the event operates safely and efficiently.
The overall intended outcome is therefore to raise funds, increase awareness, strengthen community relationships and create a positive reputation for the hospital charity. The success of the project can be evaluated using measurable criteria, including the amount of money raised, attendance figures, participant feedback and the level of engagement generated during and after the event.
[bookmark: _Toc561446899]Risk
A SWOT analysis can be used to evaluate the internal strengths and weaknesses of the Hospital Fun Day project, alongside the external opportunities and threats that may influence its successful completion. One significant strength of the project is the hospital's established reputation and relationship with the local community. This provides the project team with an existing stakeholder network that could support attendance, volunteering and fundraising activities. In addition, hospital staff possess a range of professional and organisational skills that could contribute to the planning and delivery of the event. Existing relationships with local businesses, charities and community organisations may also provide opportunities for sponsorship, donations and additional resources. These strengths could reduce the financial and operational pressures associated with organising the event and increase the likelihood of achieving the project's objectives.
However, several weaknesses may affect the project's ability to achieve successful delivery. Hospital staff may have limited experience of organising large-scale public events, which could create challenges in areas such as logistics, resource allocation, health and safety and risk management. 
A PESTLE analysis provides further consideration of the external environment in which the Hospital Fun Day will operate. Political factors may include local authority requirements, permissions and policies relating to public events. The project team will need to identify any relevant requirements at an early stage to avoid delays or restrictions. Economic factors may also have a considerable influence, particularly due to inflation and increases in supplier costs. Catering, equipment, entertainment and temporary facilities may become more expensive, increasing the risk of the project exceeding its budget. The project team should therefore implement effective financial controls, obtain competitive quotations and maintain an appropriate contingency budget.
Social factors are also important because the event is intended to engage with a diverse local community. The project team should consider the needs of different age groups, abilities and backgrounds when planning activities. Ensuring that the event is accessible and inclusive could increase participation and strengthen the hospital's relationship with the community. The event may also provide an opportunity to improve staff morale by allowing employees to engage with colleagues and members of the public in a less formal environment. However, staff participation must be carefully managed to ensure that the event does not negatively affect normal hospital services.
Legal factors must also be considered because the event will involve members of the public and potentially vulnerable individuals. The project team will need to consider health and safety responsibilities, public liability insurance, food hygiene, safeguarding and accessibility requirements. Failure to meet relevant legal and organisational requirements could result in financial penalties, reputational damage or cancellation of the event. Consequently, legal and compliance considerations should be incorporated into the project plan from the beginning rather than being treated as an issue immediately before the event.
Overall, the SWOT and PESTLE analyses demonstrate that the successful completion of the Hospital Fun Day will require a combination of project management, financial management, stakeholder engagement, resource management, health and safety, risk management and contingency-planning capabilities. The analysis demonstrates that risks cannot be eliminated entirely; however, they can be identified, assessed and controlled to reduce their potential impact. In particular, adverse weather should be treated as a high-priority risk due to the outdoor nature of the event. Developing an appropriate contingency plan, such as identifying an alternative indoor location or postponement date, would improve the project's resilience and increase the likelihood of achieving its objectives. Therefore, the use of SWOT and PESTLE provides the project team with a structured approach to understanding the internal capabilities and external factors that may influence the successful delivery of the Hospital Fun Day.
[bookmark: _Toc1182852963]Scope 

The scope of the Hospital Fun Day project will include the planning, organisation and delivery of an outdoor community event designed to engage hospital staff, patients, families and local residents. Key activities will include securing the venue and necessary permissions, developing the event budget, arranging sponsorship and fundraising, booking entertainment and suppliers, organising food and refreshments, setting up games and children's activities, arranging music and live entertainment, providing stalls and competitions, coordinating volunteers and staff, managing health and safety requirements, promoting the event through social media and local advertising, and organising the set-up and breakdown of the event site. The project will also include risk assessment, contingency planning and post-event evaluation to determine whether the event achieved its objectives and identify areas for future improvement. Project Management Institute (PMI) – What is Project Management?
 It explains how project management involves planning, organising and carrying out tasks to achieve a project’s requirements.
[bookmark: _Toc1825487587]Stake holders
The Hospital Fun Day will involve a range of key stakeholders who have different levels of interest, influence and responsibility within the project. Hospital management will be a key stakeholder because they are responsible for approving the event, allocating resources and ensuring that the project supports the hospital's wider objectives. Regular communication with management will be required to provide updates on project progress, budget expenditure, risks and any decisions that require approval. Hospital staff are also important stakeholders because they may be involved in planning, volunteering and delivering activities during the event. They will need to receive clear information about their roles, responsibilities, schedules and health and safety procedures to ensure that the event operates effectively.
Patients, families and the local community are also significant stakeholders because they represent the main audience for the Hospital Fun Day. Communicating with these groups will help promote the event, provide information about activities and encourage participation. Effective communication will also allow the project team to identify any accessibility requirements and ensure that the event is inclusive. Volunteers will require regular communication because they may be responsible for supporting activities, welcoming visitors, managing stalls and assisting with refreshments. Providing volunteers with clear instructions and appropriate information will help ensure that they understand their responsibilities and can respond effectively to unexpected situations.
Local businesses and sponsors are important stakeholders because they may provide financial contributions, prizes, equipment or other resources. Communication with sponsors will be necessary to agree expectations, confirm contributions and maintain positive relationships. Suppliers and contractors, such as catering companies, entertainers and equipment providers, will also require regular communication to confirm costs, delivery arrangements, timings and contractual responsibilities. This will reduce the likelihood of delays or supplier failures affecting the event.
[bookmark: _Toc18679301]Constraints 
The Hospital Fun Day project is subject to several constraints that may limit its successful delivery. One of the main constraints is a limited budget, which may restrict the amount that can be spent on entertainment, catering, equipment, marketing and temporary facilities. This means that the project team will need to prioritise essential expenditure and identify opportunities for sponsorship, donations and cost-effective suppliers. A further constraint is limited staff support, as hospital employees have existing clinical and operational responsibilities and may not have sufficient time to contribute to the planning and delivery of the event. This could place additional pressure on the project team and may require the recruitment of volunteers or external support.
The project is also constrained by limited time, as the event must be planned and delivered within an agreed timeframe. Delays in securing suppliers, obtaining permissions or completing risk assessments could affect the overall project schedule. Another significant constraint is the outdoor location, as the project is dependent on suitable weather conditions. Heavy rain, strong winds or extreme temperatures could affect attendance, damage equipment or create health and safety risks. In addition, the project may be constrained by limited resources, including equipment, suitable facilities, volunteers and specialist event-management expertise. These constraints mean that effective planning, prioritisation, resource management and contingency planning will be essential to ensure that the Hospital Fun Day can be delivered within the available limitations.
[bookmark: _Toc225201176]Cost Benefit
As the Hospital Fun Day is a non-profit project, its success should not be measured solely by financial return. Instead, the cost-benefit analysis should consider the wider social, organisational and community benefits generated by the event. The main costs are likely to include catering, entertainment, equipment, marketing, venue preparation, insurance, safety measures and staffing. These costs will need to be carefully controlled because the project has a limited budget and the primary purpose is not to generate profit.
The benefits of the event may include increased community engagement, improved relationships between the hospital and residents, increased staff morale and greater awareness of the services provided by the hospital. The event may also generate donations or fundraising income that can be reinvested into hospital services, patient facilities or charitable activities. In addition, involving local businesses and community organisations may create stronger partnerships that could provide longer-term benefits beyond the event itself.
[bookmark: _Toc447745762]Project breakdown structure

The Hospital Fun Day project can be divided into several key work areas to make the project easier to manage and control. These include project planning, budgeting and fundraising, venue and facilities, activities and entertainment, staffing and volunteers, marketing and communication, health and safety, event delivery, and evaluation. Each area will contain specific tasks and responsibilities that can be allocated to members of the project team. This structure will help ensure that all activities are planned, completed on time and monitored effectively, while also reducing the risk of important tasks being overlooked.
[bookmark: _Toc511434120]Critical path analysis 
For the Hospital Fun Day, Critical Path Analysis can be used to identify the activities that must be completed on time for the event to go ahead successfully. The critical path could include confirming the date and venue → agreeing the budget → obtaining permissions → booking suppliers and entertainment → completing risk assessments → arranging staff and volunteers → promoting the event → setting up the venue → delivering the event. These activities are dependent on each other, meaning that a delay in one area could affect the overall project schedule. For example, if the venue or required permissions are not confirmed on time, suppliers and entertainment may not be able to be booked. Therefore, the project manager should closely monitor these activities and have contingency plans in place, particularly for potential risks such as bad weather, supplier cancellations and limited staff availability.
[bookmark: _Toc1365163114]GANNT
[bookmark: _Toc1926808395]Gantt Chart – Hospital Fun Day Project
	Activity
	W1
	W2
	W3
	W4
	W5
	W6
	W7
	W8

	Project planning & objectives
	✓
	✓
	
	
	
	
	
	

	Budget & funding
	✓
	✓
	✓
	
	
	
	
	

	Venue & permissions
	✓
	✓
	✓
	
	
	
	
	

	Sponsorship
	
	✓
	✓
	✓
	
	
	
	

	Activities & entertainment
	
	✓
	✓
	✓
	✓
	
	 
	

	Catering & suppliers
	
	
	✓
	✓
	✓
	
	
	

	Staff & volunteers
	
	
	
	✓
	✓
	✓
	
	

	Health & safety / risk assessment
	
	
	
	✓
	✓
	✓
	
	

	Marketing & promotion
	
	
	
	✓
	✓
	✓
	✓
	

	Equipment & site preparation
	
	
	
	
	
	✓
	✓
	

	Final checks
	
	
	
	
	
	
	✓
	

	Hospital Fun Day – Event
	
	
	
	
	
	
	
	✓

	Evaluation & feedback
	
	
	
	
	
	
	
	


The Gantt chart provides a clear timeline for the Hospital Fun Day and demonstrates how individual activities will be coordinated throughout the project. It allows the project team to monitor progress and identify potential delays before they affect the event date. Activities such as venue arrangements, permissions, health and safety assessments and supplier bookings should be closely monitored because delays could have a direct impact on the project's completion. The Gantt chart therefore supports effective time management, resource allocation and project control.
[bookmark: _Toc613260653]Project Team Responsibilities
	Project Role
	Main Responsibilities

	Project Manager
	Overall coordination, project planning, monitoring progress, managing risks and ensuring objectives are achieved.

	Finance Lead
	Develop and monitor the budget, record expenditure, manage fundraising income and monitor financial performance.

	Events & Activities Lead
	Organise games, competitions, entertainment, stalls and activities for attendees.

	Marketing & Communications Lead
	Promote the event through posters, social media and other communication channels.

	Health & Safety Lead
	Complete risk assessments, organise first aid, identify hazards and ensure appropriate safety procedures are followed.

	Volunteer Coordinator
	Recruit volunteers, allocate duties, organise rotas and provide information and guidance.

	Supplier Coordinator
	Liaise with catering, entertainment and equipment suppliers and confirm bookings and delivery arrangements.

	Hospital Management
	Provide overall approval, authorise resources and make key decisions where required.


[bookmark: _Toc1014357480]RACI Matrix – Hospital Fun Day
	Project Activity
	Project Manager
	Finance Lead
	Activities Lead
	Marketing Lead
	H&S Lead
	Volunteer Coordinator
	Supplier Coordinator
	Hospital Management

	Define project objectives
	R/A
	C
	C
	C
	C
	I
	I
	C

	Develop budget
	A
	R
	C
	C
	I
	I
	C
	C

	Secure venue & permissions
	R/A
	I
	C
	I
	C
	I
	C
	C

	Organise activities
	A
	C
	R
	C
	C
	C
	C
	I

	Book suppliers
	A
	C
	C
	I
	C
	I
	R
	I

	Recruit volunteers
	A
	I
	C
	I
	C
	R
	I
	I

	Marketing & promotion
	A
	C
	C
	R
	I
	C
	I
	I

	Health & safety planning
	A
	I
	C
	I
	R
	C
	C
	C

	Weather contingency planning
	A
	C
	C
	C
	R
	C
	C
	C

	Event-day delivery
	A
	C
	R
	C
	R
	R
	R
	I

	Financial reconciliation
	A
	R
	I
	I
	I
	I
	C
	I

	Post-event evaluation
	R/A
	C
	C
	C
	C
	C
	C
	



[bookmark: _Toc1791526147]Control
The Iron Triangle of project management consists of time, cost and quality/scope, and these three elements are closely connected. For the Hospital Fun Day, time is important because all activities, such as booking suppliers, arranging staff, promoting the event and completing health and safety checks, must be completed before the planned event date. Any delays could affect the overall delivery of the project.
Cost is also a major consideration because the Hospital Fun Day is a non-profit project with a limited budget. The project team must control expenditure while still providing an appropriate standard of entertainment, catering, facilities and activities. Quality and scope are equally important because the event must provide a safe, enjoyable and inclusive experience for staff, patients, families and the local community. Therefore, the project manager must balance time, cost and quality to ensure the Hospital Fun Day achieves its objectives without exceeding the available resources.
[bookmark: _Toc518341248]Change Management Processes 
Any changes made to the Hospital Fun Day must be formally logged and authorised before they are implemented. Once a change has been approved, the overall project plan must be updated to reflect the change, including any impacts on timings, responsibilities, resources, costs, or risks. This ensures that the project remains organised, controlled, and up to date, and that everyone involved is aware of the agreed changes.
[bookmark: _Toc423696439]Conclusion 
In conclusion, our Hospital Fun Day project was successfully planned, organised and managed to make sure that the event could run smoothly and meet the needs of everyone involved. Throughout the project, we worked together to organise activities, allocate responsibilities, manage resources and keep track of any changes that were made. Any changes needed to be logged and authorised before being included in the overall project plan. Once all the preparations were completed and the client and our team were happy with the final arrangements, the project could be formally signed off and marked as good to go. At the end of the project, we reflected on how well we planned, organised and managed the event, considering our strengths as well as any problems or areas that could have been improved. This reflection allows us to identify important lessons from the Hospital Fun Day and use them to improve our communication, teamwork, organisation and project management skills when planning future events.
[bookmark: _Toc112432095]Referances


· Health and Safety Executive (HSE): https://www.hse.gov.uk/event-safety/ 
· HSE – Managing an Event: https://www.hse.gov.uk/event-safety/managing-an-event.htm 
· NHS England – Get Involved: https://www.england.nhs.uk/get-involved/ 
· NHS England – Working with People and Communities: https://www.england.nhs.uk/get-involved/involvementguidance/ 
· Project Management Institute (PMI) – Lessons Learned: https://www.pmi.org/learning/library/2019/04/07/15/41/lessons-learned-sharing-knowledge-8189
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