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Unit 10: Event Management Portfolio

Introduction to Event Management

Event Management is “the application of management on a project to create
and develop festivals and events.”
Source: en.wikipedia.org/wiki/Event management

In this Portfolio | will be working in a team with classmates to organise and run
an event to a well known visitor attraction.

T~ ~=Rairdsine  -oup who are all from different schools.

M

This is known as the 'Kingswood Partnership’. The ‘Partnership’ consists of 6
different schools in the Kingswood and surrounding area. Every lesson we
come to Kingsfield School to have our Travel and Tourism lesson with people
from 4 different schools. This could cause a problem in the future of the
planning because this could cause a delay in the process if anyone is unable
to get to lessons as they are from anotheﬂscﬁoot. This could happen if
anyone misses the partnership minibus seryice.

I will be keeping a log book of every thing we all go through as a group every

time we have a lesson. This log book will record every aspect of the event and

my vailues and attitudes throughout the project l////”

. . : /{ ﬁcﬁfyﬁ tabvclchioa o }51,;5..5,‘
Feasibility of the Project 49( S Whsteedos Ut Ul Do
In preparation for the course we came having already read the unit 10 Event

Management chapter in the textbook whicp/isA?"Level for OCR, Travel and /402« ) _
Tourism by Ann Rowe, John D.Smith, Rosemary Demaine, Sue Stewart and ’”:‘5"‘5"591-1'3‘*«» {x
Fiona Warburton, published by Heinemgnn—" ﬂ(ﬁ’m"ﬂ@

In our first session of the course we went through the assessment objectives

of the portfolio. This is so we were able to start the feasibility study knowing

what we had to do. .~ . .

In our first session we also had a brain storming session to decide whether we

wanted to go to either a theme park or an adventure park. The difference is a N
theme park, which is also kriiown as an amusement park, has been designed /4@{; ‘t@yh&
to have an underlying thieme or topic whereas an adventure park is a place '
where children and addlts go to do adventure activities such as go karting and

paintball L



Feasibility Study

The feasibility study is a general examination of the potential of an idea to be
converted into a business.

http://en.wikipedia.org/wiki/Feasibility study

A feasibility study is important because it enables us to find out whether the
project is likely to be realistic and therefore successful. e

[ have chosen four vig_,itor attractions in England to research as part of the
feasibility study. Vf’

The first one 1 have chosen is Drayton Manor; it is located in Staffordshire and
would take approximately 2 hours to travel there by coach from Kingsfield

School. The price of a 49 seater coach would cost £460 return. The park is %)3
open from the 15™ March to 2" November and the gates open at 9.30am. The #,
price for a school group with a minimum of 12 people is £12.50 per person. '
This park would appeal to people of all ages as there is something to suit
everyone; from big rolier coasters to small rides for children there is

something for everyone. This park would also appeal to schools as the

journey time is quite short and the entrance to the park for a group per person

is a good price.

& Ay

The second park | have chosen is Chessington World of Adventures; itis

located in Surrey and would take approximately 2 hours and 9 minutes from |
Kingsfield by coach. The price of the coach would cost £450. For a group of 12~

10 + it will cost £20.70. The park is open from 15" March to 29" December 177

and the gates open at 10.00am. | believe that this park would appeal to

younger children because of the rides and the zoo this park has to offer. They

would want to see the animals and fish in the zoo and the sea life centre. | .
think that this park might not appeal 1o the lower socio economic groups /404;« ?ﬁ?’?’ﬁwg
because the price of entrance in a group is considerably higher than the other

two parks | have researched.

The third Park | have chosen is Alton Towers; it is located in Staffordshire and

would take approximately 2 hours and 42 minutes to get there by coach from

Kingsfield School. The price for the coach hire would be £480. For a school ;

group it would cost £10.00 pp off peak and £12.50 pp peak price. The park is 103
briefly open for the February half term then it re-opens on the 15" March until B0 By o
9" November. 1 think that this would appeal to everyone because the park e
provides something that suits everyone needs. As this park is also well known

and has a good reputation the length it takes to get there might not be a

problem for some people. The prices for groups off peak were the cheapest |

could find which would appeal to schools as the parents would be able to

afford for their children to go.

The fourth attraction | have chosen is Madame Tussauds; it is located in
London and would take approximately 2 hours and 23 minutes to get there by
coach from Kingsfield School. The price of a coach hire would be £600. For a
group of children aged 5-16 it would cost either £16.50 if you book online or

/;D { . "3 \)ﬂ(;{{}j {_-'?'}, {Z‘tf.é.:-?;:} ‘f}if " (’:; 25 !?;H N 3 a"’“i.._ig,,-f-f’ ).e o
P ) A : ;
2

Aviy feasibilly stucd,
/4”)?~ o] oD ro T fee b b e [q s




on the day it would cost £21.00. For adults 16+ it would cost £20.25 if you %j
were to book online and £25.00 if you were to pay on the day. It is open daily

and the doors open at 9.00am. | think that this would appeal more to older Kasecvin
children and adults; | think this because some little children could get bored

because they may not know who the wax figures are and they may be

frightened by some of them. | don't think that this would appeatl to the lower

socio economic groups either because of the high entrance prices.

As part of the feasibility study [ researched 3 coach companies to compare

the variety in prices; Eagle Coaches, Turners Coachways and Momentum

Transport

Team Research

Rachel

Drayton Manor-

Chessington World of Adventures-
Alton Towers-

Madame Tussauds-

Holly

Drayton Manor-
Alton Towers-
Bristol Zoo-
Legoland-

Stacéy
Drayton Manor-

Chessington World of Adventures-
Alton Towers-
Blackpool pleasure beach-

Amber

Drayton Manor-
Alton Towers-
London Zoo-

Gemma

Chessington World of Adventures-
Alton Towers-

Longleat-

Blackpool pleasure beach-

Amy
Chessington World of Adventures-

tondenZoo-= o
Qakwood- .
Eden Project-

’40 I : :7) U,\(/\.ﬁ?/ 5 {t{’_ll/u’/’{,t e
: vy

As a team we had another brainstorming session to discuss the advantages
and disadvantages of ail the possible places we could go. Each of us chose 4

A7 1 Conbnb ubie 0 pler n o,



places for research and in this session we shared our findings and what each

attraction had to offer. We found that some advantages were that some of the

trips could be educational which out weighed some of the other attractions.

One disadvantage to some possibilities was the entrance price to the

attraction which was too e{geé?ive, for example, two of the attractions would

have been Madame Tussauds Wax Museum and Chessington World of

Adventures which both cost over £20 to get in. Another expensive part of the

trip would have been the coach prices to get to the attractions. For example

London Zoo and Madame Tussauds coach hire would have been

approximately £600; this is because they are travelling to the capital and /J [
further than some of our researched destinations. Prices could ajse‘increase 10/ 3 teve/
due to the prices of petrol at the moment, so we decided against these places @ w-doia )
because we didn't want our trip to be too expensive otherwise we wouldn’t get

many people interested in the trip.

STAFFORD

IRANER M

LOUBHBIRGUIK . L v k . D
2 " ; N
RN . v e T A At TARIUTR

L TAMALRIE LECEIFER &
HETO 2 FETERBOROUON : i

win gl
L 2 CIRBY e

HIDEEM NS TER v WA EPiTE;i’m@

o
REQETC BURY £7 ECRUNDZ

CAHBRIDSE
WORSEATER

GLCHESTER /l

C?Bc:mu ON $Ef
-

4 .

QOBTHENCOX 1EA

un TOLEAE .
B.l,_l [l

WETON JUPERMARE
a3 kFORT]
g

L BNER
£OLKEETON

[Ee1 sear P CHETTE Y

SGUTHAKRPTON
1A B NGE

N BROGHTOH
FORTIHOUTH o N

o, 30T |
Wy 3
WEDRHITA )

Source: Alton Towers marketing student information pack

ELITHOURNE

Amy and | did a primary research questionnaire to see where our future /(ID?, Conlbaboiilym,
customers would like to go on the trip and how much they would pay to go on [, iﬁg,m ) e
it. -/
Our results were as followed:

Eden Project -
Chessington World of Adventures, London

0

0

London Zoo 1
Alton Towers, Stafford 13

0

5

0

Pleasure Beach, Blackpool
Thorpe Park, London
Longleat, Wiitshire




Legoland, London
Bristol Zoo
Drayton Manor, Staffordshire
Oakwood, Wales

Madam Tussauds, London

SO P =[O

£20-£25
£25-£30
£30-£35
£.35-£40
£40-£45
£45-£50

OO =G —=

The most popular choices by the customers were Alton Towers and the price
was £20-£25. By getting these results we tried to meet our customers needs. »4~

At the end of our session we decided as a team we would like to organise our

trip to Alton Towers. We chose Alton Towers as our destination because

some of the team had been there before and enjoyed their experience and we

all felt that we would want other people to have fun and remember their trip. v~

We also chose Alton Towers because it has a very good reputation so this
would appeal to our target mafket because they know what to expect and the ~~
types of things they want to do on the trip. Another reason we chose Alton

Towers was because they offer educational talks for the school tripsona  «~

range of different topics. They cost £1 so we feit that this was worth while and .

by having the talks this would make it much easier for the trip to be agreed by -

the head teacher as it has an edueational aim. We also chose Alton Towers

because we felt it would fulfiLﬂggquirementS of the AO for this unit.

The target market we chose is Year 10 and 12 because we felt that they

would benefit more from the educational talks than younger years as year 10

will just be starting their GCSEs and year 12 will be starting their AS courses. .
The talks that we would take them on are marketing and customer service, /ZZOI’ Top
which will help them with their coursework later on in the year. 7 Vaedtasten oty e
Once we had agreed upon the destination we continued with our feasibility

study by preparing for our Business Plan. Before we started to go through our
business plan we looked at the Travel and Tourism A2 book to see how to

outline the plan correctly. The guestions we had to answer are as follows with

the answers; : ‘

Our group is a group of 6 and we all have different personalities and skills to
offer to the process of planning our trip. The type of event that would stimulate
our group is somewhere like a theme park, because if we are excited by the
~—placeweare going tothemitis feasible thatourcustomers would betoo,
especiaily as we would be entt?siastic when marketing the prody e
would also be excited if it was 4 place where we have been before and
enjoyed our experience then we want to go back and enjoy it again.
We have to market our product so the customers know what we are offering
and so we can get enough numbers tyill"the trip up. We decided that we




would do it by making posters to stick up around the school and inform the
tutors of the trip so people can be told as early as possible so they are able to
decide if they want to go and pay.the. money as soon as possible and to
collect money Holly would visit the class on several occasions.

For the trip we came up with a slightly rour@ed/up price of £24 per person
which includes the entrance, transport, insurance and workshop price. We will
be getting help from the schools finance department so we are able to pay for
the tickets in advance andtfien collect the money afterwards so we are able

to pay the SCh(M ne of our aims is to not make a profit as we.aren't a

private compagy” Our aim is to break even so we don’t make a Igss. ;/b{‘ 3 lewel
| feel that | am hard working and so is the rest of the team. All of us want to PR NS
make this trip a success because this way we all can get an excellent portfoio "/ AR
of work and the success of the trip will help us to complete it. We have all -2 Yielodo e by
made plans that hopefully means that we won't get too close to deadlines as {L., i~ e
we want to fulfil our tasks well in advg,m,/ Hopefully we won't get close to Pic.,

deadlines as we have about 6 weeks to organise the event and we will have 5
hours of lessons every week which means we have approximately 30 hours of
planning until the nt. One problem is the permission by parents to let their
children go on the trip and another could be getting permission from the head
teacher to let the trip go ahead. He might not let a certain year go sowe |
would have to change our plans and open the trip up to a different ma\/ﬁ/

When planning our trip we also looked at seasohatity, tang gibility and At T
perishability. Seasonality means the time of year when an attraction would =~

most appeal to people; this is where peak and off peak comes from. Peak

time would be when children would be off school and would be in the summer

months, usually between June and August. Whereas off peak is when
children are still in school or it would be in the winter months, such as .
November, December and January. The other months are in the ‘shoulder’ Aoty Tereg
season or period. When we were organising going to Alton Towers we looked

at their website to see their season opening times and establish when they

have their peak and off peak prices as off peak would be cheaper. We had to

choose when to go carefully because they close early November and re-open

early March the next year. We wanted to choose a time when the talks would

help our target market with their coursework and also so we would have /

enough time to write up our work so it could be sent off.

Tangibility means that you are able to experience the attraction first hand

which is difficult when trying to sell an intangible product such as an

experience. This makes it all the more important when we are marketing our

trip because we have to tell our customers what to expect. We have to tell

them because the trip will be intangible until they get to Alton Towers when c/j}”

they will be able to experience what we marketed.
Perishability can be a problem because if we don't get enough people to go
on the trip then we will have to pay their part of the trip out of our own money.
This means we have to make sure that we market the trip as much as

/;..ﬁ\/) s

possible because we have to make sure that we get enough numbers. This is
so we don't have to pay any extra and everyone knows about the trip. We

also want them to pay as soon as possible because this way if we don’t get /
enough people in our target market we can open the trip up to a different
market.

Jot-a o) 7 nclosstoncliing
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S.W.O.T Analysis =~

SWOT stands for Strengths, weaknesses, opportunities and threats. It is used
to evaluate the internal and external factors within an organisation or group
and we are using one as part of our feasibility study.

Internal factqrﬁza(ethe strengths. and weaknesses of the project and group

which ¢an be controll

ecatise they are within or part of the organisation

such as Aiton Towers and the group. Whereas external factors, which are the

opportunities and threats, are outside our control but by completing a risk .
assessment and contingency plan we are able to overcome these negative

factors and maybe even use to them to our advantage. Once we had

Strengths

« Everyone in the team is familiar
with each other and work well with
each other.

e There is a wide range of skills
within the group.

o We have timetabled lessons every
week SO everyone can get
together

e There is something for everyone
and the park has over 8 thrill rides
which means its ideal for students.

» The cost of the trip is good value.

e We can compare things to the

- successful trip last year.

« Fulfils the assessment criteria

* We are going in off peak season so
there will be less queues and this
gives everyone a chance to go on

the rides.

» The price of entrance is low so this
could appeal to more people.

» The trip has a unique selling point
because it will be the only type of
trip on offer to the classes as we

are going to a workshop in a
theme. park

Weaknesses

Everyone goes to different schools
in the partnership so if they aren’t
able to get to class this would
cause meeting issues.

Not much relevant finance skills
Little marketing experience
People who decided they want to
go in the first place drop out

If the team isn’t motivated enough
then there would be a loss of
morale so this means team work
may not be effective.

A member of the group may miss
too many lessons causing us to
fall behind in deadlines and
preparations.

Partnership students have limited
knowledge of Kingsfield school
which is where we are taught.
Students may have visited before
and may not be interested in being
a repeat visitor.

Group does not gel and difference
in opinions could cause conflict.

e As all teachers don't need any
cover this will keep the schools
teaching costs down.

e |t is easily accessible

¢ The trip is educaticnal and fun.

Aoty T

Vo Qs‘}ad loak
Aof-y

completed our own SWOT analysis, we shared these between the group so ,4@ 2 Conba'bud ge

that we had one detailed analysis which is below. i ff;vr’sz»m e
ek

o



+ The same trip has been successful
with Year 13's in the past.
Opportunities Threats
o To make good use of customer e Little interest in the trip
service skills gained last year e Trip may not be allowed to
+ To gain a good grade in our happen.
coursework e Weather could cause some rides
+ Build knowledge of organising to be shut.
events ¢ Could be haif term somewhere in
s Being in control of a group of the country so there will be a lot
children more people in the park.
» |mprove coursework writing skills. | « Our target group may find the
s Improve communication with the educational part of trip boring.
younger years. + The fuel prices are high at the
s Educational workshops will help moment which means the coach
Year 10 and 12 students with their prices could increase.
coursework. » Traffic problems could cause
¢ Promote sixth form to younger delays.
students. ¢ Students maybe late arriving
¢ Help develop team work and e Coach maybe late or not turn up.
individual skills and qualities.
// v
Conciusion: ' /4}02 - \‘lﬁu Conbabihod |

Bis swpr
As you can see we have a lot of positive things that we hope we are going to
achieve whilst planning and implementing the trip. The weaknesses are really
to do with us as a team. Threats could be a problem but we will have to look
at our contingency plans and find ways in which we can overcome them. We
have many opportunities when we run our trip, which will help us gain
confidence and improve skills. Our strengths will also become stronger and
help us in situations in later life.
After going through all the feasibility of the project | now feel that | am ready to
carry out the business plan to make sure that event/project will be successful.

/\D{- 3 lowel g ol it an (;/’;jj
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Business Plan

Aoz Mou

- Conbnbeled

Stages in the Business plan | Responsibility Evaluation Stage ﬁziim .
1. Aims and objectives All » Log Book

» Are we likely to meet | {his

our targets?
» Check lists on the
,,,,,,,,,,,,,,, S day

2. Our customers needs and Ali

how these will be met

3. How the project will be
marketed (techniques and
materials)

Rachel and Amy

* |s our marketing
appropriate?

4. Physical resources needed

Stacey and Holly

a) Tickets Holly

b) Coach Stacey

c) Worksheets Holly

d) Clipboards Stacey

e) Pencils Stacey

f) Contact mobile phone Holly

numbers
_g) Map of the Park Stacey o
5. Financial aspects Holly Evaluate break even

chart
6. Staffing Amber » |s the team working

effectively together

- 7. Administration systems

Agenda- Rachel
Minutes- Gemma

8. Project timescales

Rachel

e Are we keeping to
our deadlines?

9. Legal Aspects

Amy

10.Contingency Plans

Amy and Gemma |

e Have any problems
arisen/ what issues
do we need to
address or
reconsider?

11. Review and evaluation

A

A business plan is a document that summarises the objectives of a business.

/ ! Ai)‘% %gj’ta(“_{_g

(www learndirect-business co k)

Photos, witness
statements,
gquestionnaires
interviews

When designing the business plan we discussed the whole feasibility study as
a group. We decided to split the responsibilities between all of us working to
our particular strengths and areas in which people want to Ie%d EW



their skills. With everyone having their own role the work load is easier and
this allows everyone to take part in organfsmg $0 we can work as a team.

Mrssmn Statement

A mission statement is a statement that makes clear the organisation’s
purpose, principle business aims, identity, policies and values. e /7‘(03 Coseo, s
Source: www.booksites.net e

ﬁo ‘‘‘‘‘ ,{ §1 i 4\_3111,5, 5
We all contributed to the mission statement by coming up with our own. Once

we had done this we shared our ideas and agreed on the following group
mission statement:

“To complete a successful trip, within budget and to provide good customer
service by meeting the needs of our customers”. o

1. Aims and Objectives

As a group we came up with group aims and objectives after we had to come

up with our own individual aims and objectives. All of our aims and objectives

had to follow the SMART acronym where each letter represents a word. Sis bt Ter, o
for specific, M is measurable, A is achievable, R is realistic and T is time

specific.

Specific means that the aim has to be significant to the task we want to
achieve. Measurable means that you have to find out if the aims are actually
meaningful maybe by using a questionnaire to see if you have met the
customer’'s needs. Achievable means that you have to be able to complete
the aim and make sure that the actions you go through or tasks can be
completed. Realistic means that you have to be able to get results from the
aims and time specific means that you have to keep track of the time so you
can meet deadlines. By following these guidelines this ensures we are A;, 3 lawe / o
evaluating our aims to make sure this trip wilf be a success. .z~ Ughoos oncdio
1. Owr first aim is our budget; we want to break even which makes it a
specific aim. This means that we are not aiming to lose any money in the
process of organising this event. Another part of this aim is we are not
expecting to make a profit because we aren’t a private company. The Vi
pricing will be discussed further in stage 5 of the business plan. The
budget will be measurabie because Holly will be in charge of designing
and using a cash flaw chart to see our income so we are able to see if we
are going to be able to break even. The budget will also be achievable as
we have all estimated the figure that everyone has te pay and it is similar
to the price of the trip last year which was a SUCBESS. Our budget will also
be realistic because we aren't aiming to make a profit so the pricing for the

trip isn't too high. It is realistic because we are going in fow season and it's
lower than if we went through a travel agent. We have come up with a time
scale of getting the money in which is time specific so we have enough
time to pay for everything. | will discuss the budget in greater detail in
stage 5 of the Business Plan. e

/4\){ ' 3 {ﬁ,t‘rﬁf ? Mr;s’j/ TR "ﬁd@ %
1 3 j o v
QJ Ao & A
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2. Our second aim is to make sure our customers are satisfied and we are
meeting their needs. We want them to have a good time and enjoy their
experience. | will go into specific detail on our customer’s needs and how
these wilkbe met in section 2 of the Business Plan. We will be able to
measyfe if our customers are satisfied by giving them a ques‘”tfc?nnaire for
them to fill in to see if we have met all of their needs. The customer’s
needs of having fun is achievable and realistic particularly as we are
following a similar model to last year's event, "

3. Our third aim is to fulfil the assessment criteria of unit 10. This is so we
can reach our target minimum grade or higher. We will be able to see if we
are on track by getting our work marked and see if we are sticking to the
criteria. | feel that this aim is achievable as we have set ourselves targets
to stick to so we can get work in on time. | feel this aim is realistic because
we have to write up this work so by following the assessment criteria we
should fulfil the objectives to a at least mark band 2 standard. We will have
to stick to coursework deadlines therefore this objective is time specific. -

4. Our fourth aim is to work weil as a team and make sure everyone is
working to the best of their abilities. Team work is the coming together of
an alliance or group of minds to collaborate, co-operatively work on a
project, solve problems, negotiate and resolve conflict. /
{www.eubios.info/biodict. htm. ) s

Team work is important because we all need to learn how to communicate
efficiently with each other and also by having team work all the jobs we
need to do will get done quicker. This is a specific aim because as we are
all going to be working together we all need to communicate with each

other and identify the strengths and weaknesses of our group. To see if we
are all working to the best of our ability we will look at the educational

theory of learning zones. L

Red=Danger zone, this is where people
panic and no learning takes place
Yellow=Stretch zone, this is the best
learning environment.

Green=Comfort zone, this is where littie

learning takes places and they repeat work.

-

We will be able to measure if we are working well through witness

statements which get completed by all of us by observing how our fellow
team members are doing their jobs. Working in a team will be achievable
as we have all known each other for a year now so we are all friends and
communicate really well. This is a realistic aim as we will be seeing each

Aot unplastaneli ) O e

)
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other twice a week so we will have those few hours to work together as a
team. It is measurable because the evaluation tools will tell us whether we
have been successful or not. I ' -

5. The fifth team objective is to make sure all the stages of the Business Plan
are covered. This is to ensure that we have completed all that is necessary
to get the highest mark in AO1. This is specific because there is only one
Business Plan in the portfolio and we need to complete it in order to
proceed to the next stage of the project. This is realistic because we will
work through it step by step making sure that we have done all that we can

to cover all the stages in the plan. e
| have also made up my own list of aims and objectives to helpmeinthe ., - . (45 10
event management task, which | have included in Stage 2 of the Business™  ~ A
Plan, below. L

2. Our customers needs and how these will be met

There are two types of customers. External customers are people who are %Jq Ty
from outside the organisation and in our case are Year 10 Business students

and Year 12 Business and Travel and Tourism students. We chose both

years to help us maximise the opportunity of getting enough numbers to o

ensure that this trip would be a success.

Internal customers are those working within the organisation and in our case £, 7+
are the six Year 13 Travel and Tourism students.

Both types of customers have different needs and how these are met is

discussed below: .

External customers

Aoty Terms
Our external customers are our target market of Year 12 and Year 10
students. We will meet their needs by taking them on the trip to Alton Towers
so they are able to get an insight of the industry to help them in their
courseworl for their subjects and exams. We chose Alton Towers to meet our
external customers’ needs sy makKing the trip fun as well as egutational.
We are meeting their needs by providing worksm on customer service to
assist them in their forth coming coursework. &
We will meet the needs of our external customers by giving them a r¢setrces
pack which will help them on their trip to Alton towers. These packs will help
them in their workshops and also finding their way around park. We will
make sure that they know where the customer services are, where the first aid
centre is and the education centre is so they know where to go for their -

workshops.
We will be meeting our external customers’ need of fun because we a‘lijee’i'
o _that-we have chosen.the right fi arkasitisoff ..

peak-and therefore hopefully there will be very little quelies for our customers.
If the customers (students) are able o get on a lot of sides this will make the
trip very good value for money.

Another need of our external customers is to be séfe whilst they are at the
park. We will make sure that they are safe on the coach by making sure that

Aol
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they have their sea@bélﬂs on whilst on the coach, we will also make sure that
they are safe ttiey are seated in the coach and when we get back to school
we will wait with the students to make sure they get home safe. We will make
sure that this happens by using our contingency plan tocpredict problems that
could occur and prevent them from happening, We will also ensure they are
safe by giving them an emergguc? contact number list just in case something
was to happen to one of the students they are able to contact us. We will also
give them meetingpoints around the park so they are able to come and see
us in case there is something wrong and for us to make sure they are having
a good time. All of the students will be told to go to customer service in the
case of the problem who then will also have a list of the-§taff and sixth form
mobile nwﬁgers. By us showing them where the education centre is before
they get to have time to themselves this is making them safe as they know _
where to go and aren't walking around the park getting lost. Anf. 3 {pued 1 el
db Ho Gusimpssy Qo « Dorgises el

Internal customers

Internal customers are people within our group of organisers. We all have
different needs but one we all need to meet is to work together efficiently so
we are able to run the trip successfully and make sure we get a good portfolio
for the Event Management unit.

We have to meet the needs of all the internal customers, which will be
everyone in our group. We are meeting our needs by taking the younger
years on the Alton Towers trip so we are able to complete our event
management portfolio and achjeve a good grade. We will be meeting our own
needs by looking at the skil!@&’ndﬁualities we want to develop and completing
tasks that will strengthen our knowledge-and ?ﬁﬂsfs’o we will be able to use
them in the future.

We also need to make sure that the group is safe around the park. We can do
this by making sure we stay with each other and if not call each other often to
see how we all are and if we are happy about how things are going. We also
have to make sure that we are having fun when we are around the park but
not make it so we are being selffish and forgetting what is really important and
that's our external customers. L

The first personal need that | hope to meet and achieve is getting a good
grade. | would like to achieve a least a ‘B’ grade for this piece of coursework.
By getting a good grade this will contribute to my overall final grade. This will
be achievable if | stick to deadlines and work hard to complete every aspect of
this coursework. | feel that this is a realistic aim as | am always able to hand
my work in on time and get every section completed to the best of my ability. |
know | will be able to do all my work to a good standard as | got an A in my
Travel Destinations coursework last year. This aim is time specific as we have
deadlines to follow when completing our coursework. /

~ My second personal aim is to learn new skills such as literacy skills which will

help me in the future. | want to improve this because | want to structure my

sentences better so they make sense first time, this way | will be able to get a

better grade. | will be able to make sure | complete this aim by reading over

my written work/io”eiinya‘fe mistakes before | have to hand it in. This will be
et
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measurable by my friends and teacher writing witneé@atements about me to
see if | have improved on any of my skills when carrying out my role for the
‘project. This will be achievable by looking at the types of skills | need which
will help me in the future, like problem solving and doing a task will make me
think on the spot and have to act quickly so | am able to achieve what needs
to be done. o

My third aim is to develop my personal qualities; by improving these it will help
with my confidence which will help me in other team work situations.
Personality is the complex of all the attributes; behavioural, temperamental,
emotional and mental, that characterizes a unique individual.
{(wordnet.princeton.edu/perliwebwn)

| feel during this process | need to improve my‘€onfidence. | will need this
when | am marketing the event to the younger years by going into their

classes and pronpgﬁr@ the trip. This will be measurable because when | am Al

talking to people someone in my team can be evaluating my strengths and
weaknesses so | can improve and develop them. This is a realistic aim o
because | will need to improve on this quality for the future. Another quality |
want to improve is responsibility. | want to become more responsible and |
think this will be possible because | have lots of jobs which | have to do to
ensure that this trip is a success so my fellow team mates will be relying on
me to make sure that we market the trip correctly to get the customers
needed. | also want to be supportive towards my fellow team members so if
they are having trouble with their jobs | can help them as much as | can to
ensure they get it completed and give them support if they are emotionally
unable to complete the job. If | improve these qualities it will help me when |
am in a similar situation later on if life. L

How the project will be marketed (techniques) and the type of materials
used in the marketing process.

Marketing is techniques used to attract and persuade consumers to buy your
product.

Source: www.motto.com/glossary.htmi

The types of techniques that we could use is visual marketing like posters and
verbal marketing such as talks and public relations (PR) which we will be
doing by going into assemblies and classes. The types of materials we will

use are posters which will have lots of pictures on so it will draw audiences in.
We will have to include all the relevant information so our customers know all
that they need to know. We can't faisely advertise as this will make the

product intangible. For the marketing to be successful we need to make sure
the business plan contains appropriate pricing, promotion, place and product
strategies. | =

Our target market is Years 10 and 12; we have to advertise to them so our

4 £

materials have to be appropriate to their age group. When we are designing
our poster we will use the AIDA principle which means Attention, Interest,
Desire and Action. Qur marketing plan needs to contain the 4Ps which is
Pricing, Promotion, Place and Product Strategies. We have to tell our |~
customers that the price includes everything; transport, admission and -

14



insurance. Our promotion will be the posters around school and in the
customers’ classes. The place where the marketing will take place is in school
s0-our customers.are able to.see our marketing and ask one of the team for
further information if necessafy. As our product-strategy is an educational trip Aoty T Cnrar
we need to inform our customers that they will have an hour's educational

workshop which will beneﬁt/thﬁn when it comes to them to completing one of

their coursework units. '

We will be visiting classes to verbally market the trip; this is also known as P
Public Relations (PRy”We will be particularly advertising the fact that the trip AOLE Y ey
is during the off peak season where there will be small quetes for-big rides.

We will also be promoting the workshopsévﬂ;iéh will help them with their

coursework; this is meeting our customgrs’ needs. We showed the new Year

12s what'they would be doing in the workshops and they are very eager to go

as they know it will help them with their coursework. LA

We will be sending a Ietge}/h”éme to the parents/carers and students telling

them what the trip is about and the importance it will have on their child’s

growing knowledge of the subject they have to do for their coursework. The

letter we are sending home will also include the cost of the trip and any other

relevant information.

After the event has run we will give the students a questionnaire to complete.

We will ask them if our marketing was successful enough and this will help us

in our evaluation at the end of the trip. -

Ay e e A
ATON A LD e s

4) Physical resources needed

We need to have all the resources to make sure that the trip will be a success.
Examples of the resources needed are computers with the internet so we can
do research, phone so we can cali Alton Towers and the coach companies
and photocopiers to copy letters to give to the students and parents. The
other resources needed for the trip are the tickets and coach so we can
actually go and get into Alton Towers.

Holly and Stacey have the role of physical resources. Holly is in charge of
booking the tickets in advance so our customers won't have to wait around
and then they can go into the park straight away. Stacey is going to book the
coach so we are able to get there and ensure that we are all safe. When Holly
books the tickets for entry she would also have fo book the workshop tickets
so they can go fo the education centre and by getting the ticket in advance
this will prevent waiting. .
Wi
Me (Rachel) and Gemma will be writing the letters to the parents and
students. This is to make sure they have permission to go and so they have
all the information to go on the trip. We also need them to fill in the letters so
that we can have all their details incase we need to contact their parents:./""

On the day of the trip we have to be well organised in order to make sure
things run smoothly. We wili need to have the registers with us to.make sure
that we mark off every student to make sure we are ready tq,gme will also
have clipboards to keep everything together whilst we are at the park.

! / -
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40 Students = £11 Loss

We all are going to have a copy of emergency phone numbers in case we
need to get hold of each other whilst in the park. We will also give the sheet
with all the phone numbers in to customer service in Alton Towers just in case
any of the students need 1o get hold of us or if there is an emergency. On the
sheet will also be the teachers contact details in case we need to get hold of
them in an emergency,

5) Financial aspects of the project

For this section Holly was chosen to do this role. She has been chosen as we
feel she will be able to take charge of the situation and she is confident when
working with numbers. We chose the set price of £24 as we feel that this was
cheap enough for the students to afford. We are aiming to break even for this
trip so we need to be aware of numbers at all times to make sure we don't
end up getting a loss. , /.~

All the money that is handed in Holly will take it to the schools financial
assistant Mrs Bird to look after and she will be continually liaising with her
throughout the planning of the trip.

An expenditure sheet will be designed so we can monitor the | income and the
outgoings of the trip.

The start /upﬁmds for the advance | payment of the tickets for Alton Towers Aots Teros

would be paid by the school then we pay them back when we have received
the money from the customers. The school would also pay for all the
resources we used, which would be the phones, fax and printers. The
anticipated expenditure of the gverall costing of the printing of letters to (” o) e
parents and students is £2 -tHe printing of the marketing posters would be 7
£0.60 and the A3 colour map of Alton TowersWould be £0.20. For the phone
calls the school has a business contract With Virgin Medga/(;Féléwest) and for
a monthly tariff the school has free national phone calls so the cost of the calls
made to Alton Towers would be free. The estimated prices for the tickets to
Alton Towers would be £10 plus £1.f6r the workshops so overall would be
£11. The coach company we have chosen is Eagle coaches and for a 47
seater coach this would be £525, but this would be paid once we have been
on the trip. The customers would also have to pay insurance so if anything
happened whilst on the trip they would be covered. This costs £0.15 each. We
worked out that overall the cost of the trip wouid be £23.11 per person, this
would cover every aspect of the trip. However we rounded this figure up to
£24 so we had a contingency fund just in case there was a lack in numbers or
we needed it for an emergency. | think that this is a good plan because if we
didn’t have this backup money we would have to pay for it out of our own

ockets. e
P /!///

Break even chart:
38 Students = £36 Loss

41 Students = £2 Profit (Minimum break even)
42 Students = £14. 70 Profit
44 Students = £40.40 Profit
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We don't need to make a profit, we are just aiming to break even and to do
this we need at least 41 students,

Student Laan Tulephony gill
HE Grank TV licenca

Cinldeara costs

Assembly Laarning Grant Cigarettes
Parental Leaming Allowane tisin i
arel ning " Tuition Fues Socialisingf Brinks

Disabled Student Mlowancs Books . Newspapersf Magazines

Parental Contribution . Club membershig fess
Staticuary

Benehis Fold trips Spoits Match fees
Tow Credits _ il Hire
Photecopies
wa

vages Other course refated tosts

Other

{Please Slale)

Petrol

Car Read Yan

Tnsurancs

RepairsfHOT

Traval Costs 2., train, buses otc

Water Rates Subscrptions
Gas Creditfstore. cards biff

Electricity Persenal Loan 1epayments
Content [nswiance Other

TOTAL INCOME

LESS TOVAL EXPENOITURE

Food shoppingf raitk . : § BALANCE
Refractory L

Laundiy
Take ous Clothes

EXPENDITURE
Essential Expenditure

32 Rent

33 Ground reil and senice charges
34 Wongage

36 Gthor securad loans

36 Moigags Endowment and MPPI
37 Building aad conlenls insuiance
38 Paension and ifa insurance

3% Councf ¥ax

4 Gas

41 Elecmicity

42 Waler

43 Other wilities (coal, oll. cakr gas)
44 TVlicence

45 Magisirates’ cout fines

46 Maintenance or cilld suppoit

41 Hire Purchase / condilicnal sate
48 Childeare costs

4% Adull carg costs

50 Other

31 Other

52Ot

Monthly Total Esgentist Expenditurs

Phone

53 Home phone
54 Mobile phong
5 Othor

Monthly Tetal Phone

Trave)
56 Public iansport (vroric, school, shopping elc)
57 Cther {2 9. taxis)

a8 Carinsurance

59 Road bax

B0 Fygt{Pelrol, Ciesel, <nl etg)
61 MOT and car maintenance




http:/fAww.moneyadvicetrust.org/images/CFS%20v4f%20%283%29beta%20version
%20%287%291%2023%2007%2008.xis

The above 3 examples are examples of a budget plan. | researched these as ﬁ’? L
part of my feasibility study. We discussed everyone’s findings as a group and é'd‘f?éfku\lﬁm’w
we all agreed on using the simplest form as Holly felt she was more confident 2“7
using it. The simplest one is below.

Receipts Expenditure Income
Total Cost for 44 students at
£24 pp
Admission £440
Insurance £6.60
Coach £525
Workshops £44
Total £1015.60 £1056
Profit £40.40

This is our cash flow chart which we have designed to see our total
expenditure and our income. We also did some research into other cash flow
diagrams to see the difference between the one that we have done and ones
that other people have designed.

L
6) Staffing the Project

Having clear roles within our team is important for the trip to run sh{othly and
efficiently. It is also important so everyone can feel like they have contributed
to making the trip a succe\s;é\d showing that they are reliable L;nough to
complete tasks that they are set.

The makeup of our group is 6 girls who have all come from different schools
in the Kingswood partnership. We all have different roles so the trip is run
smoothly. The purpose of our team is to run a successful trip. Our team
structure is informal as we are all friends and have been since the start of
Year 12 when we all started the Travel and Tourism course. We have elected
a leader however to take the lead in our group discussions to prevent pO§8‘i6|€
arguing in the informal surroundings. We didn’t do any team building activities
as we already knew each other for a year before and because it was a small
group we are already quite close to each other. b

Certain factors were considered when were choosing the roles for each
individual, like how confident each person was at the certain role and what
abilities they had and whether they were going te fulfil theirrole successfully.
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| Job/Roles

Responsnbllltv

Marketing

Rachel and Amy

| Amy and me have been chosen to do

the marketing because | wanted to test
myself to see if | could be creative and
draw people in and Amy was chosen
because she does media and she also
wanted to test herself.

“Physical
Resources

Holly and Stacey

Holly and Stacey were chosen to do this
job because they both feit confident
enough o liase with the various

companies we looked at for our trip. 7

Financial
aspects

Holly

Holly wanted to do this job because she
wanted to test herself with her maths

skills. =

Staffing

Amber

Amber wanted to do this job as she was
our team leader and she had spoken to
the head teacher about the feachers
that were going to go and she knew
who we needed to have.

Administration
systems

Rachel and
Gemma

| was chosen to be in charge of the
administration because the rest of my
team felt | was well organised and as |
was always in lesson | was able to
collect the information needed for the
agendas and minutes. o

' Project
timescales

Rachel

| was chosen to do this job as | was

considered to have a good judgement of |7 ..

what needed to be done and when and
they trusted me with this. '

Legal aspects

Amy

Amy is doing this job because as she
goes to Kingsfield school she knows the
teachers more and the school rules also
she would be able to hand in the forms
before the deadlines as she was there."”
Therefore we all felt she would be the
correct person to do this job. v

Contingency
plans

| Gemma

Gemma chose to do this job because
she felt that she was able to think of
problems that could occur and she feit
she was able to think about what could

be done to stop it from happening. 1t

Our teacher is acting as a supervisor throughout the planning stages and on
the trip if there is an emergency and for guidance.,

7) Administration systems

Al the-individual roles will be discussed-in-the next stage in-greater detail. .

Aoz

e {\,P;iﬁjbﬁsifp’ i

U

A2

& .
'ﬁi}". ba {’j} a'jj.’t £

—

Our administration system is going to be human based and | (Rachel) Have
been given the role as the main administrator. As a group we all decided to
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keep a record of our meetings by writing agendas and minutes. The minutes
will include all the important information covered in the meetings. We are also

providing details of everything done in class in-our-own lo
would contain notes so if anyone is absent from the lesso
catch up and find out what they missed by looking in the logbook. This is a
sign of good teamwork, as we would be helping each other catch up with

preparation they have missed out on.

Gemma and | were in charge of writing the letters to parents and the students. e

Rbe

k. The logbooks
they will be able to

As a group we all had a discussion about what important details needed to be =
contained in the letters. After making a note of this we composed a letter from
a template, which included everything we needed.

8) Project Timescales

If our project is going to be successful we need to stick to deadlines. Often

projects do run into problems because of maybe people being away or we are

waiting for permission and approval.

Critical Path Analysis

Critical Path Analysis is a method of analysing logically the phasing of tasks in

the implementation of a project.

(www.mos.gov.pl/mos/publikac/Raporty _opracowania/manual/glosry 1.htmi)

We are using this planning technique, as we will be able to see which key

bep

tasks need to be done and this way we are able to prioritise tasks and make
sure that we are running on schedule.

Tasks Staffing | Deadline | Actual date
Brainstorm possible event ideas All 09/06/08 | 09/06/08
Year 10 & 12 trip to Alton Towers | All 09/06/08 | 09/06/08
Read the Unit 10 chapter from the | All 05/06/08 | 05/06/08
text book
Read the Assessment criteria Al 09/06/08 | 09/06/08 )
Feasibility study All 12/06/08 | 09/06/08
Preparation of the business plan All 16/06/08 | 16/06/08
Market research with customers Rachel
and Amy
Transport costs and booking Stacey 26/06/08 | 19/06/08
Ticket and workshop costs and Holly 26/06/06 | 23/06/06
booking
Meeting with Finance Assistantto | Holly 26/06/08 | 23/06/08
discuss all financial aspects
Total cost of the trip Holly 26/06/08 | 23/06/08
Meeting with Head to confirm Amy & 26/06/08 | 19/06/06
feasibility of the date Amber
—|-Marketing-and-letters-to-parents —{-Rachel,——|-08/09/686—-23/06/08 —
Gemma &
Amy _
Health and Safety forms Amy & 18/00/08 | 22/09/08
Holly
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Risk Assessment and Contingency | Gemma 18/09/08 RISk~— 18/09/08
Plan )

Additional marketing - student Holly and | 25/09/08 2/19/@8
resources (including free school Stacey
packed lunch), wet weather,
spending money, itinerary

Evaluation during the planning All 24/07/08 | 23/06/08
Evaluation during the marketing All 24/07/08 | 24/07/08
Evaluation of the event All 20/10/08 | 22/09/08
Evaluation at the end All 12/03/09 | 12/03/09

| feel that our deadlines are real@ and achﬁg;/able as we have plenty of time

to complete them. | am also in charge of the project timescales so at every o2

meeting | will be talking to the group to make sure we are sticking to what 2z 1 b c0h
support we need to provide to them to make sure they are achieved.

Three dates are highlighted as these are the deadlines which we missed.
These dates were missed due to members of the team being away therefore
causing us to miss the deadline, but as you can see they were all missed by
the smallest of margins.

9) Legal Aspects

All the legal aspects of the trip had to be covered by someone who is
trustworthy and responsible as it is very important to get it right otherwise we
wouldn't be able to go on the trip. Therefore we gave the job to Amy as we felt
she was able to complete all the forms before the deadlines so we could go
on the trip. Because legal aspects are Amy’s job she is going to be liaising
with Mr Fowler who is the schools cover administrator and health and safety
officer. She went to see him to see what forms needed to be filled out and if
she had trouble filling them in he was there to give her assistance. L

As Holly and me have been to the park before we informed the rest of the
group that there are security staff all around the park to help if there was a
problem. We also told them that there are sigriposts around the park showing
where important facilities are around the park such as where the customer
service t/ancf first aid are When we get to the park we will show all the
students where-these specific facilities are. When we get to the park we will
also make sure customer services have our phone numbers in case they
need to get hold of us if there was an emergency.

e ’ I
As a group we all have to stick to the Data Protection Act of 1998. The Data f{jﬂ 5 W g
Protectlon Act 1998 (DPA) is a Umted ngdom Act of Parllament whlch ey

to people living within. It is the main/only piece of Ieglslatlon that governs
protection of personal data in the UK. Although the Act does not mention
privacy, in practice it provides a way in which individuals can enforce the
control of information about themselves. (http:/en wikipedia org/wiki/Data_Protection_Act)

;e .
Loy o~
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To make sure we stick to this legislation we have to make sure we don't share _
or display the student’s parent's bank details from the cheques and we have ﬂ LD .
to make sure we don'’t disclose their phone numbers and any information on- J ST
the students if they have health problems. - S

On the journey to the park we have to make sure we have everything in case

of an emergency. Amy has spoken to Mrs Rees and she will be bringing a first

aid kit for us. When we get to the park we will hand out maps to the students

and show them where the important places in the park are before we take

them there. Each of us in the group will have a special pack to take around A2 zonbn bindy o
with us in the park. This will include phone numbers, a register and the Alton

Towers risk assessment, which Gemma has got for us. =

Before we go on the trip we have checked if any of our customers have a
disability. None of them do but if they did we would have made them aware
that they are able to hire wheelchairs and inform them that there is a separate
queuing system for them. e
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Evaluation

How the projébt will be rei/i-ewed and evaluated

To see if our project or trip was a success we need to evaluate it. We will be
evaluating our team, individual and our personal performance by looking at
our strengths-and wealg ses and seeing how we can improve if we were to
do the same thing again. VVe will also be looking to see if the goals we set
ourselves at the start have been achigved. | will be evaluating both the
planning and implementation stages of the project. To do this | will have to
include all aspects such as; the way we used customer service not only for -
external customers but also internal, to see if the trip was enjoyable and good
value for money, etc-The tools that we will use to evaludte our performance
are SWOT analysis, look at odr business plan, getwitness/observation
statements and give our gustomers questionnaires to see how they felt about W /; ;o
our trip. /LA &) Lf:w For ey, ;.ﬁg; o NN LI 015
= A5 Sl e B e
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Evaluation of the teams performance Alerlpcdabe, g
A

T

Working as a team is important for any task to be a success. if there is good
group cohesion th n this will ensure that the aims and objectives of the trip
will be achieve éd/ orking together as a team can be called working in
synergy. Synérgy means the term used to describe a situation where the final
outcome of a system is greater than the sum its parts.
(en.wikipedia.org/wiki/Syneray).

In brief it means by working together you get more done than when you work
mdmd Il/y The group worked synergistically because we all had different
skills which complimented each other therefore enabling us to run a
successful event. The project we ran relied on effective teamwork because if
we didn’t work together the trip wou!dn’t have worked, The development of the

teamwork is an important part of this, eamwork is also important to heip

in other situations you might come across in later life as you know how to act /D!

with people and share tasks equally. Uncda
F Pup

A model that is used in event management is Bruce Tuckman's 1965
Forming, Storming, Norming and Performing team development model. There
are the 4 stages to his model each in relevance to team performance and
working together effectivelx. I will be explaining each stage in the planning
process. There is also a 5" stage which is adjourning and | will be looking at
this in the implementation stage. /

High dependence on leader for guidance and direction. Little agreement on

Planning process — Forming Stage 1

—team aims other than received from leader Individual ioles and

responsibilities are unclear. Leader must be prepared to answer lots of
questions about the team'’s purpose, objectives and external relationships.
Processes are often ignored. Members test tolerance of system and leader.
Leader directs.

(htip:/Avww. businessballs.com/Atuckmanformingstormingnormingperforming. htm)
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Our Team: We worked well as a team and knew each other because we had
been in class together for the AS part of VI':}MU(SE We hadn't set ourselves
specific roles as of yet because we were Having many discussions and
forming even better bonds with each other. No leader was allocated but our
teacher did take charge of the situation until we allocated specific roles to
each individual. This stage was quite short as we already knew each other
before starting the event management. y -

[~

Storming - Stage 2

Decisions don't come easily within group. Team members vie for position as
they attempt to establish themselves in relation o other team members and
the leader, who might receive challenges from team members. Clarity of
purpose increases but plenty of uncertainties persist. Cliqgues and factions
form and there may be power struggles. The team needs to be focused on its
goals to avoid becoming distracted by relationships and emotional issues.
Compromises may be required to enable progress. Leader coaches.
(http://www.businessballs.corn/tuckmanformingstormingnormingperforming. htm)

Our Team: At this stage we still hadn't allocated roles. We individually carried /b [

out a feasibility study and then brought our ideas back as a group. Because ~ & B bty
we hadn’t chosen a leader yet there was a lot of discussion involved but | feel

that this discussion helped us to see who took the lead in the discussion

therefore we were later able to allocate a-feader. When doing the feasibility

study there was little or even no arguments about where people wanted to go.

We narrowed our options down {o just three, which were; Drayton Manor,

Alton Towers and Longleat. We all apalysed which would be the most

enjoyable and better vaiue for nqpne/;/]and we chose as a group to go to Alton

Towers. This stage was quite long as we had lots of discussions and we didn’t

have a leader to take charge. Cliques had formed between Holly, Stacey and

sometimes Gemma which did affect me by making me feel left out of

conversations but not to a major extent. As we went to the same school Holly

and | walked to Kingsfield schooli together. | felt | had spent more time with her e

in the past so expected for her to talk to me more in class. However, this was

the opposite as her and Stacey had become very close after meeting in Year

12 at the start of the course so really by the time the A2 section came around

and the event management coursework started | was used to it and formed

bonds with other people in my class. This cligue broke down after the students

had left but if they hadn't | feel | would have to have had a talk with the /;D;;__,.,
chairperson at the time which was Amber or maybe even my teacher Miss {’gf}j,g:ml:«-w(lx‘f:?!fﬁ?:‘g‘ ey g
Suart. )

Norming - Stage 3

Agreement and consensus is largely forms among team, who respond well to
facilitation by leader. Roles and responsibilities are clear and accepted. Big
decisions are made by group agreement. Smaller decisions may be delegated
to individuals or small teams within group. Commitment and unity is strong.
The team may engage in fun and social activities. The team discusses and



develops its processes and working style. There is generai respect for the
leader and some of Ieadershlp is more shared by the team Leader fa(:ilttates
and enables. - A5

(hitp:/fwww. businesshalls. com/tuckmanformmqsformmqnormmqperformmq. htm) .

In this stage we allocated our roles. We were able to do this effectively as a
team because we had worked together before in class and by this stage we
knew each others strengths and weaknesses. In class we had meetings twice
a week where we had written agendas to cover to make sure we had done
everything we had set out to do that lesson. There was some respett for our
leader but we all showed each other respect as it’s the friendly thing to do and
this helps prevent any hosm the team. In lesson we worked individually
doing the jobs we were set and also working as a team to get everything
organised for the trip. As a group we came up with our aims and objectives
which we had to complete by the end. This was the longest section as we had
lots of discussions about where to go on the trip, how much we were going to
charge etc. We didn’t engage in any team building exercises as we got to /
know each other well over the previous year. Amber and Stacey left during the
planning stages therefore we had to re-assign roles to the rest of the group.
This didn’t set us back much as everyone was committed to getting the job
done that they took on the roles that needed to be done. | think this illustrated
how efficient effectiye’our team was as we were flexible and aﬁaptable
enough to quickly take on new roles and responsibilities wathout any difficulty.

I will evaluate stage 4 (performing) and stage 5 (adjourning) later on in the
evaluation of the implementation of the event.

Another model that | am able to use to evaluate our teamwork is by Belbin. He

said individuals had their own role within the group. | will be using his theory to
evaluate what type of ‘group player each team member.

4
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e @XCE8 SRl cONtrolling - she let us- get onwith our tasks-This effected-the . ———— —

A table to explain Belbins roles within a Team:

http://fredmba.blogspot.com/2008/1 1/leadership-team-management-belbins-

Overall Belbin roles Description

Doing / acting Shaper

Well-organized and predictable. Takes basic
Implementer ideas and makes them work in practice. Can be
slow and inflexible

Lots of energy and action, challenging others to
move forwards. Can be insensitive.

Reliably sees things through to the end, ironing
Completer/Finisher out the wrinkles and ensuring everything works
well. Can worry too much and not trust others.

Plant ideas. Can be poor communicator and may ignore
the details.
Thinking / Sees the big picture. Thinks carefully and
Monitor/Evaluator accurately about things. May lack energy or ability

problem-solving

Solves difficult problems with original and creative

to inspire others.

Has expert knowledge/skills in key areas and will
Specialist solve many problems here. Can be disinterested
in all other areas.

People / Team worker and works to resolve social problems. Can have
feelings problems making difficult decisions.

Respected leader who helps everyone focus on

Coordinator their task. Can be seen as excessively controlling.

Cares for individuals and the team. Good listener

Explores new ideas and possibilities with energy
Resourcefinvestigator | and with others. Good net worker. Can be too
optimistic and lose energy after the initial flush.

team.html

| will be discussing each person individually as part of a team and what | feel
their role was in the team. Belbin thought that there needed to be a balance of
roles in a team for teamwork to be success.

Amber: | feel that Amber was the coordinator in the group because she was
set as the leader and she was the most confident of the group and was able to
talk to the group of us cieagly,aﬁd effectively. She made sure that everyone
was on task but one problem with what Belbin suggested is that she wasn't

group because she was able to take the lead when people weren't sure about
what to say and if there wir}yé‘}y problems.

Amy: | feel that Amy was the plant in the group as she always had difficult
tasks to do which involved a lot of paperwork, which she always did to the

A{) Li 28

230 ! AT



best of her ability. She didn’t talk in the group much though as she worked
better alone and there were bigger personalities in the group to compete with
but she never ignored a detail which is something that Belbin said a plant
would do. This helped the team because Amy did the jobs no one else wanted
to do. it also helped the team because-by her doing the paperwork we were
able to run the trip successfully. v

Gemma: | think that Gemma was the team worker in the group as she was

friends with everyone and always did the besimjof't'he team. She always

listened to what everyone had to say. She hoWwever didn’t have a problem

making decisions as we always discussed things as a group. Gemma

struggled greatly with trying to fill in the risk assessments and contingency

models therefore Mr Fowler recommended a website which was easy to use

to help her fill it in. This was www.safetyquru.co.uk. Every one in the team had Lt iy

-

a go on this website which helped her complete her task suc&ssfuliy. }m E2ii o

s

Holly: | think that Holly was the monitor in the group as she was always
making sure that the finance was up to order and working to the best of her
ability to get things done correctly. She did sometimes lack energy when she
was having a bad day, which sometimes affected the group, as she didn't
contribute the same. /

Rachel (me): | think | was the completer in the group. | think this because |

feel | always see things through to the end and make sure everything is done

right as | feel | am sometimes a perfectionist and | always make sure

everything is up to date. | also do worry about the problems that could have

occurred and what could happen as this is the nature of my personality. The ]
description that the complementor doesn't trust others is sométimes true of PN
me because if | feel that the rest of the team weren't interested in the task

then it wont be done correctly and therefore be a problem for someone else to

sort out. This could affect the team work by losing trust in each other becgusé

if they can't do a certain task they might not be made to do other tasks for fear

of them not being able to complete it. s

Stacey: | think Stacey was the investigator in the group as she did a fair bit of
research into the coaches, which was her role. She was also always-talking to
everyone in the group, which could have had negative effect as her disruption
could C;\y(aken people off the task and prevented them from completing it

y

effectiyely. She did often loose (fyéfgy when she was working and this lack of e
commitment caused her to leavé. This affected the team because she AR

sometimes distracted other team members causing teamwork to break down. /M,
1%

| will evaluate the individual roles in greater detail in a later section.

-4 have also done some research.into-another theory by Carron who believed
that a group will bond if they have, “a collective identity, a sense of a shared
purpose and a clear structure for communication”. (Advanced P.E for OCR-
By John Ireland) o //@';5 }62*:%@,;

B )% NSy
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With all of these the group has greater strength and group cooperation, which /4‘0% £
he called group cohgsﬁénf.’ifveryone in the team did have a shared purpose as "
we all wanted to run the trip to Alton Towers and we wanted to be successful.

We also had a clear structure for communication as we had meetings every

lesson with a set agenda so we knew what we were going to cover that lesson

and everyone knew what they had to contribute. o

Next in the evaluation we will be looking at Amber and Holly's leadership
skills. | will be doing this by using Adair's leadership model. He came up with
a theory that you need to balance task needs, the needs of the group and the
needs of each individual if team work is going to be effective. -

L~
Adair’s Leadership Model

www.adelard-steel.com

This is an example of his theory showing that if all
these aspects are used then this will show that there
is a good leader who will subsequently have a A 305
positive impact on team work. | / Z Sourtay

i will be looking at Amber and Holly as leaders. Holly

took over Ambers role on the 22™ September after

Amber had left the sixth form. Holly was accepted as

the leader by getting 3 votes where | got 2. | feel that i, /... ¢
this was because of the social groups and Stacey and Gemma were swayed  , -
by Molly as they were closer. But | felt | would have been the better leaderas | e
have always had 100% attendance and | make sure that everything is done so

everything is up to date for the team. o At 3

Task Needs: | will firstly look at the task needs to see if Amber and Holly did

what an effective leader should do. Amber always got the task done and

made sure everyone was on task. She was able to do this because she

understood the tasks that everyone had to do. Whereas Holly wasn't an

effective leader at this point because she sometimes didn't understand the

tasks that were needed to be done. Amber always stuck to the agendas and

the plans set for the day and she always made sure that they were carried out

for the benefit of the group. Whereas Holly went though the agendas but NP
didn’t really stick to it m%]c}:pt: because she was often side tracked and AAD } ;3 / 4? V3
frequently came to the lesson not having completed her own tasks so she &7 CoA/@4  Laue/
spent time on catching up rather than on leading the tasks which had to be & 1 relacibm ity
done that day. e ) o RV
Group Needs: Now | will be looking at the group needs to evaluate whether -
Ambermandrtlcllywwere*eﬁecﬂue_lea.ders“accor.dmgytowAdaiL‘usmdeJ_Ambﬁc_‘_lf/_m__m.,. S

always explained the task and made sure everyone understood where as

Holly didn’t really explain the task as sometimes she didn't understand it

herself and because of Holly's lack of understanding she wasn't able to

explain why the task was necessary even though all the group knew why we
had to do it anyway. Holly was good however at making sure she praised v

A’ff) (% o *



people for doing something right and getting their job done correctly. She aiso
maintained harmony in the group as she was friends with everyone so she
was always talking to people and making sure that everything was ok.-Also if
there was any tension in the group Holly made sure that it was sorted out by
making light out of the situation. But her problem was that if she was having a
bad day this caused her to show a lack of interest in other people which made
the group suffer. The group always had discussions at the start and at the end
of the lesson where we were all always involved in the decision making; even 4

) . oo {ani
before a leader was elected we all had our say in where to go due to doing a s:»/i'-’%}f e
i 0y T i

feasibility study. e byt

Individual Needs: | will now evaluate how the leaders worked with individuals
in making sure that they were happy and they all knew what to do. Both Holly
and Amber made sure that everyone had been given the appropriate role in
the group. They assigned the roles after a group discussion and a group
agreement and making sure that people where happy with the roles that they
had been given. Holly didn't réally set a good example at times as she missed
quite a few lessons which had a negative effect on the group especially when
she had all the paper work which caused us to miss a deadiine. She also
‘mucked about’ quite a lot as sometimes she was more interested in ,_~~
socialising than doing the task.

Another piece of research | had done is looking into styles of leadership by /,{77 Coohbad i
Fiedler. He identified two types of leadership in his contingency model. One '
was task oriented or autocratic leader and the other style was social or

person-oriented leader, also known as a democratic leader. An autocratic

leader is a person who makes all the decisions and is motivated to complete

the task. This leadership style does not take into account the opinions of the

group. The opposite is the demogratic leader who shares all the decisions with /b fo-rn
the group and shares responsibility. This type of leader believes in talking to

the group and is interested in developing personal relationships within the

teams. They believe in giving tasks to individuals in order for them to work

hard and develop unity and a common purpose. /

| feel that both Amber and Holly were democratic leaders and they liked to
hear the opinions of others and therefore this made the team work harder as
we were involved in the decision making process. Each individual had their
own job to do therefore this made people feel as they weren’t being led but
working together as a team. =y { o
AN S Sty

Team Evaluation

| feel, as a team we selected the correct event to meet our customers needs.
We all had an input in where we would like to go during one of our group
meetings on the feasibility study. As a team we chose to go to Alton Towers;

we chose this because of the prices of the tickets and our previous
experiences when individually we had visited the park before. | feef that we
made the correct choice as all of our customers enjoyed themselves and so

did our team. //
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| also feel that we have achieved all our aims and objectives because our trip

was a success. They were achieved as we all worked as hard as we could to

make it a success and we worked well as a team overall. | think that we did

meet the needs of our external and internal customers, as they were able to

learn about the customer service of the park to help them with their -

coursework. This was meeting their need of learning about customer service.

We aiso met the need of making them have an enjoyable time and made it

good value for money. | also think that we as a group were polite to our

customers so they had a good time in the park. To get the customers

interested in the trip it had to be marketed. | feel that it was done to the best of

our ability as no one in the group had marketing experience. | feel that it was

done effectively because in the end we got a lot of interest therefore we made

a profit overall. We originally worked it out so if we didn’t get enough interest

in our trip we had some backup money so we wouldn't have to cancel the trip.

| think that the staffing worked well in our group, as our trip was a success.

Each of us had an appropriate job to match our strengths. At moments people

in the group did struggle compileting their jobs but the whole team worked "
together to make sure that it was completed to meet the deadline, which was [reh g1
set. As we all helped each other out we met nearly all of our deadlines; there ) 4
are a couple of exceptions when we did miss the deadline which was due to &y
team members being away; | will evaluate this in a greater depth in the &
individual evaluation section later on. -~ A

Communication is an important factor of teamwork as this way people know -y
what to do to help the group and it also builds relationships between the team .
members. | think the communication in the group was good as we all had our

roles and having meetings every lesson helped us communicate in a

structured environment. | also think all of us worked with each other effectively
because we knew each other for a year before we started event management,

which meant we were already comfortable talkirig-to each other. Our team

was also polite to each other as well as being polite to the customers and

everyone was cheerful although some team member did have their

‘moments’. | will analyse this in the evaluation of individual's performance. Qur

group attendance varied week by week. Holly, Stacey and Amber had very

poor attendance, which did affect our group at certain stages, and it also did

cause us to miss a deadline which was getting the health and safety forms in é? ..
on time which was Holly’s job. i A3

I think our group’s values and attitudes have changed because now we realise
how much work is needed to make a trip a success. It is a very stressful time
trying to get the money in on time to make sure that we get the tickets in
advance. | also think our attitude has changed as a group because working
together has brought us closer together as you have to have a lot of
discussions and this gives each team member a better understanding of each

ee——_Other_[ think members of the team-have-also become-more-frusting- towards -4 APTaY/ TR
certain people, which will help them deal with different people later on in iife. ool i
Doing the trip also built up members confidence like when we spoke as a TR
group it helped us to talk more to bigger audiences.//

/WLO 3 Sechon
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Implementation
Performing Stage 4

The team is more strategically aware; the team knows clearly why it is doing
what it is doing. The team has a shared vision and is able to stand on its own
feet with no interference or participation from the leader. There is a focus on
over-achieving goals, and the team makes most of the decisions against
criteria agreed with the leader. The team has a high degree of autonomy.
Disagreements occur but now they are resolved within the team positively and
necessary changes to processes and structure are made by the team. The
team is able to work towards achieving the goal, and also to attend to
relationship, style and process issues along the way. Team members look
after each other. The team requires delegated tasks and projects from the
leader. The team does not need to be instructed or assisted. Team members
might ask for assistance from the leader with personal and interpersonal
development. Leader delegates and oversees.

(hitp/imvww. businessballs. comAuckmanformingstormingnormingperforming. htm

Our performing stage lasted for the whole day from meeting at the school at
7.30am till getting back to school at approx 7.45. During much of this time |
feel that the team were at their weakest point because everyone went off to do

their own thing with their individual social groups. L
1

| didn’t feel the start of the day got off to the best of starts as the team didn
greet the customers together as we all arrived at different stages. | had to step

in at the beginning of the trip to take the start of the
register because Holly wasn't tpe@. [ feel the coach
journey went very well as we decided as a group it
would be better to spread ourselves around the coach
to make sure we were able to control the students if
there was any misbehaviour and also all the students
would have a member of the group by them if they
needed to ask any questigns. On arrival at Alton
Towers me and Holly went off to collect the tickets: this
is evidenced in the photo on the right. Whilst we were E
doing this Amy and Gemma stayed with the students i J—_—
and brought them to the entrance when we had got the tickets. This is an o
example of how we did work well as a team and the prime reason for doing o S Ceida pe
this was to keep the external customers warm on the coach. We made them

follow us to the place where the workshops were being held to make sure they

knew where they had to go. This again is an example of us performing well as

a group. When it was time for the workshops we all met up so we could take

the register and made sure everyone who needed to go was there. There was

a problem however because when Holly did the register at school she had

g GUY

e, e

marked off a student who didn't even come. Therefore there was a bit of a L
panic to find out where he was. We didn’t however think fast enough to deal o
with this situation as we were not prepared for it therefore one of the staffon __—
the day had to phone the school. After that incident none of us stayed for the
educational workshop which now thinking about it was a bad move by the
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team as it would have helped us to see if our customers were actually

enjoying themselves whilst learning about customer service. If we were fo do /?Lo 1
it again we would have to go into the workshop and make notes on if they  Zeapmme. cha b,
locked interested and were participating enough to show they were paying

attention. For the rest of the day we had all split up and Holly was late back to

the coach which made us late back to school. A way we should have got A0

around this is we should all have phoned each other at least half an hour e oo,
before to make sure we all met up and went back to the coach together. When
we got back to school we all stayed together making sure that every student 4.~/ 1274,
got home safely. This showed our commitment and showed we cared about '~ ', .
our customers and them getting home safely. .

At the end of the day | thought on the whole we worked well together to
ensure that everyone had a good time, But thinking back now | think at certain
times on the trip we were a bit selfish as we wanted to have fun for ourselves
so we forgot about each other and the roles and responsibilities that we had to
undertake. The only thing we really did as a team was when Holly and | went
to collect the tickets and Gemma and Amy took charge bringing the students
to the entrance. e

if we were to do this trip again | would recommend that we should all have 40 4.

stayed together, if not that at least we stayed in contact with each other so we 12 Lo, Aol
knew where we were at all times. | also think that we should have all

participated in the workshop on the day so we could have seen if our

customers were enjoying themselves and if it was helpful to them. | also feel

that we should have been more prepared on the day for problems that couid

have occurred as when they did we weren't able to think on ourfeetfast  , |

enough to deal with the situation. A way we could have done this is go /!"{}‘f-f; ot 1
through our contingency plan together and see if there were any other things LI Z e
we could have gone through as a team and made sure we knew exactly what

to do in the event of something going wrong. L

Ao
R
By S

fppel @ 2 il

Evaluation of Individuals Performance
Planning

In this stage | will be evaluating each individuals roles during each stage of
the business plan.

Aims & Objectives

| feel that all our aims and objectives were realistic as we discussed them as a
group. | believe that Holly and Stacey kept to the aim of keeping within
budget, as they were always aware of the prices when they booked the tickets
and coaches. Also, we had gone through the budget many times as a group , -
to keep checking our maths was correct. We were very aware that it was a

fine balance between coming out at a loss if we didn’t get enough customers,
breaking even and making a profit if we filled the coach. L;/// O 1R ek
| feel that Gemma was aware of satisfying the customers at all times because

she had to think about them when she was writing the contingency plans so if

a problem did occur she was able to sort it out and use the solution. | also feel
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that because Amber was our leader during the planning stage she was

making sure that we were fulfilling the assessment g:ritl/eLia. She did this inour | -

meetings we had she asked how each of tis was getting on and also it helped

because | was doing the project timescales so we could see if everyefie was A

on target. | think that | also helped out with this objective because my rolewas ", .,
. p . . . fpata Githo,

being in charge of the project timescales. So | fee! at meetings | made people e

aware if we were sticking to our deadlines and making sure we were all

following the stages of the business plan. In my opinion | feel that Amy had

fulfilled the objective of working to the best of her ability. | think this because

she had a very difficult role of doing the legal aspects and [ think she really put

in a lot of effort in completing the tasks.

As a recommendation | think we should have referred back to our aims At Bes5omron oy,

making sure that we were completing them as we were going on. That way we

could have made sure that they have been completed. We should have

spoken about them at our meetings to make sure we were sticking to them

and to see if they had been completed.

Other aims and objectives we set about achieving were the budget and health

and safety, | will evaluate these in the separate business plan stages. .

My recommendation for improvement is that we talk about our aims and

objectives every lesson and then we could see if we were completing them j2saads iy

and what time we did and how we did it. i ot 2 od ooy By i

Customers needed being met

Meeting our customer’s needs was a majo;gart of our trip and | think that

during the planning stage we did this successfully. | think Holly did a good job

in meeting their needs when she booked the tickets for their workshops. This

way it helps them to complete their coursework by getting all the information..-

from the park about customer service. v

Gemma made sure that the customers were going to be safe around the park

because of the risk assessment and contingency plan. She planned for all the

events that could have happened so that way we had a plan of action to follow

in case of an emergency. v

Holly and Stacey made all the trip possible by booking the tickets and coach;

this way not only the external customers would be happy but also the internal

customers would be because we were all going to have fun and get

something out of the trip at the end. .~

| think me and Amy marketed the trip well as when we advertised it we made

sure that we mentioned that there was going to be workshops which will help

them with their coursework and also we mentioned it was good value for

money and that it is in off peak so they have fun. g

| believe that | contributed to meeting the internal customer’s needs by making A

sure that we stuck to our deadlines so we could make the trip a success. b beots oy

Gemma also gave us resource packs so in case of an emergency we know

what we need to do. This was a useful thing for the internal customers as we

needed this to Know our roles of the day and also have the emergency contact
numbers, which we need in case of an emergency. °
I will discuss my own needs as an internal customer when | evaluate my own

performance. -
/Zfb f;ia -

y
~
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Marketing - e A2, A8t b uhiey
Marketing was the job of Amy and'. We designed a few posters and then
linked -our ideas together and came up with one overall poster. We: stuck the
posters around the sixth form area in Kingsfield; 1 think they were guite
: ! effective as we got enough people to run the
trip. We also gave a talk to the Year 10 (see
picture on the left) and Year 12 ( see picture
below) classes, so we would make the trip
appeal to.them. We mentioned about it being N
off peak, which really appealed to our Aoty Tery
customers as we explained that because it is
off peak there would be less queuing. We also
. sent the letters home to inform their parents
on the trip and what it involves. We also
explained a\b)uﬂhe importance of the trip on

i
their child's knowledge so they wouid be
able to complete their coursework for
their GSCE’s. If we were going to do
this part of the trip again however | think
that it would have been better giving theg ..
job to people who felt more confident "
when it came to marketing. For q;caﬁp[e*
it could have been the job of Amber as
. she took business studies as an A Level
Lahd Marketing is one of the-modules on -
that course so 1 think she'would have
had more knowledge when completing
the tasks. ) /A\/)r{; TN By

A’) 2 wJe

/3 SOurrg
|

Physical Resources

| think that this was the easiest part of the business plan as we all supported
each other getting the tasks done and they were all more tangible. The first
physical resource that we needed was the posters to be printed to make
people aware that there was a frip going on. We all worked together to get
them up around the school in the appropriate areas. Another resource we
needed was the letters to hand out to the pupils it they wanted to go on the
trip. This was the job of Gemma and |. We took them up to the classroom of
the students when we gave the presentation on the trip. The most important
part of the physical resources was the tickets and the coach otherwise w
wouldn’t have been abie to go on the trip. Holly showed a lot of confid@ﬁs
when she rang up Alton Towers, as she was quite nggyﬂ"us when getting a /;JO Lp3

quote. This shows that she improved o qu ity, as after this she was able to Wl b
confidently ring up several times aftef fo find out about the tickets and change ‘-~ o
—overany detailsT Holly also wrote the register that we needed to take with us

to the park so we can mark off the students for the register. Holly also wrote
the list of contact numbers for the students in case we needed to get hold of
them or their parents. Stacey showed copfrfﬁlcce when doing her job of
booking a coach because she rang up various companies to get quotes for a
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coach. | think she was good at this role because she got to work closely with
Holly who she became good friends with over the past year. | think though if
this hadn't have beenthe case she might not-have wanted to do the role and
therefore someone else would have had todoit. .

Finance
Finance was the role of Hoily and if | am being honest she did struggle a lot. v
She wanted tp do the job to test her maths skills and to show she could be
responsible” She was responsible to an extent when she collected the money
. from various customers but there was an incident where she didn’t hand the
} maoney in, this happened when Gemma gave her the money to hand in from
"3 her friends from her school but Holly took it home with her instead. We all /bf‘,(,; 4
::45 thought she handed it in but when we got the statement from the bursar we
< realised she didn't hand it in after all and it was a real struggle to get in e
¢, contact with her but in the end she handed it in after talking to our teacher.
“ When it came to doing the maths we ended up doing the working out, as a |
- group to relieve some of the pressure off of her as she was wasn't coping V% honest
8 _under the stress. l-alsd had to help her fill in the spreadsheet of all the i b [
information. She needed this assistance otherwise she would have lost VA
concentration and it possiblﬁvouldn’h en have got done. B Jeadty A b o
If we were do to this again | think we would have to assign the role to S
someone who was more confident with maths and if not make sure Holly was /?(5(—5/ be o e,
comfortable with the amount of work she had and if she wanted any help offer
it at all times not just step in at the end when we thought it was necessary.

Staffing
Staffing came down to a group decision when we were assigning roles. We all

spoke about what jobs we want-@d/tﬁ do and whywé wanted to do them. |
think that allocation of the roles was good as the trip was a success but | think
people did struggle with some of the work that they had to do. This was mainly
Holly as she always needed assistance with the tasks she was set. The role of
staffing went to Amber, as she was the leader of the group so she knew what
teachers we had to ask to come and this gave her some control of the trip that
she was in charge of. | think people were successful at their jobs if they knew
what they had to do. It all depended if they felt at ease with the task they had
to do. | think that Amy and 1 were successful at marketing the trip as we got all
the customers we needed to make the trip a success. | also think that Amy
was successiul in doing her role in the legal aspects because if she didn’t get
ali this in on time and up to date the trip wouldn’t have been able to go ahead
because we wouldn’t have got the permission and insurance to take the pupils

out of school. SR

T g

Administration 402 Cionbribudsoq
Administration was the job of Gemma and myself. We were the ones who
were writing the letters to parents and students and also the agendas and
minutes from the meeting we had in class. | think writing the agenda was a
strength of mine as | always had them done on time and asked what was
going to be said at the next meeting. The minutes were Gemmas job and she
struggled to write them as they lacked enough detail and sometimes she

l,/‘/
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didn’t even write them. | think if we were to do this again then | would write the
minutes and Gemma could have written the agendas, or | could have done -
them both because | would be able to add more detail and my minutes would .-
have been a true refiection of what we discussed at each meeting. Gemma A
and | also wrote the letters to the parents and students to inform them on what <6 b+b Lt
the trip was, and to provide them with all the appropriate information. | think
we were successful at doing this because we didn’t get any questions from )
the customers about times or what to bring with them. 1 think that this shows | kg
that we provided all the correct information to our customers. e ff

> S0 #ir,' < «3
Project timescales
This was my role and | feel that the deadlines chosen were appropriate even if
we did miss some due to absence. We discussed all of them as a group
before we came to a final decision. i think this was a good way of doing it 4
because that way | could listen to what people had to say and see how they +
felt about working to a specific date and talk to them during the process to see
if they were on target. | will discuss this in detail when | evaluate my own
performance later on.

Legal aspects
Amy took up the main role of legal aspects and | feel personally she did a
good job. She worked outside of her comfort zone, as she has never done v
anything like this before. She acted very responsibly and maturely throughout
the planning stage and stayed calm when we were getting close to deadlines. ~
Her job was to fill in the school visit forms so that we could leave the site.
These forms needed a lot of detail on them so she had to be very
knowledgeable of the trip and provide all tfg@»a’p‘/propriate information. She was
very thorqg,g-}{gﬁd asked the fellow team members for the information she
needed and she made sure it was all up to date. She had lots of meetings with
Mr Fowler to do with these SV forms, she went there to ask his advice on
filling them in if she was stuck. | think this shows that she wasn't afraid to ask
for help and she wanted to get it done right first time. She also went twice with
Amber to see the Head teacher of Kingsfield school. I think this took a lot of
courage as he was the person who decided whether the trip could go ahead
or not. She obviously presented herself well and provided all the information
because the head did give permission for the trip fo run. .z~
I think that we all did our part as well when it came to this section as we stuck
to the Data Protection Act of 1998 by not sharing our customer’s details when
they handed them in to us. This showed how all of us were sensitive and
mature when dealing with other people’s information. X

v bl

P

Contingency plans

Gemma had the job of writing the risk assessment and the contingency plans

but even though she wrote a good one she did struggle at the start. This is o7
.Ww.,_?#wﬁanmaﬂjiappedin%andhaduagdiscussion@nwhabpﬁeblemsee%eeme%gj;;; o
up and the solutions that would follow. I think that if she was set to do this
again she would have had to have a bit more time because she did struggle to

keep to the deadline that was set and because she did miss some lessons. |

also think she started this task too late so as a recommendatien for Aoty

improvement | think Gemma should have started the job earlier especially as €eigms, oty mq
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she didn’t have a great deal to do in the planning stage. Now that Gemma has
left the sixth form to become an au pair in France, | think in hindsight she
“knew she was leaving us which is why | think she lacked commitment. This is /5{3 (p Vedue

where my values and attitudes have changed; | think honesty is so important - ¢1fé A
in teamwork and | feel Gemma should have been honest enough to tell us that
she was at least considering leaving the sixth form. Ak 4

o~

| will now be looking at the individual's roles according to Belbin’s model on
page 29.

| feel that Amber W&Zyﬁ)—ordinator of the group. | think she is this because
Amber was our choseri leader at the start of the planning stage. She helped
everyone with their task and was very encouraging like a good leader should »7.—
be. | think she was also a specialist. | think this because she had a lot of
knowledge about certain roles and she helped people solve their problems as

well as she couid. But if she didn't know how to do something in one of the

areas then she became very disinterested and just went on and did something
else forgetting about the problems that some people had in the tasks they

were doing. | -

| feel that Amy was the Plant of the group. | think she is this because she is a
very individual person so she didn't talk much to the group at the start. As time
went on however she did open up more. | think that Amy is also a Finisher as
she has seen the task through until the end. She also made sure that
everything to do with her job was completed and done correctly. | don't
however think she worried about anything in particutar as there was no need
for her to as she has a very laid back nature and just goes with the flow. .. =,
| feel that Gemma was the team worker of the group. | think she is this

because she was friendly to everyone else in the group and she was a good

listener. She did have a problem when it came to writing the contingency plan

and had to get assistance from the rest of the group. | also believe Gemma

was an Investjgator as she had a lot of ideas but lacked something to put

them into practice. | feel she also had a lot of energy and always had a smile Trug
on her face and this made others feel co\rgjortébie in her company-But if she

didn't understand something she did however loose this enefgy and this is

when people had to step in and help her with the job she was meant to dg;/ /41'} b

| feel that Holly was the monitor of the group. 1 think she is this because at

times when she was in a bad mood she lacked some energy and therefore

didn't complete the task to the high standard we would have been expecting. ~"
She did however think about a lot of things about the trip and sometimes she

did a bit too much thinking which made her begin to worry about certain .~
aspects. | think after Amber left and Holly became the new leader she became

a Co-ordinator. Everyone did respect her as we were all friends and we

worked together well as a team. However she didn't help people focus on their . . !
tasks because usually she was the one chatting to them distracting them. | W "
don’t think she was excessively controlling either as | don'’t think she wanted

to seem bossy. ',;f%\i} {d” 2 6*75“2]551 A+
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| feel that | was the completer of the group. | think | am this because | have
stuck through everythingill the end, which is more than some of my fellow
team members. | feel that | am a perfectiofiist and | have to get everything.
done right and on time so we didn’t miss any deadlines. | also feel that | was a
team worker within the group as | think ! listened well to people in the group
and | considered myself to be’a/frie;)ds/ with everyone in the group. However |
feel I don't fit into this classifiCation all the way because I think | am able to
make decisions erﬁyselé | also feel | am a bit of an implementer because |
am well organised and always came with the correct.equipment needed for
the lesson. [~ A %)
| feel that Stacey was the investigator of the group. | think she is this because

she did a lot of research when it came to locking at possibie coach companies

to use. She was a good communicator at times but she also had a temper on e
her so if something wasn't right or she was having a bad day she would stop &~
working which was not helpful for the rest of the team. | also feel that Stacey
was a Monitor as she did see the big picture throughout and she had easy

tasks to do which she understood and did when she was told to. She didn’t
really inspire anyone to do anything as she often lacked energy when she
wasn't doing anything. She did think carefully though about which coach
company to use and which would be the best and most reliable companyto  /

- Ay Sy T
use. WA TR0

Individuals skills and qualities

For each individual | am going be assessing 5 qualities out of a score of 5 to
see which ones were their best and which ones they improved on after the
planning stage. | have put my results into graphs.

Amber

During the planning process the quality that Amber had was she was very
encoura pg’éwards the rest of the group. She kept usiall'calm and made
sure that we all knew what we were doing. This is why we chose her to be our
leader. | can’t measure her progress as she left the class. 77—

A Graph to Bhow Amber's Qualities in the Flanning Stage

0 : S - SAR— .
Flexibility Calm Polite Cheerful Poslive Encouraging
Gualitles
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Amy

Dgtg?g,.the planning process the quality that Amy had was she was always

calar. She never got aggravated when she was doing tasks-and-she never -
worried about when she got close to the deadlines. She proved to us alf that
she is a great warker'who can withgan’('i the pressure. | gave Amy a 3 for
flexibility at the start as | felt at the time that she was only really interested in

the job she had to do. As we went throu
improved on this as she betame more

gh the business plan | think she
of a team playef and didn't keep

herself to herself any-ore. | think that she was always calm throughout the
process as this is how she is naturally, it's in her nature and this | feel this

helped the rest of the team to stay calm.
everyone but because she sometimes st

[ think that Amy was polite to
ayed by herself she didn't have much

interaction sotgy,s hard to evaluate her politeness. Amy became more
t

cheerful towa

achievemenlf?o/s

he-end of the business pian as ! think she felt a sense of
Ié\/became happier and this also links with her being more

positive as she felt good that things were all coming together. i feel that she

was always encouraging and this help

tried to support each other. -7~

Flexibility

A Graph to Show Amy's Qualities in the Planning Stage and After
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Gemma

During the planning process the quality that Gemma had was that she was
always chee{yﬂvhich rubbed off onto the.other group. members. She always
tried her best when it came to doing her jobs and she wasn't afraid to ask for
help. | gave Gemma a score of fiexibility of 1 at the start of the planning
process as she didn’t get all thet)mff? done she was set and | didn't  «=—
understand why because she had the least jobs to do out of all of us. | gave
her a 2 as she didn’t improve and she had very poor cdmmitment when it
came to giving work to the rest of the group such as the minutes. | gave her a
2 at the start of th siness plan of calmness as she did get worried if she
couldn’t do her task but this went up to a 3 because she realised she could
ask for help which helped her stay calm because she knew the rest of the
team were there to support her. She was always polite to everyone, the
customers and fellow team members which was good because this way there
were no problems between her and other members of the group. Cheerful is a
5 out of 5 as she always came into lesson with a smile on her face which
made everyone else seem happy as well. She stayed as ppsitive as she could
be also made everyone else happy to be around her, she alwayﬂgpked on
the bright side and this links to being encouraging as she was always nice and
polite to her fellow team members and everyone enjoyed her company. It is,
therefore, such a pity she left the sixth form to be an au pair, which goes to

>

reinforce her positive qualities. o /7(0 Lo N N Y

A Graph to Show Gemma's Qualities in the Planning Stage and After

LI Score Before
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Holly
During the planning process the quality that Holly had was she was great

when working with everyone in the group, as she was everyone’s friend. This~
was good within the team as there was no hostility towards each other and we
alt got on which made the whole experience a lot easier and enjoyable
because of this. | gave Holly a 2 for flexibility because | feel she didn't help as

3

much with everyone’s jobs as other people did as she was the one who 4+ Taxe.

needed help a lot of the time. At the end of the process | gave her a 3 as she
didn’t really improve much. 1 gave her a 2 for calm and it went up to a 3 at the

end but | gave her a low score because she always worried about her jobs 7=
and if they were going to be done on time, even with the ones that we did well

in advance she always worried about something. She was also quite polite but
when she was in a bad maod-tfiis effected the group as it was sometimes a -7
bad atmosphere and this also links with her being cheerful as this went down

after the planning stage as she lost a lot of interest in the course and therefore
wasn't as cheerful and positive as before so this did effect the group

sometimes, | gave her a 4 for encouraging because when she was-in a good,
mood she was very happy to talk to people and this made them feel more
comfortable in the group and therefore this gave them the encouragement to

get on with their work because they were in the right frame of mind. e /43) 7

ey

S
A Graph to Show Holiy's Qualities in the Planning Stage and After
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Stacey

During the planning process the quality that Stacey had was confidence. This

-showed-when-she was - communicating with-the various.companies. and when ...

she was talking to us in the group. Her qualities didn’t get better as she left the

class.

[t

A Graph to Show Stacey's Qualities in the Planning Stage

i LR o

Flaxibility Catm Pelite
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This table shows a tally of attendance:

Cheedful Postive Encouraging

Name Attendance
Amber 719 Lessons = 78%.
Left 22" September
Amy 18/20 Lessons = 96%.
Due to educational field trip
Gemma 14/15 Lessons = 93%.
Left 20" October
Holly 13/15 Lessons = 87%.
Left 27" November ]
Rachel (Me) 20/20 Lessons = 100%
Stacey 7110 Lessons = 70%.
Left 2! October N

Due to some of the team member's attendance we did miss some of the
deadlines. Because Amy and | have not left the course and we have been in a

jot more lessons than the girls this shows our commi

ent and iliustrates that

we want to achieve a good grade by theﬁg:vdﬁ the year. | was able to work
out everybody's attendancje;zdﬂ’e to our log books being up to date and neat

and in chronological order. | think we all did a good job in writing up details in

our log books. | think iL.was also good that when a team member was away
they caught up by looking at the log book entry from the lessons missed and

copied them up so they knew what was going on. - .

4
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During our group discussions we all worked well and showed real team work

when listening to each other. When the group was bigger the bigger

~-personalities spoke more so the less confident-and tended to-sit quietly-and-- oo
listen but contributed where necessary. 1 believe that as the group got smaller

me and Amy began to open up more within the group and were more

confident to speak and voice our opinions. This shows that me and Amy - .

developed our confidence as we no_e/'aren 't afraid to talk in large groups.

| think that during the planning stage’some people should have shown more

commitment to the trip we were planning; because they were absent it was

hard to get their opinions on what we had discussed during that lesson. ..~ /__;7/0 (.2

Implementation
Day of the trip

On the day we all knew what roles we had and what we had to do to make /-
sure there were no delays and everything would run smoothly. 1 took the ../,
register before Holly turned up because she was late; when she arrived | gave
her the half completed register and she completed the rest. We had discussed

in class where we were going to sit on the coach and agreed on two of us at

the back, two of us in the middie and the teachers at the front. This way we
could keep an eye on our passengers making sure they keep their seat belts

on. This also meant if a student had west:on or a problem one of us would

be near by.

\’}\_,,lf,;z/{.) 5\)

Holly and Amy counted the students onto the coach and Gemma went up and
down the coach after everyone was seated to make sure that they had their
seatbelts on. When we were near the park Gemma gave a ‘speech’ on the
coach. She said about times to meet and what was happening throughout the
day. | feel she was very confident and she spoke clearly and gave all the
appropriate information, which shows that she had good knowledge of the trip, //]‘O L} S
She gave this talk in order for the students to know what's happening during (/; gﬁac) Loni
the course of the day, which was one of our aims fg/?{pbjectives.
R

When we arrived me and Holly went to collect the tickets and Gemma and

Amy stayed with the students. We kept them on the coach so they would be

comfortable and safe in the warm. Amy and Gemma kept the group together

when bringing them to the entrance and then Holly and | handed out the A Copn bbb,
tickets making sure everyone had one. This showed we worked as a team in

getting everyone to the entrance so they could enjoy their day. It also showed

that we worked together efficiently as a team and it had been well planned

from the start. A

We had about an hour and a half to ourselves then we had to meet back at
customer services for the educational workshop. When | arrived Amy had
taken the register but there was a slight problem. When Holly had taken the

register in the morning she marked off a student that didn’t actually come on

the trip! This shows that she lacked concentration in the morning and this was

a real problem when it came to the workshops because we thought we lost

somebody. A recommendation for improvement is that one of us should have /43 [

taken the initiative to ring the school but we left it to one of the teachers who  #egpq oy ok

o
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took over at this point. Really we should have resolved the problem ourselves
This showed our immaturity and perhaps laziness which | am now /‘3 i3
embarrassed about and as a result | have certainly changed my attstude Next )
time we have to take control of the situation and show how mature we are by Verlug.
dealing with it as best as we can. After this me and the event management oLt fe ool
group went our separate ways and went around the park so we were spilt

from each other. This was a sign of bad teamwork as we should have stuck

together instead of going around in our social groups. | think this was bad 4/,
because if we knew where everyone in the team was none of us would have ¢, SN
been back late and we would have all looked like we were co-operating and R
getting along. We ended up like this because we were being selfish and just ?G’nj hene
wanted to have fun and at that time we didn't really think of the customers. :5" AD {3

When it came to the end of the day | was the first one back to the coach and | 5
started to take the register. More and more students came but there was no /}%,\(\,, bish e
sign of my fellow team members. Gemma came back second and there was

still no sign of Holly and Amy so she rang them both and found out Amy was

on her way but Holly didn’t even answer her phone. Amy was the third back

and she apologised for being late, an obvious improvement Amy could make 4 4 £

is keeping aware of the time. Holly was the latest back to the coach which /’”fpup i, i,
showed us poor time keeping skills and didn’t set a good example to the rest

of our customers. When Gemma rang her she didn’t even answer her phone

at one point which was a serious breach of security and responsibility. A

recommendation should have been that she made sure she had her phoneon ..;
her and also be more aware of the time because as a result of her being late 1=+ <47
back made everyone else late. | counted the people on the coach and made

sure they were wearing their seatbelts for their safety.  # 7 o bk cibyi,

We had a stop off on the way back for a toilet break because one of the year Q VAR
12s asked us to stop, but the break wasn’t in our plan but we needed to meet v DG Lo
our customers needs. Amy took charge of the situation counting the students
off the coach and back on again. This shows that she was being calm and
taking control of the situation and it showed that she was able to take control
of the situation and make sure every/we was safe getting off the coach and on
again.

A

We got back to school and we all waited for the students to get a lift home.
One pupil’'s parents weren't there to pick them up so we all waited around untit
he got picked up. This showed we care about the cqgterr@r’s safety and we all
stayed as a team even when we needed to go ourselves. Holly even asked if
she could go home and she didn't really care about the student, this shows
that her quality of being caring and polite did )m’show as she was just
thinking about herself the whole time.

Aol Valpos
- I sy (u{?@*

e My attitude towards-Holly-has-changed-after-this-trip-because-her-coming-bac
late to the coach showed to me really that she didn’t care much about the role
she had to play and | feel she didn’t take it very seriously. | feel she was also
selfish when we got back to school and she asked if she could go even
though we had to wait for one the students to get picked up. The rest of the

b .
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team waited but she thought that her getting home was more important thalj/é/
one of our customers safety.

Evaluation of my own performance

In this section | am going to be evaluating my personal performance during
both the planning and implementation stage, looking at my strengths and
weaknesses to see if | could improve if | was to do this task again.

I have classified myself according to Belbin's model of people’s role within the
group. The table is on page 29 of my coursework. | feel that | was the

completer of the group. 1 think | am this because I have stuck through

everything until the end, whicmt»s,more than some of my fellow team members

did. 1 feel that | am a perfectionist and | have to get everything done right and

on time so we didn't miss any deadlines. It is important not to miss deadlines
because if we did then the trip wouldn’t have gone ahead and we wouldn't

have been able to fulfil our assessment criteria. | also fee}/tha{'l was a team Nee 4
worker within the group as I think | listened well to people in the group and | és
considered myself to be friends with everyone in the group. However | feel |

don’t fit into this classification all the way because | think | am able to make
decisions by myself. | also feei | am a bit of an implementer because | am

well organised and always came with the correct equipment needed for the

lesson. 1 will give examples of the above categories as | evaluate my own -
performance. LYY

Planning Process

I will evaluate my performance (where relevant) at each stage of the business
plan. E will be looking at what | did well and what | could improve on.

During the aims and objectives stage of the business plan | think that | didn’t
contribute as much as | would have liked. The aims were discussed as a

group and because there was a few more people in the group | believe |
stepped bagka bit and let everyone.else talk and | just agreed with what they
came up-with. However | did aggeé with all the aims and objectives that we
came up with. The ones | had verbal input with were more for the internal "49[{
customers like making sure we complete the assessment criteria. In order to  “#s v, oz,
improve, a recommendation for myself would be that | should have been more
vocal back then-so | would have got my opinions heard}because | had the
confidence\,t@/c?c; so. | think | was too happy !ettiig/o.th“érs do the talking

When it came to talking about the internal and external customers | thought it

was easier to think of the needs of the external customers rather than our

personal needs. This was done as a group discussion as well but | feel that i

was a bit more confident with this topic so therefore was able to talk more

about what needs I think we shouid meet and how we should do it. | think |

shouid ' i tthe internal customerseven—
though | did come up with a few because it was just as important for us as it is

for them. A recommendation could be that we have to set ourselves a target )/43@"

of aims to meet so we would say come up with 5 needs to meet for external  #2zs2, Arbin,
customers and 5 for internal customers. This way we would have made sure

that everyone go an even amount and everyone wia}f}a/ppy.

L#
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Marketing was the joint role of Amy and myself. | am glad that it was a joint
.. Jole because that way we could share ideas.and make one effective poster. | .. .
think that making the poster was a weakness of mine however because it was
harder than | first thought. We had to include lots of detail and make sure it
was eye catching to our potential customers. Looking back on the posters now
{ would have changed what they look like as | feel now it isn't as eye catching
as we first believed. | think if | was to do this again | would carry out more 4/,
Ao iy market r @aféh and ask a certain group of people such as students in sixth /.oy, s
“e~>tarm, what they like about the poster and what they don’t; that way 1 could
have taken the criticism and then improved to make a better poster. However
the marketing must have been effective to an extent because we got enough
customers to make the trip a success. s

Another part of the marketing was talking to the classes about the trip. Neither

me or Amy spoke to the Year 10 class because that was one of Holly's roles

as she felt more confident talking to the group as there were people she knew

in it. She also took charge of this situation because by this time she was the
leader. | think | should have shown more confidence by doing the talk and not
worrying about what would happen, then | would have been able to talk to the
class and not been nervous. This would have improved my verbal

communication skills which will always be ag,ﬁset for a future job. Maybe | /hg .
should have asked if | could have done some talking to the students and if so | oo, 2,
could have been able to practice in class until | felt more confident speaking to e
a large audience. -~

Administration systems was my favourite job as | thought this was an easy

task and | was really enthusiastic when writing up the agendas and letters to
parents. | felt whilst doing this job | was well organised as | always had the
agendas for each meeting and printed them off ready to start the lesson. This vz~
shows that | was doing my role correctly and to the best of my ability and | am
proud of myself for always getting it done on time. When Gemma left | took

over doing the job of the minutes, from my witness statements | can see that

my minutes were to a high standard and they had every relevant point in .

there. e

Project timescales was another one of my jobs within the team. | think | did

this role well as | listened to what my fellow team members had to say about
when they felt comfortable completing their task by and if they were on target.

| had to make sure we were sticking to deadlines and making sure that they

were on target to being completed. As you can see from log book every
meeting-we went over the deadlines to see where every person was and then &~
marked off the dates of the tasiks which were compieted and if not set final
deadlines which had to b ck to. But unfortunately some of the deadlines |

set weren't kept to and they were sometimes a week late. Even though it

seemed like the health and safety forms were 3idays late this was actually Y
over the weekend and really this meant that it was only 1 lesson late and this =74+
was because-Holly had missed thed/esstﬁ The contingency plan was also 1 7
lesson late this was because Gemma was struggling a little bit with this so

Amy stepped in ancLD/el-p’éd her. Finally the third deadline we missed was the

48



additional marketing which was a week late ( 2 lessons). | think that this was

handing out the letter {o the students about the day of the trip and ali the final
details they needed tobe-aware of These letters were written-well in-advance- 4 o ) '

but because of the lack of organisation we didn't get into the Year 10 lesson v LT

until the 2" October. But this wasn’t too detrimental to progress. From one of

my witness statements you are able to see that | was unanimously nominated

to take on this role as they felt | was well organised and have excellent/tirpe ﬁj‘:) .

management skills. S

I think my values and attitudes have changed after doing the Business Plan
because | am now able to see that some of the jobs people had didn’t suit
their best skills because we missed some deadlines and we were aware when
fellow team members asked for help with their jobs. For example, Holly not
being able to do the finance as h ;g}b/a'nd Gemma not being abie to cope
very well with doing the contingengy plans. It also showed me that some of
the members of the team were very laid back in their approach and didn't
really care about if they were sticking to the deadlines or not. It has changed
my attitudes because my fellow team members chose to do these jobs
because they wanted to improve their skills but really they weren't committed
enough therefore couldn’t be bothered so they didn't improve on anything. | ,/; /

now feel that when | come across people like this in life | should be more TR

aware and make sure that they don’t get given a major task to do because ~ tlieel 4
they will probably let you down you have to get to know someone a lot before /.7 /-
you can trust them with tasks that are so importanttoyou. T

A Graph to Show Rachel's {me) Qualities in the Planning Stage and After

HEE T
B Score After

Score

Flexihifity Calen Polite Cheerful Postive Encouraging

Qualities. S

During the planning process | had a lot of positive qualities but | wasn't able to
use some of them with"Some of my roles. [ think that one of the gualities | had
was | was polite 16 everyone. | think that me being pofite helped the group

because | was able to communicatg ’gffect“ively with everyone and was a good
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e
Iisten@vf”An example of when | showed these qualities was when we had the
meetings during the planning stage | was able to listen to what everyone had
--to-say-and--didn't-interrupt when any one sp{pke.,‘Th.is...shaws,hrespe_ct,mwards__ o
my team members. | gave myself a 4 for, je&ibiliw because | feel | helped my
fellow team members with their jobs as much as | could as well as completing
my own tasks. | think at the start of the planning stage | worried about whether
| was going to get my tasks done and whether the trip would actually be a
success<| think over time however | became more rel;&éd as | felt confident
aboutcompleting the tasks successfully. | think that my politeness increased
during the planning stage because | was polite to my fellow team members
(the internal customers) and to our external customers. | think | came across
as polite bec? &1 felt more confident in myself and with what | was doing. |
gave myself 4 for cheerfulpessias | feel | am a happy person; its just a natural
quality which | possess. ["also think | was quite encouraging as when | was
helping people with their tasks | was kind towards them and made sure that A N/
they knew they were doing a good job. - e

9
R

| think that the quality | didr’t possess at the time was confidence, which did

hinder me when it came to group speaking. | feel that over time though |

became more confident as | got to know everyone a lot more so it didn’t have

such a negative impact about what they thought about me. .~

I think another quality | had improved on is being enthusiastic. | aiways came

in with a smile on my face and | tried my best at all times to do the job | was

given. | still however want to improve on some qualities such as staying

positive and not worrying as this could make other people worry about things,
which could affect the group. o ,/\ I
The skill, which | feel | had at the start of the planning process, was working

with others because this was a skill | had to develop when | worked in the

‘Build a Bear' workshop during the Christmas period. My job was to heip

customers make their own bears and | had to interact with them at every I ,,
stage of their bear making experience. | was able fo listen to others and take “7(hd Lnik
instructions from my manager. | feel this helped me work well within a team

which is good because that way if | was a good team player we got our work

done much quicker which was important at this busy time of year.

| think as time went on my spoken communication improved within the group

as | was able to talk more and | felt more at ease around my fellow

teammates; this was because | felt more confident with the group. | think that

there is proof of this in my witness statement from Ms Suart as she said |
worked well with others and | was always there to offer help and was very 7.~ w} -
responsible. o -

My values and attitudes have changed about myself because | can see that |
am able to learn new skills and improve on the ones | already have. In the

past | think | both undere:ftj‘?ieﬁ and under valued-fly own abilities. Now |

-~-———kpow I-ancapabte of achi ing-a-fotmore-than Hthought possible before the BT

event. } also feel that | should be more confident in my self so | can open up
more in the group. | would still like to improve on my problem solving as | think
it is an important skill to have in life as that way you are able to think on your Jondugs -+
feet and react quickly to certain situations. This is another change in my 1o

e Calp s
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attitude; from now on | will be prepared to voice my opinions from the / /
beginning even if | feel | will make a fool of myself. | now feel that my opinions 7907
- -are-worth-expressing-and--will in-the future-voice them-early-on:~— -~z -

During the whole of the event management my attendance has been 100%. 7% 7Thts. "
This is because | want to get the work done and | really enjoy the subject as a

whole. | would like to think that my log book is neat and has all the relevant

information in it that | need. If any one was to refer back to it then it is easy to  «

read and the date is clearly marked at the top of the page. | feel as time went

on | became more and more confident sharing what | have done and

discussing my progress. | still want to improve my decision-making because Apir Ve bing, +
sometimes | can be indecisive. | think | am like this because | worry about erdd Ry
what people might think of my decisions and maybe they might disagree with

what | say and if they did | wouldn’t be able to argue my point so | would just 43 L
agree with them,

Overall | feel that | completed all the fasks | was set to a high standard and

they were done before the deadlin€. | was polite at all times throughout the

planning stage to internal and external customers. | also feel that during this

stage | was very supportive towards my fellow ’ggam members because when

they were struggling at their tasks | assisted them, for example, | assisted /ﬁo}, o bn ol
Holly when she was completing the spreadsheet as she was unsure of how to

lay the information out and | was there to dictate the information to her so she

could write it out faster. | aiso feel | helped Holly understand what her task

was as best as | could, and if | couldn’t help then we would all discuss it as a

class so everyone knew how to do the job. Sometimes however | feel that |

didn’t react quick yff” people’s problems, as | was too interested in what | had

to do so didn’t worry 7 the same about other people jobs. An example of when |

did this was wheén Gemma had difficulty with her role of filling in her

contingency plans, she was struggling and we weren’t aware of this until it

was pointed out to us by our teacher. My attitude has changed towards this 435!»‘ Velis +
because | should have been more supportive if there was a problem because £ h, 51
if any one was having a problem the team will end up having a problem later

on if the task isn't done correq),y/f knew in myself though when | had to ask

for help and | wasn’t afraid because | wanted to get the job done right first

time and it also stopped me worrying if | asked a question. | recognise now

how working as part of a team gets tasks done a lot faster as everyone is * %"

there to support each other and make sure that if there are any problems they

are dealt with. There is proof of this in my witness statement from Ms Suart as L

she said | was able to support my fellow team members in their roles, as she

believed | became the unelected 'leader’ of the group who helped everyone /4)4 3
get on with their task.

Implementation

I'this section T'will be looking at my persoral performance during thedayof ———
the trip. | will be looking at the good points and the bad points to see where |

can improve if | was to do it again. .

On the day of the trip | feel that | had my good points and my bad points.

When it came to the departure in the morning | was the first one of the team to

%X\Q ‘I”f' ' \? A ) { }/j ety i \\3/; ’)\ 51
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arrive so | took it into my own hands {o take the register before Holly arrived.
When she arrived | handed it over to her so she could complete the rest of her

job. I took the initiative to do.it before she came to save her time, now | feel . f»’jf@f} .
however | should have kept on doing the register because that way | doubt we Fegen o ogtali,
would have marked off somebody who didn't come on the trip. This '
demonstrates that Holly did a bad job because she wasn't concentrating and o

she should have done the register again to double check before we left. This 2" / v,
would have stopped any confusion or worry water on in the park. 7ot 3

When we got to the park me and Holly went to the ticket office to collect the

tickets. | handed out the tickets and maps when we arrived at the park and o 2. (o1 ubiny
made sure everyone got through. We showed good customer service as we

smiled and said when we were in the park to have a good day. We all also

made sure that eve}ome understood what time that they had to be at the

workshops. E

When it came to the educational workshops 1 arrived slightly late, this was
because | was on the other side of the park and | underestimated how long it
would take me to walk back to the workshops. | should have stayed close to AD lp
the workshops in the park, that way it wouldn't have taken me as long to walk
back. Taking the register was Amy’s job and mine and | should have been
there to meet all the students but they have already arrived. In future | would
have to keep an eye on the time to make sure | arrive on time. | feel bad %{)& Sk
looking back on my behaviour when it came to going to the workshops s
because we were able to go into them and we declined this opportunity. | think
it would have given us a better insight to how our customers felt when they

were in there and if they had enjoyed themselves. Next time | would attend ‘/O"
the workshop myself and definitely recommend this to next years Year 13,1 © 7"
think my values and attitudes have changed now because | shouldn't have Va#e- ™ 'ﬂ”f fg
been thinking of myself having fun. It was a trip for the Year 10 and 12~ A TR
students and | should have remembered that.

P iy u’{’ﬂrf’lf y
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When it came to the departure of the park | was the first person back to the f{s& !
coach so | ended up taking the register. | did this to help out my other team & 4 Lbor,
members to save time so it would be a quicker departure. | feel | did a good "=

job when | was completing the register as everyone got marked off and | was
able to do it efficiently and didn’t get distracted. Unfortunately there were
people late back to the coach so it wasn't as quick as | hoped. | also counted
everyone on the coach and made sure that they all had their seatbelts on.
This is fulfilling the aim and objective of meeting our external customers @ds
by ensuring they were safe on the coach. 2 //b % cg

When we arrived back to school we al} waited for every person {o be picked
up. | feel that we all showed group co-operation as we all stayed together.
However one person didn't get picked up until later so we waited for them to ',fj,)!;f Cdertus

Greovd Lumks

get picked up, even though Holly wanted to go home. My attitude towards this
has changed because now | am more aware of the importance of safety ...
issues of waiting for everyone to go home. This is because they are in our
care until their parents come to pick them up so if anything happened whilst

e td
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they went home without supervision | think that it would have been our fault
because we didn’t think about the dangers out there for a young teenager.

I think that my communication was good at the start of the day but when we

got to the park all communication between the whole of the event

management team yas/lost as we all went our own ways with our friends!

This was a bad idea and | now realise we should have stayed together so we

all arrived at the workshops and the coach at the same time. | would #b (L #zero. chabi,
recommend that we should have stayed together or at least rang up each

other to see how things were going with each other. Therefore we would have

all been aware of the situation each other were in and made sure that

everyone was on time to everything. T

| think that | stayed polite throughout the trip and this showed to our

customers that we were under control and we were also having a good time. |

think | also worked well with others on the trip, which made the trip a success.

You can see proof of this in my witness statement from Mrs Rees as she .~ 4 el s
wrote | was a ‘mature, self contained and polite young woman who always e 5.2
smiled’. Another piece of evidence would be from Dan Hunt who went on the f)f A i
trip and he said yes to going on another trip with all of us organising. { 4@ .. 3

| think when it came to talking to the large groups | should have been thrown
in at the deep end, this way | would have had to cope under real pressure and
| could have overcome this weakness.

My values and attitudes have changed since the planning of the trip because |
now see how tough it is to organise a trip and to make sure that all the
students have a good t;me/ We have to be aware of them at all times and |
wish | had asked on the coach a few P people whether they enjoyed themselves
to show that we value their opmio/ My attitude towards my fellow teammates
have changed because | now see that the jobs they had during the day were
too much responsibility for them to handle and they couldn’t cope under the
pressure. | also think that they didn't take some things seriously and in my
eyes | think they shouldn’t have been able to have the jobs they did because if
they didn’t get the help then it wouldn’t have been completed and the trip
probably wouldn't have been able to go ahead.
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Overall Evaluation

Now | will be evaluating the S.W.O.T analysis in greater detail to see whether

we overcame any weaknesses and threats to ensure our event was

successful.

am

L/

Strengths

» BEveryone in the team is familiar
with each other and work well with
each other.

e There i1s a wide range of skills
within the group.

+ We have timetabled lessons every
week so everyone can get
together

« There is something for everyone
and the park has over 8 thrill rides
which means its ideal for students.

» The cost of the trip is good value.,

» We can compare things to the
successful trip last year.

« Fulfils the assessment criteria

« We are going in off peak season so
there will be less queues and this
gives everyone a chance to go on
the rides.

s The price of entrance is low so this
could appeal to more people.

¢ The trip has a unique selling point
because it will be the only type of
trip on offer to the classes as we
are going to a workshop in a
theme park.

» As all teachers don't need any
cover this will keep the schools
teaching costs down.

* |t is easily accessible

¢ The trip is educational and fun.

+ The same trip has been successful
with Year 13's in the past.

Weaknesses

Everyone goes to different schools
in the partnership so if they aren't
able to get to class this would
cause meeting issues.

Not much relevant finance skills
Little marketing experience
People who decided they want to
go in the first place drop out

If the team isn't motivated enough
then there would be a loss of
morale so this means team work
may not be effective.

A member of the group may miss
too many lessons causing us to
fall behind in deadlines and
preparations.

Partnership students have limited
knowledge of Kingsfield school
which is where we are taught.
Students may have visited before
and may not be interested in being
a repeat visitor.

Group does not gel and difference
in opinions could cause conflict.

Opportunities

¢« Tomake good use of customer
service skills gained last year

To gain a good grade in our
coursework

Build knowledge of organising

Threats

“Little interest in“the trip
Trip may not be allowed to
happen.

Weather could cause some rides
to be shut.

A3 vse
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events ¢ Could be half term somewhere in

e Being in control of a group of the country so there will be a lot
children-- e ——-——more-people-in-the park.

. Improve coursework wrltlng SkI”S e Our target group may find the

e Improve communication with the educational part of trip boring.
younger years, « The fuel prices are high at the

» Educational workshops will help moment which means the coach
Year 10 and 12 students with their prices could increase.
coursework. « Traffic problems could cause

+ Promote sixth form to younger delays.
students. » Students maybe late arriving

s Help develop team work and » Coach maybe late or not turn up.
individual skills and qualities.

As a group we wrote the SW.O.T analysis looking at our strengths.
After the trip | can say that all our strengths were realised. The strength of
everyone in the team being fam ligrwith each other and working well with
each other was true because as we all knew each other. We knew each
others strengths and weaknesses so it helped us in choosing appropriate
roles for everyone.mmaking the trip ia-Success. This also links into the other
strength of having a wide range of skills in the group because this gave
everyone appropriate jobs, so that every aspect of the business plan could be
successfully implemenied. Another strength we had was that we have
timetabled lessons every week so everyone can get together, to discuss what
is happening and how far we are getting. This how ever does link into a
weakness but | will discuss that in the next paragraph. In my opinion | felt that
the trip was good value for md/ ney as the entrance price into the park was low
and also because it was off peak it appealed to our customers because there
was less queuing when waiting.for the rides. The strength of having
something for everyone is alsp_/‘t/r%; because everyone had something there
that they liked and suited their negdS. The park was also easily acgaam)ble by
the coach as it's a journey that is taken by companies every day so we knew
that the route was goingto be good enough to get to the park. The ftrip also e
had a unique sel%’ug/pffint because they could have fun around the park but A b J€rmyg
also learn something-at the same time in the workshops. This links to the trip
of being fun anﬂ‘{c%catlonal«a’s they learn for their courses whilst they are
there. Another strength we had was all the teachers didn’t have to get cover
for their lessons which keptthe school costs down because they didn’t have to
get a supply teacher. Overall because we made the best of all our strengths
we were able to fulfil our assessment criteria to the best of our ability. Another

— e strength was -we were-able-to-compare-thingsto-the-sucecessful-trip—run-by ——m
Year 13's last year. This gave us confidence because if we knew that they

could do it then we knew that we could too. L,ﬁfﬂ xfwﬁg {4 -2 ﬁ?\}'{-f:f/;f_x{if:?aii’f::s"t«g

5{; §
In the weaknesses section we did overcome some of our weaknesses but Y
some of them did we didn’t. The ones in which we didn't successfully
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overcome is if the team isn’t motivated enough then there would be a loss of
morale so this means team work may not be effective. | didn’t think we

overcame this because some people )aﬂléd,c,ommitment..Ambe{ and Stacey....__. .
leaving didn’t really help moraleBecause we ended up worrying about who

would take over their jobs and I'm sure it made other team members think

about leaving themselves, which did end up happening but luckily it was after .~
the trip. Another weakness, which we didn't overcome, was a member of the

group may miss too many lessons causing us to fall behind in deadlines and
preparations. This did happen once because Holly was.away. This caused us

to miss the deadline of Heailth and Safetyforms. All the other weaknesses |

feel were overcome as everyone enjoyed th Ilves and the group worked

well together successfuliywhich made the trip a success. Another

weaknesses we did ovEfcome were that because everyone went to different +7-
schools which could cause meeting issues but it didn't at all as we always had
timetabled lessons so we all knew when to be there for lessons. It also didn't

seen to be a problem that the partnership students didn't know Kingsfield

because we had Amy to help us get to know our way around so we felt more
confident and knowledgeable about our surroundings. Another problem which

we thought could happen was we wouldn't get enough interest in the trip e
because people might have been there before but this didn’'t seem too much

of a problem because it was an excuse for our customers to get out of school!

We also didn’t have to worry about people who said they were going to come
and didn’t as this problem didn’t occur so we didn't need to refund anyone. |

think that even though we didn't have much marketing experience and not

many finance skills this didn’t hinder us too much as we all worked together as

a team to get it done and this made the trip a success. o //\} s

I think we completed all the opportunities apart from one, which was to

promote the sixtr\?oh‘n/to younger students. We didn't really do this because

the majority of the students who came were in sixth form any way. | feel that

most of us except Holly didn’t really communicate with the Year 10s, the

reason Holly communicated with them more is because she knew them

outside of school and she went around the park with them. 1 think the group

did complete all the rest by improving their skills and they were able to gain

knowledge of all the other aspects of organising a trip. By running this trip we

were also able to gain a good gradetindur coursework and for us to get a

good grade we are able to improve O;L,eu’r” coursework writing skills. We were

also able to work on other individual skills and qualities throughout the running

of the trip, which | have already evaluated. When we were at the park we were/{j[!_

able to use the customer service skills we had gained last year whilst we were Conn Crbion &
doing the customer sepvice unit. Ve were also able to have control of a group DO 1107 -
of children, which citild help us if we were to do it again and the Year 10sand =~ “'+
12s had a great oppoytunity at the park because they were able to get help

with their coursewerk.

~We overcame nearly all of the thréats. There were no real problems that
occurred. We had a lot of interest in the trip, the weather was perfect so no
rides were shut, the coach and pupils arrived on time to school, but some
were iatg/bafk at the end of the day and the park wasn't busy at all so
everyone got a lot out of theicrioney by going on the trip. We also feit that the

s -y 5 < . 56
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coach was a good price as well considering the price of petrol at the time so
this didn't bring up the costs of the ticket, which was good for our customers. S

There was no-traffic delays so-we were-on time-departing-and-arriving-at our———
destination. Obviously the trip was able to ryn-@nd because it wasn't haif term

anywhere in the country the park was perfect; there were very little queues,

which suited our customers, and our customers didn't find the educational part

of the trip boring. i

Conclusion

Now | will be analysing Tuckman’s 5 stage. This was added after the other
four and | will be looking at it in the conclusion as it is the stage where the task
has been completed and everyone has moved onto new things.

Adjourning - stage 5

Tuckman's fifth stage, Adjourning, is the break-up of the group, hopefully

when the task is completed successfully, its purpose fulfilled; everyone can

move on to new things, feeling good about what's been achieved. From an
organizational perspective, recognition of and sensitivity to people's

vulnerabilities in Tuckman's fifth stage is helpful, particularly if members of the
group have been closely bonded and feel a sense of insecurity or threat from

this change. Feelings of insecurity would be natural for people with high
'steadiness’ attributes (as regards the 'four temperaments’ or DISC model)

and with strong routine and empathy style (as regards the Benziger thinking > S
styles model, right and left basal brain dominance). GiE o
(hitp./www.businessballs. comAuckmanformingstormingnormingperforming.htm -~ ]

This stage does link in with our group as after the trip the group did break up EV adues, o,
and now there is only two of us. | think everyone after the event did feel good fset
about how it went and was happy with what we had achieved. o

| think as a group we ali felt reliev%en it was over, as we didn't have to

worry about things that were going to happen. | also think we felt a sense of
accomplishment because we had run tlge/tﬁb ourselves with minimal

assistance and it showed to us that we are all organised and all good team / P
workers and this reflected in the success of the trip. .= I

I think personally | found the Marketing part of the trip the most difficult thing |
had to do. | feel this is because | have never done it before so | didn't really
know what our customers would like and how | could make the trip appeal to
them. Personally | enjoyed working as a team and seeing the trip come ;*;:bf; %} ffm
together the most. This was because | was able to recognise my own .
achievement in contributing to the team and making the trip a success just
made all the hard work worthwhile.

-\'- i

| think from running the trip this time round | am able to come up with some

things | would make sure wouldn't happen if we had to run the trip again. |

would make sure that people whetiad particular roles felt comfortable in doing

them and making sure that they always did it on time and understood the
T
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tasks they had to do. Another thing | would change is putting trust in people
who lacked commitment. Some of the team members didn't get their jobs

~ hard enough and they just gave up and the proof is there because after the

trip the people who lacked commitment left the sixth form. | have also learnt a
lot of new skills though, which would help me if we were to do it again. 1 think
it has improved my confidence in talking to people | didn’t know before and
also talking to a group of people. o

[ think the advice | would give the Year 13s of next year is that try and choose

roles you are comfortable with and you know that the rest of the team can rely

on you to do a good job. | would also recommend that they give the job of &) 7

finance to someone who that is really trustworthy because after having the r2cp i, Jo g
trouble with Holly who didn't hand in some of the money this could be the vital R
funds for you to make the trip brea ven-and not be a loss. If not maybe just

hand the money to the teacher who cdn then hand it in to the bursar so there

is no blaming for where the money goes and you are able to relax knowing

that it is in safe hands. N

Another recommendation | would give is double check the register when you

get on the coach, that way you are able to double check everyone is there

and this eliminates any mistakes before you get to the park. That way you are /
able to enjoy your day not worrying about someone who didn’t even come on 2 .

the trip. L

Overall | feel that the trip was a success and our customers were pleased with
the service we provided. | am glad that | had improved on some of my skills
and this will help me in simiar situations later on. Wt

;40&, , 3 Byt i
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Primary Rescarch Questionnaire for our feasibility study

Our A2 Travel and Tourism group are going to be running a day’s trip in the middle
of October 2008 and we need to know what sort of activity you would be interested

111.

These are the results from the 24 students in the Year 10 Business Studies GCSE

class:

1. The following are activitics we have researched; which would you prefer to go to?

Lden Project

London Zoo

Alton Vl“oﬁwcn, Staftord

Pleasure Beach, Blackpool

Thorpe Park, London

Longleat, Wiltshire

| Bristol Zoo

Drayton Manor, Staffordshire

Oakwood, Wales

. Madam Tussauds, ngg{gp

£40-£45

£45-£50




hursday 16th October
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Open to Year 10 Business &
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Contingency Plans

~ Problem

Proposed Solution

The coach does not
turn up or is late

Stacey:to phone the coach company.
HOW

A student does not
turn up for the trip

Gemma to use the Emergency contact form and phone
the student.

The coach breaks
down

Keep the students entertained yet safe. Discuss with
coach driver the likely length of delay.

A student is ill or
injured

Stay as calm as possible. The medical information of
the student needs to be checked. Take to the medical
centre. Phone Ms Suart to ensure right action is being
taken.

' The weather is very
cold or wet

Encourage students to have a hot drink if they are cold.

Students argue with
each other or
students from
another school

Try to resolve the problem thfough talking. If the
problem persists call Ms Suart.

Money is lost or
stolen

Ask the student to retrace their steps. If it's not found to
go to Customer Service/Lost property to see if it's been
handed in. If necessary loan the student some money

A student does not
turn up for the
educational
workshop

Gemma to wait outside for 10 minutes. If they don't
turn up, calt Ms Suart and we will do a ‘sweep’ of AT If
necessary, call Customer Service in the park.

A student is left at
schoo! on return and
has no way of
getting home

Make a phone call to the parent or a member of staff
can take the student home.
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ORIV SV - Yo be filled in at least ( weels bcfm e evenl and passed to I‘I g,

Date and duration of visii(s) i(g OC/‘:D\OQX 2_(:(78
place Ao Towoers Treme Poule

t\%mﬁmdefr\t: Sopervie

Organising member of staff \]eg.: 13 Trowel + Tou -
Proposcd number of staff involved & their Anticipated cost for staffing: e 1
names [stalling will nced to be finalised when | Calculate costs as follows:None ot _
exact numbers are known| All day £160 ‘ b I
: . am £100
v : ) pm £ 60
Please enter defails of timetable of staff involved in vmt coeele L Ccepd
Staff Name: -
Period 1% y _ ' e v s ‘
2 ronnarg 2 no covesr 2 PN g Zj QS\ NESS
4112 o 4 L[y 4 — Y10 Bosine
Spre on e 5 5 . 5 Wo Lovel
- e | ' -
Total Number of pupils A; 7 Year Group(s) JO, 12~ 3 [I?;IB D(lm’td f?{JgIeé ;0 add Insurance cost:
B ‘ — p per head (UK.);
Mixed part es/no Ye3 = N 30p per head (European & Mediterranean
meaprry Y TSR Lo Enkrocnee are]jif) P
Approx. cost per pupil __£02'Lku___/ £l eottahop SOp per head (rest of the world)]
: £1% Coochh
Pu:posc of visit (5,C 'e,E:} ) Bomnes v ) L
Bom.nesss %h:&\eﬁ ol er Setviee (‘oi‘“ THT ' UC’a:tsor\tuL ool (b1

Give a brief outline of the pmg,ramme {e g. details of transport, cvents planned, tlme of departure, anticipated time of

7 S(Dc:uh wortin an\e% coach . "’Me.«h\r\%_“ﬂ?i{@b@&i__

10520 VS Lostbme r eruiee w_@cg:abmg V2o - 12045

mwwwwe@w 7230 0m

N

PLg: SLn: Approved by Governors: Date:

| Reply slip to be completed by PLg - Form SV1

FTo:

re: Visit/trip to on

This visit has becn approved

This visit has NOT been approved

Please prepare letter and have it checked by PLg before printing

Please proceed by completing the attached Form SV2/3. Ensure you complete SV3 (for financial
planning on reverse of SV2) as well as SV2 and then return to PLg, for further action, AT
LEAST 21 CLEAR DAYS BEFORE DEPARTURE

Please complete list of pupils attending by Tutor Group and with tclephone numbers
NB Where pupils are from different YEARS please complete on a separate biue sheet for
each year, by Tutor Group | This is to speed up checking process in event of a fire.j

SV 172007 Signed __{PLg] Date U




S SCHOOL VISTIT: DE lA[l FI) PLANN[NG FORM SV2
‘ Visit number:

On completton return to TFr -

Complete as much detail as possible. before submittmg the paperwork for authorisation.

'_‘_!f the visit is authorised, a copy will be_ returned to you to support your final planning

Type of Vlsnt/event {Local, re5|dent|al foreign, adventurous): = o\c oukic

Venue (please include full address and postcode): Akmn TouwlRS=s

QQ@L.
Date(s) of visit 169 (e koo © 2002 | Duration of \!lsstlevent

Ressort, A’ei:z:{\

Selerdinre, STHO 4DB, Endland

Year Group/classes involved: Y10 x Y12 &oawesys and Y2 Trawed cnd Toutisnn 4 Y5 T ,_T

Estimated number of pupils to Boys Girls * TOTAL _
attend %L\' 6/‘f
_ _I}flgw[n“gwgf Visit Leader Vi (A= orh) | Total number of staff attending inc. leader: =5

Siaaested additional staff (at least one male and one female for mixed gender groups):

(NB: Recommended ratlos are: Non- remdentlal non-adventurous: 1 adult for every 20 pupils
. i |

Time and place of departure:

730an Jeingelied sned

Time and place of return:

7720 pen /ur\OﬁQ\eid Se\ool

Transport arrangements:
Ecqle Cooches

NB: You should check that any staff involved in transporting students are appropriately
licensed and insured (eg: minibus licence) and give details above.

Organising company/agency (if any — give details of registration if applicable):

Details about accommodation (if applicable):

&

“Recommended dress (give reasons if non-uniform):

NoN - Oﬁx?cz:-rm — Umfotrm cooud oe mcLPPIQPF\CLEQ ot acbwhezsb

Details of programme of activities: _
*‘\Ckﬂ.lekf\% woragmp 1020000 — WS am

COBomner Seryiee wotlighap 2200 - 12145

"The budget should be drawn up to ensure the visit is cost neutral. The budget will be checked by JGf

and must be approved before the visit is authorised.

You should now complete an electronic risk assessment.

This is available on Safety Guru using the link: hitp: //www safetyguru.co. ukrviewZ asp7sid= 5#

trip. See TFr if you need additional advice.

When you have completed the assessment, save a copy and print a copy to attach to this form.

| Pate: Date:

Governors (for residential and adventurous activities):
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AUTHORISATION & C [-[ECKL_IS'F SV4

SCHOOL VISIT:

This visit has been not approved

Visit Number:

As well as the checklist below, you should also refer to your Risk Assessment (copy attached) and

ensure all the identified measures are in place,

Planning Checklist o

Completed
(tick or N/A)

' Insurance cover in place ; -Advise JGf of details ( Routine visits)
,,,,, TFr will action for Non —Routine visits

| Prepare letter for parents detailing:

educational aims

date & itinerary

dress code

costs

any additional key information

reply slip including request for information about medical and personal needs,
dietary and allergies information and emergency contact number.

Letter to DOn for checking

Issue letter

Transport booked

| Tickets etc booked

Passports

Foreign currency
Nominate link member of staff in school ¢ H\g“’
Pupil list with emergency details; copies to

office
TFrv” +
nominated link member of staff”

- attendance PSA if during school day:/

All stéff advised of pupils missing session(s

,,,,,,,,,,,, Vax 3 5’%&@@&&@&‘(&0&4‘@

Arrangements for remaining pupils in place (see TFr/DOn‘
Canteen informed of number of pupils absent &/

First aid kit organised and appointed person for First Aiu weiineu / < ].\/\,\ - ;
Information about specific m&tcal needs qf :ndwudual puplls see Student Health file,
Staff Resources/) & A oredical Rovrond w02 \ on &y

Mobile phone organised (book a cell phone or take own). Advise office of numberg pe

Prepare resources/iworksheets o Qvon)ded O LoeklEhnoP Sessiones ot
Special arrangements notified to caretaker (eg: cars S left on site) @,

R P re s u

Briefing for pupils ¥ e (m_gc_)(\ed; L&gzwpmﬁ e ot 10t




n Headteacher
: ollege Deputy:
Bursar
W15 4JT

2
I

To: The Parents/Carers of Year 1§ and Year 12 Business Studies and Travel and Tourism Students

Visit to Alton Fowers — Thursday 16th October 2008
Dear Parent/Carer

A trip has been arranged to Alton Towers for Thursday

lath October 2008. The purpose of the trip is to investigate

Customer Service and Marketing activities at Alton Towers, together with a talk which has been arranged with the
Education Officer to complement this. The talk will last one hour and the remainder of the day will be spent enjoying the

park, whilst also observing the Marketing and Customer Se

rvice activities carried out at the park.

We will be leaving Kingsfield School by coach at 7.30am, returning at approxirnately 7.30 pin.

‘The cost of the frip will be £24.00, which includes admission, transport, the talk and insurance. In addition students will
require a packed lunch, plus spending money for drinks/gifts etc. Any child entitled to a free school meal, please indicate

below.

It is expected that all work missed will be caught up.

Il your child wishes to attend this visit, please complete and return the reply slip to the Project Management Team by
Monday 22" Septmeber 2008 making any cheques payable to ‘Kingsfield School” and endorsing the back of the cheque

with your banker’s mumber,

Yours sincerely

To: Project Management Team
Alton Towers - Thursday 16th October 2008

Pupil’s Name:

Tutor Group:

* ] would/would not like my child to take part in the abo
e | am able to contribute voluntarily to the cost and enclo

ve visit in October 2008
se £24.00 by way of full payment

¢ I'would/would not like my child to receive their free school meal as a packed lunch

Any significant information:-

Medical Information

Personal Information
Dictary/Allergies Information
Entitlernent to a Free School Meal

YES NO

7 Student’s Mobile Number
Emergency Contact Number [Parent/Carer]

If yes, please staie all relevant details below:-

Signed

® Please delete as appropriate
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Year 10 and 12 Trip to Alton Towers — Thursday 16™ October 2008
lowing information will help you get the most out of your day at Alton Towers:

The coach will depart at 7.30am. Please register with Holly at 7.15 am, at the main school
gate.

We will leave Alton Towers at 4.30 pm. and plan to return to school at approximately 7.30
pm.

You can either take a packed lunch or buy lunch at Alton Towers; the cost of food varies from
approximately £5 for a burger type take-away to £10 for a main course in one of the
restaurants

You may wear suitable leisure clothes.

Take warm and waterproof clothing depending on the weather.

Some of the rides are guaranteed to get you wet so appropriate clothing will be needed!

To help plan your day -- please check the information Q Boards found around the park.

i you don’t want to wait around in queues all day then you are able to purchase a Fastrack
ticket ranging from £6 to £18. The Fast track thrill ticket will allow you to get on Alr,
Nemesis, Oblivion and the flume. ‘

You can buy a photo of yourself or your group on imany of the rides. These cost
approximately £5 and we can arrange for these to be photocopied at school so you can share
the cost between you.

Bags and loose articles are not permitted on certain rides and, if left unattended, are left at the
sole risk of the owner. There are lockers avaliable for £1.

When we arrive please remain seated on the coach. We will escort you into the park and take
you to the Customer Services and Medical Centre. If you have a problem in the park and
need to contact us, go to the Medical Centre and one of the Alton Towers staff will contact us
on our mobiles and we will join you straight away.

We will follow you to the Education Centre to make sure you know where to go for your
workshop at the following times:

Marketing workshop at 10.30am — 11.15 am. - meet outside at 10.20am.

Customer Service workshop at 12.00 — 12.45 pm. - meet outside at 11.50am.

Please meet us at the Customer Services centre at 4.15pm so we can count you before leaving
the site.

It is expected that any work missed will be caught up.

Thank von and have an enjoyable day

Year 13 pvent Urganiser
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Student Observation Report

Rachel has been a valuable member of the group throughout the management of the event. She is
extremely well organised and is able to take sophisticated ideas and make them work in practice.
Rachel is able to see the ‘big picture’; she thinks carefully and accurately about things and her ideas are
respected by the rest of the group.

Although not the clected leader, Rachel took the role on board on several occasions, particularly if she
saw someone had a problem; when she saw Holly was struggling to put the students details in the
spreadsheet Rachel helped her by reading out all the details. This illustrates Rachel’s ability {o solve
problems with sensitivity,

She has excellent knowledge/skills in ICT and used this to solve the problem of low numbers by co-
produced a poster to put around the sixth form block to promote the event. This proved highly successful
as numbers ended up being higher than anticipated and the group made a small profit.

Rachel also accompanied Holly in the PR marketing of the event by going into the Year 10 Business and
12 Travel and Tourism class to promote the trip and to remind them of the payment deadline. Along with
Amy, Rachel also conducted the primary rescarch questionnaire as part of the feasibility study.

Rachel also produced the parental permission letters and the information letier to students which she
asked Amy to pass to the lead to ratify at one of her carly meetings with him.

Rachel’s other administration role was to prepare the agenda which she printed and gave to everyone
every lesson. When Gemma left the sixth form Rachel offered to take over the role of wriling and printing
the minutes. She was always thoroughly prepared in this role.

Rachel’s biggest responsibility was being in charge of the project timescale; the group quickly and
unanimously elected her to carry out this responsibility because she is extremely well organised, has
excellent time management skills and is quietly confident. Rachel carried out this task with great maturity
and sensitivity and regularly asked for the group to sit down and go through the Critical Path Analysis. If
anyoue was in danger of failing to achieve the deadline set, she would ask what they needed to do to get
back on track.

The fact that Rachel successiully carried out a role in virtually every stage of the business plan goes to
demonstrale what an excellent team member she is; she had lots of energy and reliably sees things
through to the end, ironing out the wrinkles and ensuring everything worked well. She became the

| unelected ‘leader” who helped everyone focus.on their4ask. oo

Date: 17/10/08 ¥



" Witness Statement
A2 Travel and Tooarism
Event Management

___Nameofcandidate: - .
Role: Presenter/Organiser :
Customer Types: Year 10 students
Situation: Promoting the Year 13 Event Management trip to Alton Towers

Performance
| = Excellent 2 = Very Good 3 = Good 4 = Satisfactory 5 = Poor
Skill  llevell Level 2 Level 3 Level 4 Level 5
Personal presentation B / o
Appropriate language / o
| Clear communication N o e
| Body language ) /
Listening skills _ S R
Self-confidence ' ) s )
Knowledge N e 0
Gaining customer confidence | /
[nitiative N 1 /

General Comments

The team held the interest of the students and presented the trip in a way that was appealing to the
students.

Signature: 64/[

Witness title: Business Teacher

Date: 8 September 2008



Observation report and witness statement on the implementation of the event |

Name of candi:

Details of the situation: The actual event — Alton Towers on October 16" 2008

Assessor’s comments on performance:

On the morning of the event Rachel was the first to arrive at school at 7.30am. Holly, who role it was
fo take the register, was late so using her own initiative Rachel took it upon herself to take the register
so that the students could get in the warm of the coach. Despite the early hours, Rachel was cheerful
and smiled at everyone as she registered them.

Because Holly lacks independence she was insecure about collecting the tickets by herself so Rachel
offered to go with her to the ticket office on arrival to Alton Towers. This shows that Rachel is a
sensitive, flexible and supportive student who stepped in to help a member of the team.

Holly was late returning Lo the coach at the end of the day so again Rachel used her initiative and
took the register and liaised with Amy who was the other organiser who was on time. Rachel also
followed health and safety procedures by checking that everyone had done their seat belts up.

At the end of the event, Rachel with the whole team remained at school until all the students had been
picked up.

The only disappointment in the whole of Rachel’s performance in the planning and implementation
stages was that she (along with the whole team) decided not to attend the educational workshop; this
was not like her and it is something she deeply regrets.

/\ it

Signature of Assessor: 4{ 51 ¢

Date: 22™ October 2008

{‘“ ’:\3 ! e,
R
By RRTAVR IS ST L

chotils
i frust

Henlthy School

@% Ulniversity of
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,./,ff. T
Witness Statement
A2 Travel and Tourism
Event Management
Name of candidar
Situation: Alton Towers Trip 16 wcober 2008
Performance
1 = Excellent 2 = Very Good 3 = Good 4 = Satisfactory 5 = Poor
Skill B B Level I |TLevel2 | Level 3 Level 4 Level 5
Appropriate language ) .
Clear communication 7 —
Body language ) I oes
Listening skills } o
Self-confidence 7 e
Knowledge ) B -
Gaining customer confidence ) e
Initiative ) o o

General Comments
VI Dene. e e OGP of AWen Toweers e o
\/@D""' O Syudanks . Yo c:;kjezc,mbu] Coveammanucode ol / Fresezake e

enadotech  ytaq, Ao 8W SRON - ’a\mdmc\ of cwusbonrs merce

USe A o oy '(xf:/\f\%:.

Signature: CSAKQ

e Witness title: j NI . S

Date: &./ 3}/ ~




25/10/08 Witness statement for :

Although T had not come across Rachel b~f~ra the trin T had been
asked by the Travel and Tourism teacher . ve the
four girls organising the event,

Rachel was a quietly confident team player who stood in for some of
her team mates during the registration of the students. She -
regularly asked if everything was ok and she appeared to be aware
of everything that was going on.

Rachel came across as being a mature, self contained and polite
young woman who always smiled!

Teaching Assistant
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Year 12 Evaluation Questionnaire

Name:

“
H
|

Question

Response and explanation

M.

Did you feel that the pramotional information you
received was syfficient or was there any other

i drodwﬁ. ] WS

given oM TThe Mformabion WNEd e vndy e Wrend e Promabed welf

. ; : which Mol MQ o ok Fo Yo onthe e p . 4 4tR
information youlneeded at any time? ‘ Meaad W\
- ’ t Llee the informabion Bathel qume v obostit baagiw seagon W | :
2. Did you have all the right resources you needed? | P& enCe 108 of e s
Ye$ eMme Gawe s (Wb begs - thi asath and Holy e o ChPs Boasds and
o Penod ¥l He Corbora— Service Werk ShF. |
3. Did you find the organisers dsalt with you poiitely? | Ves +Fu lid Whea evef e ?ﬁ\ “Thet - ﬂ?ﬂr@ﬁ WS ,.&;,m Muci.h.ab?hguﬁg wrn\g& w15 FullT R
us Inthe ClB3S o oM & AMy wad Ny Oohfe end mns,&u Wiea She ?\u SKsBd, US-ond- r\g&oﬁﬁ
hor oo Seamper Checltied oo Seak belts were oL m
4. Did you feel thg team worked well together and if o = ;
50, expiain how The Toom mé@_.c&& To work cbw.a well o, . RA;FNG Ebbm\%»@m o m‘m@é\c mr,xr?,m
oneh faklom 1, Cacih ohe
|
5 Didthet t quick! d fidently 1 ; , .
protlems tatarose? TRt Wernf oy ead Prollang pet Folk @Ryt \n Goigy Fo them  Uhed ex Prohlen
8. Did you fest in safe hands with the organisers? v\®m AS G-Anpa Wes (.,pﬂm QTE\ pbvo.%\‘;r Qﬂ\w ek U0 omr&.x:. Cooci ﬁQQ 7#.@
7. Did feel i h time 1o raj /
B_Oswwcﬁomﬂw:MOm&MMH% Sen EnotgAme e We Weg @Emb T weg ks ;\o%@\n e 3@%& NPZF& oo or.;@\ E
8. Did you feel the Customer Service workshop will _ oy ,
help you with your AS work? ».:Za mmeQ ua%\_ Tﬁ‘ch 05% I m\%th\ &, msx. ! ...Swm@ ?Jﬁm aﬁ __csmmw - Skl a.h T.a amg /
g, %m%wwmwﬂﬂﬁwﬁdm event and if so what in patticular \ (2ally .P,vcdmhy Slwhole dad & Wes @cu&r__ .r@.b.w V"N My hDQRLu fc&o\?m?% M
s Gl ke 03 o0 Doy of gy m
10. Wouid you go on ancther event with the same “
arganisers? Mm g ,




Agenda
Meeting to be held on Thursday 19" June at 2.15pm in the library.

1. Conformation for agreement of trip from the :mma teacher and
year mwocu ,@mﬁmw heolth & ,wo,ﬁmwm&

G .wﬁiﬁ@?%@ MTUEICN
2. Umﬁmom.r._v m%% IC/e

3. Cost of Trip m.MO
S msuane 2| - WorkShop.
4. How the trip will be Marketed " (DOS L€45

5. Supervision of the trip

6. AOCB




Minutes of Meeting

Thursday 19" June, 1.15pm in the library

Those Present: All Present

L. Confirmation for agreement of trip
from the head teacher and year group.

ACTION: Still to be confirmed.
o meeting to be confirmed. 2.COpm "ﬁ;\ursdo\l_,] ben Jvne

2. Date of Trip
ACTION: 16/10/08 7~
3. Cost of Trip

ACTION: £10 Per Student, £1 Per Student for talk

Estimated final price for student to pay = £24. Stk may go up Decause
cf,hq(ﬁL a?ﬁm 2quotes  of cooch and peorol

4. How the trip will be mar eF%ﬂ‘e ¥

Aﬁ"‘r‘\\.i 2 Rachel
ACTION Pasters‘ QC) WieO Classes

5. Supervision of the trlp

ACTION: 1 free teacher per ten studenfts
( hoping I teacher, 1 helper )

6. A.O.B
- NOne




Agenda

¢ june at 9.30am in the library.

Meeting to be held on Monday 23"

4. Costof Trip

2. Aims and Objectives
3. Customers needs

4. Marketing

5. AOB



Minutes of Meeting

Monday 23" June at 9.30am in the librarvy
Those present: All

1. Cost of Trip:
MO

Still to confirm actual price, estimated EZ}_}/ CoONEwy me,cz\

2. Aims And Objectives:

Mission Statement agreed on:
“To complete a successful trip, within budget and to provide good
customer service by meeting the needs of our customers.”

Discussed: SMART
e Budget
e  Customer needs
o Teamwork
e  Our own aims

3. Customer Needs: DID NOT COMPLETE_
4. Marketing: DID NOT COMPLETE

S. A.Q.B: NONE DISCUSSED
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TRoched

Minutes of Meeting

Thursday 26th June, 1.30pm in the Library

Apologies: Stacey Hickson
1. Matters arising from the last minutes (\k"_‘)r\@,
2. SW.0.T

We looked at how the feasibility study is part of the SWOT Analysis.
We also looked at internal and external fuctors
Individually we improved our SWOT Analysis.

3. Meeting with the Head

A successful meeting:

The trip was approved by the Head, the 3 member of staff will be Ms Alam-
Lioyd,

The Go Ahead was given.

4. A.O.B
None discussed




Agenda
Meeting to be held on Monday 30™ June 9.15am in the library.

1. Matters arising from last minutes

2. Customers needs

Neernal ¢ externad

3. Marketing |
Pc:ﬁkgrg OSSe mbe%@@
Gowng IO cloSSas |

4. Finances
Breolk even
Cosin Flow Chares.

5. A OB



Rachel

Minutes of Mecting

Monday 3077 une, 9.15am in the Library

Apologies: Amy Beacham

1, Matters arising from the last minutes NOr‘]e

2. Customer Needs

We know that the customer needs are educational, which we can provide on our trip
to Alton Towers, with the workshops available for certain topics, such as business
studies.

3. Marketing

Posters will be created by Rachel & Amy

Also Amber { Chairperson ) & Amy will go into an assembly to present the trip to
certain classes.

4, Finances

We discussed how many students we would need fo pay for the trip for us to break
even without making u profit or losing money.

5. A.O.B
Gemma & Holly collected a list of next years students for a class of business

studies, so that the group have a realistic idea of how many stadents our trip will be
appealing to.




—————Agenda
Meeting to be held on Thursday 3rd July at 1.30pm in the library.

1. Matters arising from last minutes /
2. Redrafting Portfolio /

3. Recapping Customers Needs /

4. Marketing the project ‘/

5. AOB  NENne -



Agenda
Meeting to be held on Thursday 3rd July at 1.30pm in the library.

1. Matters arising from last minutes \
2. Redrafting Portfolio v

3. Recapping Customers Needs \

4. Marketing the project \

5. AOB  Npne -




Agenda

Meeting to be held on Thursday 24th July at 1.30pm in the
classroom.

1. Matters arising from last minutes

2. Deadlines/Timescales

3. AOB




Agenda

Meeting heid on _so:am_k 8t m_mu»ma_cmw at 9.30am in ¢G5,

18. Update

2 8. Interim evaluations of timescales.

571. Marketing to year 10

{ 8. Risk Assessment & Contingency plan




Agenda

Meeting to be held on Monday 22™ September at 9.30am in the
Classroom.

1. Staffing- Re-allocating New Roles

2. Interim evaluation of timescales

3. interim evaluation of budget and student numbers

4, A.OB




Miniutes of Meeting

th —

Mondav' 8 Septeniber At¥.30am in CGS.

Apologieé

1. Matters arising from the last minutes..

2. Update,

Everyone’s work is up to date and all deadlines are being met.

3. Interin evaluations of timescales,

Rachel went over our timescale and discovered we are on target with all dates.
4. Marketing to year ten.

Holly, Rachel and Amy went into a year ten class to present our trip, who were very
interested!

5. Risk Assessment & Contingency plan

Completed by Gemma




Minutes.of Mggtipg 2?"(] September, 9 30am

1 @e~se-- o allocating new roles
vas left sixth form therefore the group decided to have Rachel
take Ambers place.

2.Interim _evaluation of timescales

The contingency plan had still not been completed having the deadline not
met, so Gemma did the contingency plan and has it ready for everyone elsc.
All other deadlines are met,

3.Interim evaluation of budget and student numbers,

Holly collected alot of money giving a total of 23 students so far, not including
our event management team.

However next week Holly will go around asking for any late money as we
have now hit the deadline for the date the money is due in,

To break even we discovered we need 44 students to attend the trip.

4.A.0.B
None discussed.




Agenda

Meeting to be held on Thursday 2nd Octo
Classroom.

ber at 2.15pm in the

1. Staffing Re-allocating new roles

2. Interim evaluation of timescales

3. Interim evaluation of budget and student numbers

4. AOB




Meeting to be held on Monday 26 January at 10.00 in the
Classroom. |

2. Tuckmans team development model use to analyse team
performance

3. Belbins model use to analyse
4. Adairs model of leadership

5. AOB




Agenda
Meeting to be held on Monday 13" October

1. Went over the script for Gemma to say on the coach

2. Conformation of roles on the day of the event

3. Going over the checklist, risk assessment and contingency plan




Agenda
Meeting to be held on Monday 20" October

1. Brief evaluation of the event's individual performances

2. Brief evaluation of the event's team performances

3. AOB



Agenda

Meeting to be held on Thursday 99M January in the classroom

1. Discussion of the size of the group and the new roles.

2. Goover timescales
4 Evaluation of the budget

4. The evaluation process

5 A.0.B




Minutes For Meeting held Thursday 22" January

Both Present

1. Discussion of the size of the group and the new roles
Action: As Gemma left on the 20" October and Holly left on the 27
November we assigned new roles within our group. Amy has taken over to do
the financial aspects of the trip which was originally Holly’s job and Rachel
has taken over Gemma’s job of writing the minutes and therefore Rachel is
now in charge of the whole of administration.

2. Go over timescales
Action: Rachel went over the timescales as we have only just come back to
doing the coursework after having time to do revision for the tourism
development paper. We have met all of our deadlines and we have one more
section to complete which is the evaluation.

3. Evaluation of the budget
Actinom Amyv took on doing her role by firstly having a meeting with the school
buri ne went to check the coach had been paid for which it had
on the 25~ uuwwer and she also went to discuss the profit made. He didn't
know all the details so a second meeting has been made on the 26™ January.
We also both went over the spreadsheets and looked at all our figures to
make sure everything was in order.

4. The evaluation process
Action. We went over our strengths and weaknesses so we are able to
evaluate successfully. We also went over the evaluation techniques to make
sure that we evaluate the best we can.

5. A.OB
Actiorr. None




Minutes for meeting held on Monday 26" January

Both Present

1. Explain importance of teamwork and synergy
Action: We had a discussion on our opinions of teamwork and what we
thought it was. We shared our ideas and then found definitions to put in our
coursework. We also looked at the word synergy, which we didn't fully
understand at the time so we discussed and found a definition to put in our
coursework.

2. Tuckmans team development model use to analyse team
performance
Action: We read through Tuckmans team development model and used this to
evaluate our teams planning stage. We discussed what we were doing at
each level and how our teamwork had changed over time as we got to know
each other better and discovered our strengths and weaknesses.

3. Belbins model use to analyse
Action: We looked at Belbins table of people’s roles within a group. For
homework we have to say what each individuals roles were in the group.

4. Adairs model of leadership
Action: Didn't get to this stage

5. A.O.B
Action: None




Agenda

74 )
Meeting to be held on Thursday 28" January at 1.30 In the classroom

1. Matters Arising from last minutes.

2. Adair’s model of jeadership

3. Own researched model of leadership

4, A.O.B

e v e oo ST HIAKING SUFE We understood
the styles he said Ieaders shouid have and we used his theory to evaluate
Amber and Holly as a leader in our group. We used our own opinions o
evaluate how well we thought they were leaders. We wrote up our feelings in
our coursework.

3. Own researched model of leadership
Action: We spoke about our own research we had done on leadership. Using
this research we evaluated Amber and Holly’s leadership with the theories we
had found. We wrote this up in our coursework as well,

4. A.O.B
Action: None
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