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My aim is to give you all of the skills, tools and knowledge to become to most sucessful
versions of yourself when heading out into the big world of weddings and events. 



Basic

Page 03 of 15

ABOUT ME

ABOUT THE INDUSTRY
ABOUT YOU

THE SCOPE OF THE
EVENT PLANNER

ROLE

THE IMPORTANCE OF
REVIEW & EVALUATION

INFORMATION
AVAILABLE FOR

EVALUATING

TABLE OF CONTENT
Here is a short overview of what we will cover in this Webinar

PLANNING AN EVENT 

PLANNING FOR
CONTINGENCIES

THE NEED FOR H&S
MEASURES

PLANNING THE
EVALUATION



About Me

Page 04 of 15

DAISY WILLIAMS

With years of experience in planning luxury weddings and
events across the UK I have been handpicked by multiple
wedding venues to be their go to supplier. I have worked my
way up in the industry from waitressing, to styling, to
coordinating and I have picked up valuble expertise, tips and
tricks along the way. 

WEDDINGS & EVENT
PLANNER
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350K 1,825,743 47,000
UK WEDDINGS IN 2022

COUPLES GOT ENGAGED
2022

UK COUPLES USED A
WEDDING PLANNER

Weddings are at an all time
high at the moment with a

whopping 350 thousand
weddings taking place in the

UK in 2022. 

A huge 1,825,743 couples got
engaged in 2022 meaning lots

of business for us as event
planners! Your marketing

webinars will be super
important when learning how to

target those couples!

47,000 UK couples used a
wedding planner last year, lets

make that grow in 2023! 
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WEDDINGS EVENTS
The weddings industry holds the most fun
and creative jobs around. However working
within the weddings industry can be
extremally fast pace and challenging. Its a
highly competitive industry and isn't about
being Jenifer Lopez in the movie "The
wedding planner" (even though it can be at
times:) If your creative, organised and a real
people person you will succeed!

Events can be anything from baby showers,
to birthday parties, to PR events. Being able
to plan and coordinate a range of different
events can be extremally challenging. Being
versatile and willing to work is imperative to
suceeding in the industry.



WHAT WOULD
YOU LIKE TO
GAIN FROM

THIS
TRAINING
PROCESS?
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The characteristics of a successful
event planner lie within these three
categories. 

Page 07 of 15

THE SCOPE OF
THE EVENT
PLANNER ROLE

ORGANISED 

CREATIVE

FAST PACED
coordinate guests on the day 
manage staff and vendors 
assist with set up and styling 
give creative direction 
handle budget 
understand food and beverage operations 
enforce a calm and professional atmosphere 
be able to handle pressure and work well under
time constraints

An event planners roles and responsibilities don't just
stop here! You could also be expected to: 



After you or your client makes
that first point of contact you

should invite them to a meeting
wether this be face to face, via

phone call or video call this
meeting will be imperative to
collating your clients ideas,

budget and building a repour with
them. 

After the initial meeting you can
go away and create a planning
pack to present to your client.

This will include how you envision
the event planning out and will
help you to stand out against

other competitors. 

If the client is happy with your
ideas and decides to book you its

then all on you to pull off the
perfect event. This will come

when you advance in your skills!

INITIAL CLIENT
MEETING PRESENTING

YOUR IDEAS 
EXECUTING
THE EVENT
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PLANNING AN EVENT
When planning an event it may be helpful for you to structure your booking
around this timeline. This way no details will be missed and you can split

what can get very overwhelming into three sections. 
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INITIAL CLIENT
MEETING

Here you will ask the client a bit
about themselves, their ideas,
their budget and how they see the
event planning out. 

You will then tell the client exactly
what you can do for them, detail
about your services and what the
next steps are. 

ABOUT THE CLIENT

ABOUT YOU

So lets go into some detail! You have just booked
your first meeting with a potential client. Now you
need to think carefully about how you will structure
the meeting. You should break this meeting into two
parts, About the client and about you. 

YOU SHOULD COME AWAY FROM THE MEETING
HAVING ESTABLISHED THE FOLLOWING:

The date and timings of the event 
The venue and any access details (if pre decided)
The clients budget 
How they want the event to feel 
Any ideas they already have 
A clear understanding of what they expect from you



Basic

Page 13 of 15

PRESENTING
YOUR IDEAS

A planning pack is something unique you can create for
your clients. Its a personalised pack created by you
outlining all the details of how you see their big day
running. This will essentially market you as an event

planner and prove why they should book you over others. 
Be careful not to include any details of suppliers, vendors

and watermark your packs to ensure you aren't giving
away too much information before you are paid for your

services. 
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DEVISING A
SCHEDULE

Devising a schedule is the most important part of the
wedding planners job, its important to insure the day runs

smoothly and your client is happy. Especially for those
candidates who will be taking on on the day coordination
as you need a clear idea of how the day will plan out. A

spreadsheet like this one below is a great way to plan out
a detail schedule so yourself, your client and staff on the

day know whats going on at all times and everyone is kept
in the loop. 

I will attach a PDF copy of this
spreadsheet to your training section of
your profile so you can see it in more

detail!
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PLANNING FOR
CONTINGENCIES

Potential risk Plan for minimising
the risk

Every time you contact a vendor or plan your
next part of the event you should always plan
for contingencies. These are problems that
could arise. 

A lot of venues may ask you for a risk
assessment ahead of the event day so its
important you have planned for all problems
and risks which may arise. 

The outdoor dancefloor may
become wet due to weather
conditions causing it to be
slippery and dangerous for
guests. 

Look into a cover for the
dancefloor to ensure it can be
used safely and in any weather
conditions
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THE NEED FOR
HEALTH & SAFETY

MEASURES
Health and safety for the event lies in the hands

of the event planner. You are responsible for
ensuring all guests are safe and any potential

risks are as limited as possible. 

By observing health and safety measures this
will ensure everyone can enjoy the event

without being exposed to any risks. 

Crowd management 
 Transport
Fire safety
Noise 
Employee welfare 
Using barriers 
Handling waste 
Special effects 

Some Health and safety requirements for event:
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HOW YOU WOULD CONTROL
THESE MEASURES

Crowd management
Queuing systems, signage appropriate barriers and

effective stewarding are all ways of insuring safe and
effective crowd management. You may also need to

hire security guards to control safety of other
individuals including VIPs.

Transport

Whether it be transport for clients or guests
organisation for this is very important. You should

anticipate numbers, drivers and an effective queuing
system ahead of the event to insure effective and

speedy transport options. Careful to not overwhelm
transport companies.

Fire safety
Fires can happen often especially when putting on a large

event with lots of special effects. Ways to limit fires
happening are having the correct amount of alarms and
extinguishers. Having fire marshals in dangerous areas.
And having effective action plans in place to be able to

safely evacuate people in the event of a fire. 

Noise
Breaches of noise rules and receiving complaints may
put venues off hosting events organised by you in the

future so its important to have the correct rules in
place such as time constraints, correct signage to

make guests aware and even approaching residents
of the area ahead of time to give them a warning. 
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HOW YOU WOULD CONTROL
THESE MEASURES

Employee welfare
Employee welfare is important so your employees

feel safe and supported at all times. You should put a
set of rules in place such as guest behavior

management, staff relations and break out areas. You
could also bring in some employee incentives such as

free food on breaks, money off festival tickets etc
etc.

Using barriers
For events where you are dealing with a large footfall,
you should think about using barriers. This will ensure
safety for all guests and staff members and will keep
guests from potential dangerous zones or aggressive

behavior.

Handling waste 
Its important we leave venues how we find them and its down
to you as an event manager to ensure this happens to a high
standard. You should make sure all waste is removed and the
venue is cleaned safely and efficiently after the event. Staff

should be briefed on standards and waste should also be
effectively removed during the event to deter from slip

hazards and broken glass on floors. 

Special effects

Special effects such as flashing lights should always
be effectively sign posted. Some guests may be

pregnant, have epilepsy or health complications and
certain special effects may not be suitable for them

to experience.  



TASK TIME!
Please complete the multiple choice

quiz under the training section of your
profile!
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The pass mark for this quiz is 80% I
will be reviewing your scores next

week!
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REVIEW & EVALUATION
The importance of reviewing your event during and after
completion is extremally important. This will allow you to
review your performance and see what you would change
next time. This will also allow you to track your personal
growth as an event planner. 

WHAT ARE SOME THINGS FROM AN EVENT YOU
MAY WISH TO IMPROVE ON NEXT TIME? 



A personal evaluation is
evaluating how you as an event

planner thought you did and
highlighting what you can improve

upon next time. 

A peer evaluation would be for
example a questionare form you

could send to others such as
guests or other staff members to

get their point of view on how
they think they event went. 

You can then compile both of the
evaluations in to one creating a

list of things that went well,
things that need improving and

how these will be improved upon
next time. 

PERSONAL PEER OUTCOME
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PLANNING AN
EVALUATION
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PERSONAL
EVALUATION

What you thought went well
What you thought could have gone better 
what you would change next time and how

Your personal evaluation should be
completed as close to the event concluding
as possible, and should include the following

You can compile these into a template like
this one, to make it easy to read. By
compiling this into an easy to use template
you have this readily available after every
event you do.   
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PEER
EVALUATION

your client 
event guests 
suppliers/vendors 
staff members 

A peer evaluation is advice you can seek from
a number of different people depending on
the circumstance for example 

This can be in the form of a physical or
electronic form that can be sent out or
passed out after the event to see how others
believed the event went and their feedback.
You could use something like the template
here, this would be an example of a corporate
event. 
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OUTCOME
Communication with staff
members and customer service.

Time management and organizing
vendor collections. 

BIGGEST STRENGTH

BIGGEST WEAKNESS

From these two pieces of evaluation you can then
compile them into one and highlight your most
common strengths and weaknesses. You should then
plan on how you want to improve these weaknesses
to make your skills stronger for the next event. You
can compile your evaluations into a spreadsheet so
that you can look back and review these after your
next event to see if these weaknesses have been
acted upon. 
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1-1 SESSIONS

If you think you may need further help with any of the
subjects in this webinar, you can book a 1-1 / smaller group
session with myself and we can go over things in a little
more detail. Whether that be planning an event, reviwing and
evaluating, on the day coordination or anything else. 

In order to pass the basic webinar you must ensure you are
up to date with all the knowledge presented to you and take
it on board. If you would like to book a 1-1 session with me
you can click on "the team" Then "webinar timetable", click
on my face then "book now" under upcoming webinars. You
can then select a time and date which suits you, this way you
will get the most out of your training! 

EVENT PLANNER



THANK YOU FOR
LISTENING

See you soon! 



Please also give us a follow on
instagram @ sseventslogistics
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