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Event Mission
The Time Travelers Gala 4th of July Celebration is hosted to unite Philadelphians of all ages to

celebrate every decade of history together to reignite a love for history, arts, and Philadelphia

for all in an engaging, local and exciting experience.  

Event Goals 
Promote interest and knowledge on Philadelphia’s 247 year history ﻿ 

Grow interest in historical archives by donating 10% of all ticket sales to research funds 

Immerse guest into the historic sceneries of the chosen decades  

Encourage exploration through local vendor and venue partnerships  

Provide residential diversity inclusion educational and research opportunities  

Showcase the local and diverse opportunities planned for the future of the city  

Event Background/Description 
Our event kicks off with attendees witnessing “the first fourth”, the signing of the Declaration of

independence at independence Hall. There will be live actors and entertainment recreating the

event engaging guests. After the constitution is signed, attendees have the opportunity to travel

through time on various Fourth of July’s throughout the decades, exploring not only American

history but specifically, Philadelphia’s history. We will be utilizing the outdoor space of

independence Mall for all guest to then take a passport and travel through the variety of decades

beginning at the turn of the 19th century to now. Through the use of tents, each tent will

highlight different local vendors from the city of Philadelphia, each assigned to a decade based

on their specific product and our overall vision. Local restaurants serving a signature dish and a

variety of small bites will showcase particular food from each decade. Each tent will also feature

local artist performing covers of music from that decade for live entertainment, and include

displays of achieved history artifacts. As the guest travel through the decades they can get their

personalized passports stamped with each new food idea sampled or experience interacted with. 

Part 1
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Our theme will support local historical archives and research centers throughout the event to

grow awareness about the importance of perceiving our past and future history. This event is a

ticketed event in which 10% of all ticket sales will be donated in helping fund research studies.

We are also bringing in local vendors and restaurants to preserve their businesses into

Philadelphia’s growing cultural history by showcasing their products and specialty food and

beverage offerings.  

Part 2
Organizational Chart/Job Descriptions 
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Location/Hours 
Our event will take place on Thursday, July 4th at Independence Hall and Independence Mall and we

will host the space 3pm-11pm with the event running 6pm-10pm 

Our event is taking place at Independence Mall, which is also known as “America’s Most Historic

Square Mile”. Independence Mall is a three block section of Independence National Historical Park

north of Independence Hall and south of the National Constitution Center. The blocks are

surrounded by Chestnut, Race, 5th and 6th Streets and are regularly used for rallies, “special

events and public programming” according to the Philadelphia Visitor Center Corporation website.

Since it is an outdoor public space, it is free to enter with no operational hours.  

Sustainability Plan  
our separate “decades” will be housed by tents which we will acquire through a rental company,

to be returned after use. As we are showcasing local vendors, we will be asking them to bring any

supplies they may need (if they are able) and to let us know of any extra supplies they may need

assistance with. This way, not only are we saving money on unnecessary supplies but not wasting

any materials either. Similar to the tents, we plan on renting stages. This plan Is to be able to

keep an up cycle objective to be able to consider our reusable options and access what Event

Supplies will be the most beneficial and sustainable for us, but will also be sustainable In reuse

for future events. 
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Access and Inclusion Plan  
By utilizing an outdoor flat space, we are actively facilitating an accessible event. The location is

already wheelchair accessible, and welcomes service animals. The event grounds have many flat

sidewalks and platforms that will provide a clear surface guest with any motor disabilities to be

able to safely travel throughout the event. We plan on providing suitable signage in the

surrounding blocks so if locals decide to take public transportation they can follow an

accessible path to the event. On the subject of public transportation, event marketing will

advertise which regional rail and subway stops are closest to the event and accessible for anyone

who chooses to travel this way. For any tents that include live entertainment, we plan to have sign

language interpreters by each stage. Each stage will have a ramp leading up to it as well.  

Flow/Layout/Design 
Our event will begin at Independence Hall and guest will enter/register the gala at Independence

Square by entering on S Independence Mall E and W. Guest will then go through Independence Hall

and interact with reenactments of the signing of the Constitution. Guest will then flow out to

Independence Mall and “travel” through the decades. The grass patch in front of the Liberty Bell

Center will be split into four lots, covered by tents, and each lot will host one of the three

decades (1800s, 1900s, 2000s-Present). The first lot will host the 1800s area. This will be the

first lot guest will interact with as it will be the first lot they flow out to when they exit

Independence Hall. A long sidewalk flush with Liberty Bell Center will act as a pathway to enter

and exit all four travel lots. Each individual lot will a large oval tunnel that will transport

guest into the decades. On either side of the entrance arch will be an artifact podium displaying

an artifact from the specific decade. Each lot will also have a medium sized stage that be will be

set up on the sidewalk closest to 5th street. Reenactments and performers will perform on the

stages performing different historical moments and music from the specific decades. Two or three

vendor tents will be set up of either sides of the stages off of the pathway next to Liberty Bell

Center. Vendor tents will either host local restaurants or local artist creating art and serving

dishes specific to the decades. Five cocktail tables will also be on either sides of the tents for

guest to stand and eat at. During and after the event guest can exit onto Market Street after

traveling through the fourth lot (present day tent) or exit back out through Independence Hall. 
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Employee/Volunteer Policies and Procedures  

Part 3

Absence/Tardiness: 

If staff members experience any situations that may impact their ability to arrive on-site on time,

then they should contact our Operations Director,  Patrick Cosgrove, with any personal or

medical excuses. Staff that are not present or who are tardy without a valid excuse or those who

have not contacted our Operations Director beforehand will be terminated from the position.

Lateness because of medical or personal emergencies will be excepted.

Employee Assistance Programs:

 Employees will be given access to an on sight assistance manager they can discuss any personal

concerns with. Whether that be an issue regarding transportation to work, workplace conflict,

food, etc. This manager will reserve the right to refer certain specialists for employees at a

discounted rate, like free counseling sessions supported by a partnerships with specialists in

Philadelphia. 

Employee Perk Programs: 

As our staff should be highly recognizable during the event, each staff member will receive a

staff T-shirt, which they should wear during the event. Each staff member will also receive an

event-exclusive refillable water bottle to avoid dehydration as the event day might be hot. Staff

will also receive one food and one drink voucher for any participating vendor booth, which they

may only use during their designated breaks. Staff will also receive two discount voucher tickets

for friends and family.  

Alcohol/Drug:

 Partaking in any drug or alcohol use during Employee shifts is highly prohibited. Employees will

need to be off site and out of uniform if they wish to partake in any drug or alcohol use. There is a

zero-tolerance policy on any substance use and if Employees are caught using any drugs or

alcohol then they will be terminated on-site. 

Smoking: 

Smoking is not permitted on-site during set up, during the event, or during break down. Employees

are allowed smoke breaks during their designated breaks, but are not permitted to smoke on-site

near the event.  
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Potential health issues: 

Without the help from our staff, we would not be able to host a successful event. We value the

health and safety of our staff so it is our priority to provide health-based resources for our

staff to ensure their safety and health during the duration of the event. If staff members have any

health or safety concerns, they should contact our Health Risk Manager, Ashely Martin, at

ashelymartin@timegala.com. Our health and operations team will be able to assist in any immediate

health related policies bulleted below:  

Work related injury 

Workplace safety 

Physical Health 

Emotional Health 

Mental Health 

Illness 

Substance Abuse 

Disability Assistance 

Customer Service Policies, Procedures, Rules & Guidelines  
All Employees and Vendors Contracted by The time Travelers Gala Must follow the policies and

procedures listed below: 

Guidelines: 

Empathy: 

Demonstrate empathy towards customers by acknowledging their feelings and concerns. 

Consistency: 

Ensure consistency in responses and information provided to customers across all communication

channels. 

 Transparency: 

Be transparent about products, services, and any potential limitations, avoiding misleading

information. 

 Continuous Improvement: 

The Time Traveler’s Gala promotes a commitment to continuous improvement by regularly

reviewing customer service processes and seeking opportunities for enhancement. 

Policies: 

All employees must maintain a positive attitude towards customers, displaying the values of The

Organization of 
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If an attendee is upset, do your best to deescalate the situation. If the customer proceeds to

escalate, express to the guest you will be finding a manager to continue further assisting with the

rest of the situation. Employee’s must take responsibility for their own guest interactions,

however are not required to continue with a situation if they feel threatened or uncomfortable.  

Lastly, we stress the importance of the mantra “if you see something, say something”. As an

outdoor public event in the middle of old city monitoring security may appear more difficult than

other locations. We ask that any employee who sees something suspicious report it to the nearest

team lead or security member calmly and in a timely manner. No employee is to be scrutinized or

punished for a false report, as long as it was reported with the best intent and does not appear to

be a claim based on any kind of bias towards the accused.  

Accounting Policies and Procedures/Finance 
All account budgets and expenses for the Time Travelers Gala will be overseen by our Finance

Director, Jesse James and co-overseen by our Event Directors, Jack Turner and Emmie Kaplan.

Final budgets and expenses will be approved by the three Directors. Employees may not take any

cash from the cash safe or they will face immediate termination.  

Customers may pay for ticketing either online through a website, on site with cards through and

IPad system, or with cash. At the entrance of the event, staff members in charge of handling cash

will be given a safe to pass on to either Emmie Kaplan or Jack Turner at the end of the event.

Donations and ticket donations will be handled by the Finance Director to then calculate and

distribute funds to participating partners.  

At the end of the event, all cash revenue and digital revenue collections will be measured

separately and then added together to understand our total revenue for the event. The budget

team, overseen by the event leads, will be in charge of this task and monitoring all income.  
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Security/Safety/Risk Management Plan 
All employees and volunteers will be given a staff t-shirt and a staff credential landyard to

grant them access in and out of the event. This will allow security to quickly allow staff into

the area. Since the event is outdoors, all staff will have access to all areas as there will be

no separated areas.  

At arrival, all staff, volunteers and guest will walk through a metal detector and have their

bags checked (no bags larger than 12”x12” will be allowed into the area)  

Security will be given walkie-talkies to communicate with each other throughout the event  

Security and law enforcement will oversee and travel throughout the event and will also

stand on the outside perimeters of the event area.  

By attending the event, guest will consent to all security policies and procedures and event

security and law enforcement will have the right to confiscate all and if any prohibited items

are found:  

Weapons (of any kind), firearms, fireworks and explosives, outside food and drink, large

cameras, noisemakers, outside alcohol, pets, excluding service animals, and flammable liquids  

Guest may be removed from the event if excessive foul language is used, there is excessive

alcohol consumption, and if inappropriate actions and gestures are made towards staff,

volunteers and other guest.  

Contact , Security Manager, David Larson, Davidlarson@timegala.com, for security policies

and Procedures 

  

Part 4

Opening/Closing Procedures 
At opening, security and law enforcement must be at their positions and scattered in outside

and outside areas of the event. Security will also conduct security and bag checks 

At closing, security and law enforcement must stay in their positions and help with the

crowding and sweeping of guest at the end of the event until released by security manager,

David Larson  

Safe and Secure Environment Policies 
Security will be in position all around the event area to ensure all corners of the event are

accounted for in case of immediate emergencies 

Security will also float throughout the event to make sure all guests are safe and are

following event policies  

Security will help manage crowds before, during and after the event so there are not large

crowd build ups in the areas  

A walkie talker system will be used for all staff and security to communicate emergencies and

needs throughout the event  
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Emergency Plan
With a strong relationship with local law enforcement, we will let our security handle

manageable and smaller emergencies but we will ask law enforcement to get involved if we have

trouble with guest, threats, fires, and evacuations. We will also have safe meet-up spots planned

for our guests and staff around the event area to go to in case of an evacuation.

  
SWOT analysis

Overall Planning Schedule 
12 Months in Advance: 

Develop a main proposal pitch for the event  

Determain a budget plan 

Determine vision, mission and overall goals for the event  

Research vendors and restaurants 

Begin vendor outreach  

Begin job search for full-time event staff 

Develop sustainability design plan  

9 Months: 

Develope policy and procedure guidelines 

Contact Independence Mall and finalize venue details 

Book venue 

Research needed permits and law guidelines  

Contact and finalize vendors and restaurants  
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Confirm the four pop-up tents 

Confirm stage rentals 

Confirm table and vendor tent rentals 

Design event marketing materials 

Logos, website, fonts, signs, posters 

Begin outreach for live performers 

Bands, actors, musicians 

6 Months: 

Begin marketing for the event through social media, vendors and partners  

Live performers selected 

Develop layout design  

Develop risk management/security policies and procedures  

Develop staff and voluteer policies an procedures  

Begin outreach to sponsors 

Begin outreach to research and artifact centers  

4 Months: 

Begin job search for on-site staff and volunteers 

Begin human resource training for full-time staff 

3 Months: 

Tickets for the event go on-sale to the public  

Order staff t-shirts and water bottles  

Continue marketing event  

Finalize sponsorship deals and donors  

1 Month: 

Finalize event layout map  

Prepare day of event schedule for vendors and staff 

Contact rental companies about event set-up and break-down schedule and procedures  

Week of Event: 

Event registration system will close 

Donation link will still be open 

Send out training document and video to volunteers and staff  

Recieve event confirmation and payment from vendors  

Send event day schedule to all staff and volunteers 

Day of Event: 

Prepare finalized list of attendees 

Final site tour 

Check in on-site staff and volunteers 

Final staff meeting and briefing for volunteers 
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Overall Day of Event Schedule/Running Order 
2:30-2:45PM-Head Event Staff and Directors Arrive 

2:50-3:00PM-All volunteers and staff arrive/Disturubiton of walkie talkies and positions 

3:00PM-Independence Mall closes/tent set up begins 

4:00PM- Stages and tables arrive  

4:45-5:00PM-Vendors arrive 

5:00PM-Final preparations/ staff breaks/ exclusive artifacts arrive 

5:15PM- Independence Hall closes/guest check in set up 

5:30-6:00PM-Guest check-in 

6:00PM-Event begins 

6:30-9:30PM-Live entertaiment performances  

10PM-Event concludes 

10:15-Tear-down begins 

11PM-Voluteers and Staff are released  

 

Human Resource Training/Certification Schedule 
Full Time Staff Training:

Monthly training sessions will be held for full-time staff four months in advance on the topics of

customer service, risk management, financial stability, emergency procedures and conflict

resolutions. Our main leads, Jack Turner, Emmie Kaplan, and Risk Management Director, Sarah

Smith, and our Finance Manager, Jesse James, will lead hour long trainings both in-person and

virtual and to obtain the most attendance for our trainings. Trainings will consist of case study

and experience-based exercises that allow our staff to truly immerse themselves in our policies

and procedures. Full-time staff will be required to participate in 3 of the 4 trainings.  

Volunteer ad On-site Staff Training:

Volunteers and on-site staff will receive training on customer service expectations, emergency

procedures and conflict resolution through an online document via email through their

confirmation emails. The document will go in depth about polices and procedures and will provide

a variety of case study scenarios similar to those that were provided for full-time staff.

Volunteers and staff will be required to look over the document and acknowledge their

understanding at the end of the document. They will also be given access to a short video link that

will show and explain day-of event procedures and explain site maps for emergency scenarios. On

the day of the event, all volunteers and staff will be given a main overview of the event

procedures by the event directors and then released to their positions.  
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Evaluation procedures 
For our qualitative data, we will have two feedback forms for our attendees to fill out. We will

have a QR code mid-event posted on signs and poster for guests to fill out throughout the event

for guest to give real-time and relevant feedback. This will give guest the opportunity to give

feedback on good and back experiences they encountered during the event.  A second survey will

be sent to attendees post-event via email to better grasp a better idea of how guest felt about the

amenities provided during the event. They will then again have the opportunity to give real

feedback on their experience at the event, to then we will then use to compare the data and

feedback given in the two forms.  

For our quantitative data, our finance directors will start by analyzing our initial ticket sales.

We will have to evaluate sales completed on site versus online ahead of time during this phase as

well. Our finance team will follow up with out vendors post event, for information regarding each

vendors individual sales and revenues from our event. This will help us to understand how much

the typical attendee spent while visiting. For our marketing efforts, we will monitor our social

media engagement through Tik Tok, Instagram Reels, and more. Using our internet software, we

will carefully evaluate how many of those social media users and viewers then followed through

on those links to purchase their tickets. Understanding those numbers will also help us to

understand the impact our marketing efforts had on engagement and revenue. Regarding safety

data, we will have an in depth meeting with the Philadelphia Police that were on sight at our event

to review and evaluate our safety procedures and policies predetermined for the event and

discuss any issues that may have come up during facilitation of the event. 

Part 5

Additional Details/Addendum
personalized Passport: 

Each guest will receive a personalized passport In which they can use around the Event to Interact

with Vendors and entertainment to get stamps to show off their Time Traveling Involvement within

the event. This will allow our guest to fully Immerse themselves In the time traveling atmosphere

that we are trying to convey.
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