[image: BOLC_Logo]                                                                 
   Assignment Cover Sheet




	Student Name:
	Asabi Beckles

	Student Number:
	1217

	Course:
	Diploma in Event Management (Level 4)

	Assignment NO:
	17



[bookmark: _GoBack]Assessment 17  				                                		Total Marks: 30

Q.1. Short Questions: (16)
i. What is meant by the term evaluation?
The Merriam-Webster dictionary defines evaluation as a means “to judge the value or condition of (someone or something) in a careful and thoughtful way”. 
For an event planner/coordinator an evaluation involves the monitoring, active measurement and reviewing of policies, practices and procedures in order to achieve positive results, increased profits and develop a loyal customer base. Evaluation also enables continuous improvement and promotes communication with stakeholders in the form of a multi-pronged feedback strategy/structure. 
For example when organising a conference, evaluation allows the event coordinator to determine whether catering arrangement were executed well; both from their own observation as well as feedback from attendees. They are then able to pass this feedback to the catering firm or take the decision to hire another company. 

ii. Describe why it is important to evaluate the event?
Evaluation allows focusing on precise areas of development as well as success. Its enables event planners/coordinators to ask important questions:
· What are the company’s overall objectives? Are we meeting them? How?
· What were the event’s objectives? Were they all fully achieved? 
· Is there a written strategy?   Who is aware of the strategies? Are they accessible to staff and stakeholders?
· When did concerns arise?  How were they resolved?  By who or using what methods?
· Are there tangible/measurable targets?
· How well are we communicating? What are the methods?  Are they successful and effective?
· What are our resources? How efficiently are they used? Are they sustainable?
· Who are our stakeholders?  How do they affect us? How do we impact/influence them?

Answering these and other questions enable the streamlining of processes as well as presents an in-depth picture of where we are now, our projections and how to achieve them.  This lead to the creation of short, medium and long term SMART targets:

S – specified
M – measured
A – attainable
R – relevant
T – timed

iii. How an event can be evaluated?
There are several criteria that can be used to evaluate an event through its life cycle, though they may require time and resources:

· Setting clear objectives – what should be achieved and how are they measured? i.e. increased profits by booking more themed events during spring and winter.
· Choosing the most appropriate method(s) of evaluation – i.e. net account balance and customer feedback.
· Establishing an effective means of data collection – i.e. the use of email surveys and on-the-day feedback
· Condensing, analysing and collecting data – to form constructive information, i.e. trends and patterns, overlooked areas of success, response rates to particular speakers/decorations, etc. 
· Summarising the results - i.e. creating an overall picture that is comparable with main objectives.
· Distributing this information – i.e. to investors and other necessary stakeholders such as suppliers or venue holders.

iv. Outline some evaluation methods.
There are vast methods of collecting evaluation data, depending on the information needed some may be more effective than others:

· Observation and staff/customers feedback can be gathered using suggestion boxes, direct email, staff meetings, forums, etc.
· Corporate reports such as financial statements, attendance rates based on ticket sales, etc.
· Media coverage and articles, as many success and failures are captured by the media and can provide an unbiased account of where things went wrong as well as the likelihood of future successes.
· Surveys and Questionnaires can be tailored to suit most situations or client type. They easily administered, whether manually or online, by specialist companies or a simple tick box handout.


Q.2. Outline how the following groups would benefit from evaluation data (7):
a) Organisers – in terms of efficiency, effectiveness and cost saving, data evaluation ensures the right amount of time, resources and funding are directed to the most rewarding projects/events. It also highlights where improvements can be made as well as where initiatives could be better directed. For example, data may show customers are interested in attending 2-3 smaller events with themed activities throughout the year rather than 1 large event where overcrowding may occur.

b) Performers and participants - are more able to gauge crowd appreciation for their work, be it high or low, and actively reflect the impact of conditions around them. They are more readily able to assess how new routines will be received, in addition to determining whether their particular skills are in abundance or saturating the market. I.e. Performers such as fire eaters and acrobats could use information gathered to decide how to increase their income – invest in additional skill, which would widen their talent portfolio or simply increase the number of performances they book.

c) Audience / spectators - benefit in the form of better client/customer relations. They are able to voice their opinions to have a direct impact on the types and quality of catering, facilities, entertainment, activities, etc they receive as their responses are quantifiable rather than speculative. 

d) Event partners – evaluation data can determine how lucrative a partnership investment could be in the long and short term or the most popular sponsor to align with etc.


Q.3. What is the importance of event surveys? Outline some important survey
methods, and how each one is used? (7)
Event surveys can reveal a host of useful information, from the average age of the general audience to their socio-economic background; in addition to discovering their reasons for attending as well as what they found interesting, exciting or could improve n the future. This could be the difference between success, increased profits and bankruptcy.

Survey methods can be broken into several types but the most common are Interviews, Surveys and Questionnaires. Each of these methods are used differently depending on the data being collected, resources available and results turnaround time.
· Interviews – generally held face-to-face between an interviewer and interviewee. Recently the use of technology and social media has meant interviews can be conducted on Skype, Facebook, etc. Customer suggestions and feedback can be collected immediately, though the response rate may not be as expected as some customers may not want to engage   .
· Surveys - though traditionally written, telephone surveys have grown in popularity due to the speed at which they can be turned around, giving immediate responses. Unfortunately, telephone surveys are rated high on the list of nuisance calls. To avoid this it is important customer permission is receive prior to commencing.
· Questionnaires – usually written in the form of both open and closed questions in order to obtain in-depth data. Though these can be in paper form, many questionnaires are completed online and can be delivered by specialist site such as yougov. 

Despite the choice of data collection methods, it is important that the terminology, jargon and other phrases are kept to a minimum to prevent misinterpretation and miscommunication. Simple is always better in terms of administering and processing data. For example, some individuals may not be willing to provide income details but I this is the data you are seeking to collect, a better question to as maybe how much a customer is willing to spend for a particular product.  This could give an indication of their income level without intruding on their personal information.
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