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Q.1 Short Questions: 18
i. When writing an event management plan which sort of information would you include in ‘Event Details’ section?
The Event Details section of the Event Management plan should contain precise and clear information relating to the event itself, including whether it is:
· In/outdoors – i.e. hotel or field 
· Its location – i.e. city centre or theme park
· Expected capacity – i.e a hotel venue could have both in/outdoor facilities, this impacts on crowd control and additional H&S requirements
· Set up and Break down times

ii. Who is responsible to arrange for any type of insurance required for the event and what are the benefits if taken?
The event manager is responsible for obtaining fully comprehensive insurance that includes asset protection for property and equipment as well as provides legal advice (i.e. public liability, employment, indemnity, contracts, etc) for the event. Having insurance in place ensures the event manager is not personally liable for any accidents/incidents that take place before, during or after the event, especially if legal action is taken.

iii. Most of the public events involve variety of safety requirements posed by the local councils and other government departments. Which type of permits you may require to get in order to meet those requirements?
As most other government departments and local councils require a variety of safety regulations to be met in order to satisfy conditions for public events. It is important that event managers obtain the correct permits/licences ahead of time to ensure the event runs smoothly and to plan. These can include:
· Food vendors
· Fire safety
· Fireworks 
· Road closure
· Noise
· Alcohol

iv. What is the importance of conducting a pre-event briefing with the
participants? Which sort of issues should be discussed in a pre-event
briefing?
It is important to conduct pre-event briefings with key participants to enable clarity and consistency regarding dealing with any forecasted or unforeseen concerns. These issues could include: 
· Communication streams
· Scheduling 
· Staffing levels
· Security and crowd management
· Emergency procedures

v. A well managed ticketing process is essential to conduct a safe and well organised event. How?
As tickets can serve as a means on information communication with patrons as well as being a promotional outlet for sponsors, event managers are also able to use the ticketing process to: 
· Approximate crowd size
· Put control initiatives in place such as staggered arrival and departure times
· Determine the demographics of specific ticket holders, i.e. priority seating or standing tickets

vi. Which type of a document is the site plan? And why it is said that a site plan is an essential tool in event planning and management?

A site plan is a critical mapping tool used for planning and managing events. It can be used as a:
· Means to communicating problems, conflicts or comments during the planning stage of the event
· A venue layout guide when providing stakeholders, staff and emergency personnel with detailed information if the venue has not been viewed ahead of time
· Resource material when setting up or amending current and future event arrangements


Q.2. What are the benefits of conducting de-briefing after the event? Which sort of information is gathered in this type of meeting? (6)
The benefits of conducting de-briefing after the event are as followed:
· Information about the event is fresh and accurate
· Data on attendance, incident rates and feedback from stakeholders, patrons and staff are easily accessible 
· Opportunities to determine the reasons strategies worked well or fails can be discussed with scope for future changes


Q.3. Produce an outline plan for an event of your choice which should include: (6)
a) Purpose and type of the event
b) event partners
c) budget review
d) performers and participants
e) appropriate timelines
f) physical and human resource required
g) target audience
h) promotional activities


Outline Plan for the National Probation Service London Staff Black History Month Gala and Seminar

Purpose and type of the event: 
· To provide staff with historical, educational and cultural information regarding black and ethnic minorities throughout the modern day.
· Evening  Gala and Seminar
 
Event partners:
· Equalities and Diversity officers from the National Probation Service (London)
· Faculty from the Centre for Language Discourse & Communication department of King’s College London 
· Equalities and Diversity officers of the Community Rehabilitation Company (London)
· Faculty from the Caribbean History department of the Barbados Community College

Budget review: 
· Total Budget £3000
· Venue hire 
· Catering for approximately 30-50 people
Refreshments of tea, coffee and a small selection of juices
Finger buffet with meats, seafood and vegetarians platters 
Small selection of desserts
· Stationery and marketing materials
· Donations to contribution speakers/colleges
· Provision for transport (if necessary)
· Entertainment hire
· Tickets

Performers and participants:
Pan-African dancers and performance artist
 
Appropriate timelines:
· Planning and preparation time: 2 months
· Proposed Event date & time: Fri 17th Oct at 6-8pm

Physical and human resource required:
· Stationery and marketing materials – Flyers, posters, etc
· Team of 2-3 to assist with contacting speakers/performers, booking venue, etc
· Finance personnel to ensure budget it accurately maintained and in order

Target audience: 
NPS London Staff

Promotional activities: 
· Flyers and Posters send to all 52 offices
· Messages sent on internal communication channels: All London emails
· Information posted on internal intranet: London I
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