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Q1. I. WHAT IS MEANT BY THE TERM EVALUATION?
· This is the process of analysing, assessing and rating results against predetermined tasks and goals. 
· It is the measure of success of a thing. 


II.DESCRIBE WHY IT IS IMPORTANT TO EVALUATE AN EVENT. 
· It is important to evaluate an event because it will show how successful the event was. 
· It will show whether or not event objectives were met.
· Stakeholders require an event report with all the information gathered during event evaluation process. 
· It will help organisers to identify if the event was as profitable and meeting event budget requirements. 
· The information gathered during evaluation will help to improve processes for future events to provide better product to the audience. 


III. HOW CAN AN EVENT BE EVALUATED. 
· Through the monitoring of event processes.
· Regular meetings for data collection from area supervisors.
· Identifying the objectives of the event. 
· Deciding on which evaluation methods to use.
· Compiling a summarised report and distributing to stakeholders and media.
· Identifying areas that may cause problems and ensuring that resources are aimed at ensuring that these risky areas are well covered. 
· Data collection through conducting surveys.
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IV. OUTLINE SOME EVALUATION METHODS. 
· From personal observation by the event planner and event staff. 
· Conducting stakeholder, staff and attendees surveys.
· Using reports from the media covering the event.
· Attendance analysis through ticket sales,food stall sales and event financial reports. 
· Conducting regular staff meetings to collect data and monitoring reports. 
· Debriefs to collect information from event staff. 
· Using police crowd estimates.
· Using photographic documentation. 


Q2. OUTLINE HOW THE FOLLOWING GROUPS WOULD BENEFIT FROM EVALUATING DATA:
a) Organisers 
· Organisers will be able to see if they achieved the event objectives. 
· They will be able to rate their product and find ways to improve it in future events. 

b) Performers and participants
· Performers will be able to rate how popular their product is. 
· This will be a way to rate how well they impacted the audience and find ways to improve at future performances. 

c) Audience and spectators
· The audience will be able to see how that type of event is popular in their community and will in future support such an event. 
· The audience through their surveys will see that their opinions matter. 

d) Event planners
· Event planners will be able to give the stakeholders a well prepared and informative post event report. 
· They will be able to see the result of all their hard work of putting the event together. 


Q3. WHAT IS THE IMPORTANCE OF EVENT SURVEYS? OUTLINE SOME IMPORTANT SURVEY METHODS AND HOW EACH ONE CAN BE USED. 
· Event surveys will help gather information from people that attended the event and how they were impacted by it. 
· Surveys will also show how the marketing of the event impacted the public.
· Surveys also show the response of age groups to the type of event. 
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TYPES OF SURVEYS AND HOW THEY CAN BE USED:

· Direct interviews: 
· They can be used by calling selected attendees who will be able to give feedback on the event.
· These can be used by using event staff to directly engage the audience for short interviews that can be recorded for swift flow and for using less time so that the audience can enjoy the event.


· Written questionnaires:
· These can be used by sending these via email and mail after the event or to have questionnaires distributed during the event and provide a feedback box were the audience can freely use to drop off the questionnaires upon completion. 
· These can be used for all those that buy tickets online and opt for survey availability.


· Telephone surveys:
· Making calls to willing attendees post event to gather information for example after an educational event.
· These can be used for all those that buy tickets online and opt for survey availability.
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