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Q.1. Short Questions
i. What is meant by the term evaluation?

Answer:

Evaluation in event management is the process of critically observing, monitoring and measuring the implementation and outcomes of events to determine if objectives have been achieved. 

ii. Describe why it is important to evaluate the event?  
Answer:

It is important to evaluate the event because of a number of reasons which includes:

a. By evaluating an event, the areas that needed improvements can be easily identified and the lessons learnt can be useful in planning future events.  

b. It also enables the planner/coordinator to measure the success of an event 

c. Aside from this, evaluation refine the event and shape its outcomes 

d. It also enables the planner to be able to effectively communicate event outcomes to stakeholders i.e. clients, contractors etc.
e. Aside from this, event evaluation provide the opportunity for planners to further boost and enhance their profile as a successful event add to the credibility of the planner. 
iii. How an event can be evaluated?  
Answer:

The evaluation process takes place throughout the life of the event and it requires the commitment of time and resources. It has five key stages:  

• Identifying the objectives of the event 

• Deciding on the method/s to evaluate the event 

• Collecting, analyzing and interpreting the data 

• Compiling an event report summarising the results of the evaluation 

• Distributing the report to all key event stakeholders and media 

iv. Outline some evaluation methods. 
Answer: 

• Direct observation by the event manager and staff 
• Staff meetings and reports, where the progress of the event is monitored and controlled 
• Administrative reports such as ticket sales, food and stall-holder income and event financial statements
 • Postcode analysis of ticketing reports 
• Professional reports such as police crowd estimates, incident reports by security staff, and transport, parking and traffic statistics 
• Debrief meetings, where key staff and stakeholders are invited to give their feedback on the processes and outcomes of the event 
• Photographic documentation of the event
• Media coverage and reports 
• Surveys of event participants, stall-holders and sponsors 
• Surveys of event attendees conducted prior to, during or after the event 
• Visitor and tourist surveys
 • Economic impact studies.

Q.2. Outline how the following groups would benefit from evaluation data: 

a) Organisers   
Answer:

For an organizer, analysis of the evaluation data helps in making informed decisions which will help in preparing for the next event. The evaluation data also enables him/her to have a general overview of the event as well as quality feedback which determines the success or otherwise of the event.                               

b) Performers and participants 
Answer:

For performers and participants, the evaluation data helps them in knowing the quality as well as the impact of their performance(s). It also helps them in identifying areas of improvement as well as help in boosting their motivation for future outings.
c) Audience / spectators 
Spectators and audiences can have the knowledge the success or otherwise of an event through the evaluation data. It also helps them to understand if they got value for their money (for ticketed events) and also helps in decision making regarding future events of similar nature.
d) Event partners  

Through evaluation data, event partners get to see the reach of their sponsorship/partnership of the event as well as its impact. Through this, they can determine if they have gotten the right mileage for their money (partnership) and thereby help in deciding on future partnership or otherwise.

Q.3. What is the importance of event surveys? Outline some important survey methods, and how each one is used?

Answer:

Event survey helps in determining whether the efforts put into event planning met expectations for attendees, speakers, exhibitors, and sponsors. The most important information collected from event surveys is whether attendees found value in the event, whether it was worth their investment of time and resources, and whether they would participate in the event again.
Some important survey methods are:

a. Direct interviews: This usually involves the event planner/manager directly interviewing (face-to-face) the attendees about their impression or opinion of the event. This type of survey is usually carried out during the event or immediately after the event, when the memory is still fresh. It is like an on-the-spot assessment of the event by the planner/coordinator.

b. Written questionnaires: This involved the use or deployment of prepared questionnaires by the event planner/coordinator. The questionnaires are either distributed in the course of the programme or sent after the programme to the attendees. The feedbacks are then used in evaluating the event.

c. Telephone surveys: This type of survey involve reaching out to the attendees via telephone by the event coordinator. This type of survey is usually carried out after the event.
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