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1. What is the importance of ‘feasibility study’ when making a budget for an event?

Prior to any event being staged, conducting a study and undertaking research will look at various factors to identify whether it is financially viable, supported (either by industry or demand) and if required to be so, profitable. 

A study identifies all of the resources that may be needed to stage the event and the costs attached. This detailed list should include all venue, technical/logistical requirements together with materials needed in terms of any documents i.e. licences for music or alcohol, trophies or prizes together with any engagement materials ‘freebies’. 

The study as a whole is important as it displays consideration of all of the key facets (from venue to staffing) to an event ensuring that a considered estimated budget can be prepared and the stakeholders/customer can make the decision as to whether they invest themselves or consider various sources of income which could assist in financing the event such as sponsors, business partners/relationships, chargeable tickets etc.

2. Describe the main factors that should be considered when selecting a venue.

The main factors to consider when selecting a venue are firstly to consider the venue space in terms of its availability, capacity, any prohibited activities and location and how this all fits with the customer’s/event coordinators ideas on theme/ambience. It is important to research the venue in terms of general reputation, catering arrangements inc food hygiene ratings, safety ratings (fire etc) and other events held via other sources i.e. TripAdvisor.  

Logistics should also be considered in terms of access to public transport and parking facilities. A site plan should be obtained to consider toilets, waste management, security arrangements, entrances/exits and access to external suppliers i.e. AV equipment etc. There should be advance thought provided for emergency access together with disabled parking, access and facilities.

Safety and security of anyone attending should be a high priority, muster points and fire exits should be noted and it is good practice for these to be pointed out by the MC in any initial housekeeping.

3. Outline the main safety considerations for catering operations

All catering arrangements must comply with food and safety regulations it is important to:

Consider location of any catering facilities: a covered/shaded area, close to required utilities water (inc drinking water)/power supply, rubbish/waste disposal at a safe and hygienic distance. Ensuring the area around the catering is clear from any risks and access is adequate for both trade and emergency vehicles. Ensuring good distance between different catering facilities to manage crown control and safety.

Food and other handling: necessary food hygiene certificates and ratings in place. Safe food handling procedures are in place i.e. colour coded cutting boards, safe storage of cooked/raw meats (and these are temperature controlled) and appropriate washing facilities.  Manual handling procedures are followed. Check for the presence of a first aid kit(s). 

Legal considerations: gas and electrical compliance, EL & PL insurance cover (it is important to check that the amount covers any specifications of the client), appropriate risk assessments for health & safety and food. 

4.  If the event is at a distance from the train station would some extra arrangements be requested to facilitate the public and what those arrangements can be?

If the event was a distance from the station a shuttle bus or coach could be included in the ticket to aid transportation congestion or parking limitations. Liaising with the local rail company to provide them of advance warning of additional rail usage. This would aid waiting times and congestion on rail services. In making this contact event coordinators could potentially utilise notice boards, tannoy announcements at the station to update event attendees as to services including timings and last departures. 

Rail operators usually have contingency plans in place to deal with crowds. It is key to keep them updated in relation to event timings i.e. delayed starts or early finishes. 

5. How the PA system and video screens can best be used to manage the crowd?

PA systems are an excellent way to manage large groups of people. They provide a facility to reach a majority of the audience upon use. Clear speaking announcements are highly effective in crowd control. Safety messages i.e. first aid or lost child can be effectively communicated without causing alarm. They are also good to highlight the start of a demonstration or show for multi arena events. Regular announcements on where the nearest exits are throughout the day will ensure that there is not a backlog at one particular exit. If the event is time restricted announcements can be made toward the end to notify of closing to ease congestion on exit. 

Consideration should be given to the audience attending any event and if possible to provide announcements in other languages. 

There are pitfalls for those who are unable to hear or are out of range and this is where video screens can be used. It is important to ensure that any text is in clear bold type and is easily identifiable from any background. A video screen can also be used to show a simple site map. Screens are also a good tool to split a crowd i.e. if you have a bandstand seating arena which becomes full you can stream the action to another area (i.e. grass field) for more people to enjoy without restricted viewing etc. Also, if your event clashes with a popular sporting event you can also utilise screens to provide that added extra bonus to your event. 

Activity

Experiment with ‘brain storming process’. Creation of a concept for a festival that would attract a wide-cross section of the local community. Produce a report based on the above activity explaining:

How was your experience?

Which ideas were discussed?

Which theme/idea was finally selected and why?

We discussed the prospect of holding a large trade stall at a festival. 

Ideas

The location and venue were preselected however we made decisions based on our ideas as to how big the stand should be in terms of footage and whether it should be under cover or open air. We also considered whether there would be a need for an electrical supply. 

Visitor attraction: There were various suggestions put forward on items that could be used to attract people to our stand i.e. the inclusion of vintage and modern vehicles. There is a large stock available and so it was decided that we would use a vintage, modern and cadet vehicles to attract people of all ages. 

There was also discussion around how our stand would be decorated to catch the eye of people from further field by using high flying event flags. 

Activities: a number of ideas were brought forward such as the construction of an interior room with props to simulate how to test smoke alarms, a buzz wire activity for children, a two sided tumble dryer by way of talking point on safety do’s and don’ts and treasure hunt for children to complete. 

Staffing: We decided to discuss this more at a later stage, though discussed the use of branded t-shirts to promote our stand and message. 

Engagement materials: There was much discussion on what could be produced on mass by way of free giveaways/a prize to the general public who completed activities on our stand such as children’s fire helmets, fridge magnets, recycled shopping bags. Design ideas were formulated in terms of how these could be branded to carry our message forward and to a wider audience. Suggestions were also put forward as to external agencies who might be willing to donate. Consideration was given to the amount of materials that would be needed and for cost estimate purposes we chose to base it on the approximate attendance at a similar event last year. 

Strapline/logo/tagline: there were lots of suggestions as to taglines and hashtags so that we can link the event to social media. This is something that people felt they needed more time to ruminate over and they will be sending ideas as and when they come to mind. 

Theme/idea

We looked at corporate campaigns in and around the date together with focus areas for the company. We also decided to promote an app that has been developed and has been available for 12 months but the usage has dipped over recent months. It was decided from the data that we would have a focus on home safety particularly in relation to electrical safety and testing of smoke alarms.

We chose these key messages to promote awareness of safety in the home to all age ranges and decrease risks in the home which could potentially cause harm or risk to life. The event attracts a large number of people of all ages from across our geographical jurisdiction which allows us good exposure to this audience.  

The experience

I approached the session with some very overarching bullet points to ensure that the meeting had some form of direction and that we were able to ensure that the main initial points were covered. 

Whilst I wanted to let the meeting flow and noted down all suggestions, I found it key that I prompted in the silences as to the next thoughts/topic so that things continued to progress. 

It was an excellent opportunity to see where people’s strengths lay and that in turn made it easier to delegate the actions that were taken and tasks were distributed to various members to further analyse the costs and the feasibility of some of the ideas. 

[bookmark: _GoBack]There will be a further meeting to put together an event proposal which will consist of the costings and quantity considerations together with further detail of the activities which need to be designed and made/constructed. 
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