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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	
1. Short Questions: (15)

i. Why should an Event Planner break down the tasks into phases? 

Budget and Schedule – by breaking the tasks down into phases from the get go the budget can be appropriately decided, this ensures that every task’s cost has been considered. To further this, breaking it down helps to create a clear schedule. Everyone can see at which point the process is at, weather this be the planning, executing or monitoring stage. This will also mean people can see where tasks are falling behind and work quickly to get things back on track for the closing phase.

Risk – by breaking the tasks down into phases the Events Planner will find it much easier to identify the different risks that could happen during each of the stages and address these in the planning process. This would help with the overall controlling stage of the planning phase, as it could prevent accidents happening due to the dynamic nature of event proceedings.

[bookmark: _GoBack]Organisation – by breaking down the tasks you can see the bigger picture of everything that needs to be done. It also allows you to look into each task in much more depth. By doing so you can ensure the meticulous details are accounted for and the event will be as successful as possible. The planner will also be able to organise a contingency plan to deal with unexpected occurrences.

Goal and purpose – Without breaking down the tasks into phases it can become quite overwhelming and daunting for everybody involved. By creating clear tasks, it helps everyone stay on the same track and focus on the purpose of the event. This means people will have a clear plan of action before entering the executing phase, where these plans are put into practice. This will also prevent unnecessary work being carried out reducing efficiency of time.

Delegating – When a project is broken down into different phases it becomes much more manageable. To further upon this point the Events Planner will clearly be able to see how they can delegate tasks appropriately. Meaning not only can they be achieved quicker but communication has been opened up between the Events Planner and staff. This would occur during the Initiating phase.

ii. What type of information an Event Planner will record during his/her first
meeting with the client? 

Often the Events Planner will hold a meeting with the client to secure important information prior to beginning the planning process. This meeting can vary in time depending on the client’s experience of events as well as how much involvement they wish to have. Some of the information it is important to gather includes:

- The contact details of the client and their background. They also may wish to discover how they should approach the client, for example directly or through a third party? This will save time and ensure contact is efficient.

- To avoid any plans being made without the correct approval, it is also important to establish who will be making final decisions surrounding details of the event as well as who has permission to approve changes on the day. 

- It is very important from the start to understand the purpose of the event, and the events profile, by asking what? and why? Is it going to be a conference, a meeting or something else? This way the planner can identify the aim and how they need to go about achieving it. 

-The events planner must identify the benefits to gain from hosting the event as well as understand how the client will participate in meetings. This way everyone is clear of their involvement in the process and how their participation will benefit the event.

- The events planner must ask who the event is for. This way they will be able to establish the audience and create a marketing plan that directly targets the correct people. For example, sending out final reminder emails to peoples work address for a business conference.

- Lastly it will be important to understand not just the number of guests but also the number of staff needed for the event to run smoothly as well as requirements of equipment. With this information the Events Planner can begin looking into venues.

iii. List the important factors to consider when creating a site plan.

Once you’ve selected a site for your event you have to consider the design for the venue. This will include having compass direction, scale and landmarks. The importance of doing this is being able to communicate to everybody evolved from suppliers, performers, emergency service personnel, event staff, stakeholders, guests and committee members. You may even need to add different information for each person.

Important factors to consider wen doing so include: 

Transport - is there available parking and if so how far away from the entrance? do other forms of transport such as busses drop guests off close to the entrance? And are there adequate lanes for the safe and free movement of pedestrians.

Stage - is there good positioning for the stage, this must include preventing viewing restrictions of performances as well as being the near availability of power for any equipment (such as microphones and lights) as well as catering and water.

Position and Placement - has the placement of things been adequately considered. There should be enough shade and shelter to protect guest, for example shade from the sun if they have to stand in long ques to get into the event. There must be catering available in shaded areas but also far enough from toilet facilities and waste disposal facilities for food hygiene reasons.

Access - the Events Planner must consider where there may be high volumes of participants ensuring not only there is enough room for people to be safe but also ensure appropriate facilities. To further this point, the site must have easy access for deliveries and any emergency that may occur.

Signage – Without signage people may become lost and enter dangerous restricted zones. Directional signage to the event its self may also be required on roads outside of the venue so the surrounding area must also be considered.


2. “The purpose of the planning phase is to create plans to achieve goals you set for the event.” Please explain what type of plans are created for the event at this stage. 

Depending on how much information the Events Planner is provided with will depend on how comprehensive the plans they make are. This phase is intended to help make plans that guarantee a successful event, meeting the goals set out. They include: 

Scope Plan - To being planning you must work out how many guests will be attending the event. Doing so allows you to calculate the value of resources you are going to need for a successful day and how much of the budget (within reason) you can expect to use.

Cost Plan. - Using their expert advice skills the Events Planner will assist the customer with working out how much money they wish to spend on their event. Once decided the planner becomes responsible for creating a budget. This will cover everything from staff to resources. A portion of the budget must also be set aside for any unplanned or unexpected eventualities, like lost signage that may need reprinting quickly - a contingency plan.

Staffing Plan - Once a clear schedule has been created it is key to start considering staff. You need to confirm there are enough people for each part of the event. To do this it is important to create a list of every activity that is taking place on the day and asses how many people will be needed for it to run smoothly. Not only must you pick the right number of staff you must also consider each person’s individual skills and suitability to the roll. For example, if you need bar staff they must be above the legal age to sell alcohol.

Quality Plan - A quality plan is very important to delivering a great event. It can be created by listing all of the conditions and needs to guarantee you provide excellent service and a good quality day. For example, if you need dancers to put on entertainment before the main event, you would list 'trained dancers' rather than employing general staff and having to train them yourself. This way you are getting better value for your money and the assurance of quality performers.

Communications Plan - During events situations often arise and plans need to be changed. Part of having a communications plan ensures that there is a person to contact that is able to approve changes which saves time and disruption. With a clear plan you can highlight how communication activities can be carried out so that everyone involved is on the same page.

Risk Management Plan - As previously discussed situations can often crop up out of nowhere. However, this can be prevented by considering all possible risks prior to the event and priorities them in order of which may be most concerning and damaging to the quality of the event. Doing this means you can prevent potential risks that may have costly repercussions.

Procurement Plan - Often for events things are only required for a short period of time which means renting is usually a better option, although some items may have to be purchased. A Procurement Plan lists the items that need to be rented/purchased as well as the the date of which they have been ordered and delivered. The pan can also be used to compare prices and offers to ensure the best vendor is chosen and a good deal is made. 

Schedule Plan - Using previous plans stated above the planner must achieve the goals and objectives set out by the client to create a schedule of the day’s activities. Schedules differ for every event. Some simply include the date and time as well as where to go, where as others list each activity and what guests can expect from them. The Events planner must use their knowledge to put together a schedule that reflects the event the client wishes to put on.



3. “Before choosing a venue, it is crucial to conduct a site survey.” Describe the main points to consider when conducting a site survey. (8) 

It’s important to conduct a site survey to collect important information that will prevent mistakes being made on the day of the actual event. This may involve going back to the event site on multiple occasions. When conducting a site survey, you must consider the following:

Enquire - To begin with the Events Planner must meet with the site management team to secure their contact details for further questioning. The events planner must then find out about rules governing the site facilities. To further this enquires must be made about vendor contract requirements and liability insurance.

Measure - Measuring is important to many things it allows you to know how much space you have to bringing in equipment, put up stage designs, and the capacity of the venue. The Event Planner may wish to measure the dock height and any ramp grades and determined whether there is need of dock plates or lift trucks. Other things to measure include elevator door dimensions and interior space (to establish accessibility) and all doorways/ hallways to guarantee accessibility for disabled guests in wheelchairs for example.

Restrictions - With every site there will be different restrictions that could have a big impact of the success of the day. Restrictions can include but aren’t limited to dock hours, this may mean that rented items can only be delivered at a certain time of day. As well as this, restriction can apply for trucks such as weight limits. 

Space - Understanding and assessing the available space of the site is vital. The Event Planner may need to inspect the venue to determine the ceiling height, the sight lines and location of fire exits. This will help them understand if deliveries will fit in rooms but also where not to place anything that may obstruct a fire escape and cause a safety hazard. Furthermore, the Events Planner may request a map or flor plan to locate the ideal path to the event space and also to select the best route for bringing in equipment.

Inspect & Enquire - The Events planner may ask to see the procedure of the loading dock to asses it and conduct a hands on inspection of the site. They Should examine all access points to the venue not only for guests but for deliveries. The inspection may go further than the site itself and the Events Planner may wish to assess the surrounding areas.

Staffing - The Events Planner should speak to the staff on site in order to gain useful information. For example, what hours is security operating between and can they provide access to rooms when needed throughout the day and the setup of the event. It’s important to understand the agreement for rigging by talking to the rigging team and lastly the planner should talk to the AV team to understand how the lighting system works.

Electricals - All Telecommunications should be tested to ensure they work and have been kept in safe order for use. If additional telecommunication is required, it should be carried out by a specialist to guarantee quality service and value for money. To further this there must be a safe plan for the power supply to follow.

Paperwork - If survey forms have been provided they must be completed and the Events Planner will be responsible for filling these out. If all of the previous above have been completed, then generally the events planner will observe and take notes on anything they see fit to help assess the overall suitability of the site.
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