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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. 
	Please insert your completed assignment ( in word format)  here:

1. Short Questions:

1. What is meant by the term ‘evaluation’ 
This means critically assessing the outcome of a scenario (or an event in this scenario) to determine whether or not the objectives have been achieved. Evaluation is a continuous process undertaken throughout all phases of the event, and it requires time and resources for it to be effective.

1. Describe why it is important to evaluate an event. 
You should conduct monitoring and evaluation to ensure that you are meeting, at the very least, your main specifications in terms of your ability to make a difference or an impact. Additionally, evaluation can lead to enhancing the identification of problems and their causes therefore you can provide an avenue for solving problems. 

1. How can an event be evaluated? 
The stages of evaluation for an event are as follows:
 Defining the objectives of the event 
 Choosing method(s) for the evaluation of events 
 Data gathering 
 Data analysis and interpretation 
 Summarising the results of evaluation in the form of a report 
 Sharing the final reports with all stakeholders and publishing them in the media

1. Outline some evaluation methods
Methods used to evaluate events include the following: 
 Direct observation by the event manager and/or staff 
 Monitoring progress of event during staff meeting to discuss progress reports 
 Analysing income reports or financial reports 
 Analysing all reports on the event from the police, health and safety staff, security personnel, etc. 
 Debriefing of key staff to obtain feedback on the event 
 Paying attention to the content of media reports on the event 
 Conducting a survey of participants at the event including sponsors and stakeholders 
 Determining the economic impact of the event on the community

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

1. Organisers – evaluation data benefit organisers as they can see every aspect of the event and can provide information and insight to the event.
 
1. Performers – evaluation data will benefit performers by seeing the agenda of the event and can see when/where they need to be 


1. Audience/spectators – this data can benefit audience/spectators by providing them with how much evaluation/monitoring has gone into the event to make it such a success. As this data can provide them if whether the organisation was able to make the impact it had hoped for and identifying reasons why it could not achieve all of its objectives. 

1. Event partners – evolution data benefits event partners as they can see where/how they can get involved with the event and what their partnership is going towards/ if it benefits them in anyway. 

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

1. Direct interviews - when conducting interviews for the purpose of collecting information to assist in organising an event, you should approach them in a conversational manner while assuring the interviewees that the information will be used for the purpose of the event only. Detailed notes must be taken when probing and asking follow-up questions, and you should maintain a neutral stance throughout. You must assure the interviewee that their anonymity will be preserved but this may become difficult if he/she is the only source of the information you receive.

1. Written questionnaires - these are designed to provide simple, cheap and effective modes of data collection from a large number of guests at an event. Questionnaires are used to evaluate either the community-building process or the outcome (results) of the process.

1. Telephone surveys – this is an extremely efficient way of gathering information as it complies results quickly and automatically from direct questions/answers. 
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