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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: (16)
i. What is meant by the term ‘evaluation’?
This involves critically assessing the outcome of events to determine whether or not the objectives have been achieved. Evaluation requires monitoring, observing, and measuring activities. The purpose of evaluation is to help the event managers measure the success of events, learning from previous event to help them improve future ones, and to enable them give adequate feedback to stakeholders. Monitoring and evaluation help the event manager to understand the activities undertaken during the event and how best to perform these activities using the following feature as a measuring benchmark:
· Efficiency
· Effectiveness
· Impact
Efficiency Determining the efficiency of activities requires getting an expected output by supplying certain input parameters. The inputs may be time, money, workers, and equipment, etc.
Effectiveness This measures the overall performance of the plan in attaining some pre-defined objectives.
Impact This measures whether a set of activities you undertake is able to make a difference in solving a problem. It means having strategies that work to achieve an expected end product.

ii. Describe why it is important to evaluate an event.
Monitoring and evaluation are done 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. Monitoring helps you to review progress of work, flag out problems to tackle and provides understanding to guide you adjust key parameters to make a major difference. Mistakes may occur during the execution of events and these are acceptable though undesirable. What is unacceptable is not leaning from your previous mistakes and repeating them. Purpose of monitoring and evaluation:
· Enhance the identification of problem and the reasons for these
· Provide avenue for solving the problems
· They question assumptions and strategies adopted
· Make you consider your goals and methods of attaining them
· They provide information and insight
· Motivate you to use information obtained effectively
· Enhance the chances of contributing to making a difference

iii. How can an event be evaluated?
Evaluation is a continuous process undertaken throughout all phases of the event and requires time and resources for it to be effective. The stages of evaluation are as follows:
· Defining the objectives of the event
· Choosing method(s) for evaluation of events
· Data gathering
· Data analysis and interpretation
· Summarizing the results of evaluation in the form of a report
· Sharing the final reports with all stakeholders and publishing in the media
The first step requires defining the objectives of the event, i.e. what you want to achieve and the process for achieving your goals. If your objective is to increase the number of guests who attend the event by a certain percentage more than the previous event of similar nature, then you may need to perform an evaluation by counting the number of tickets purchased, the number of food purchase transactions, the number of parked vehicles, or use police estimates. If the other objective is to increase profit by a specific percentage more than a previous session, then evaluation of this objective after the event can be done by analyzing the bank balance sheets to get this information and the reasons for the increase, i.e., whether the increase was from high ticket prices or higher number of guests in attendance. Surveys may also be used to evaluate people’s satisfaction with an event. Alternatively, you may also measure their reaction to entertainment component or how much longer they stayed at the venue after

iv. Outline some evaluation methods.
Administering Questionnaires
There are several ways to administer questionnaires and each has its own weakness. You may use the internet, mail, face-to-face, interviews, groups or telephone to gather information from people. The web-based approach requires that you gain access to the internet and it is very efficient at compiling results quickly and automatically. The mailing approach generally generates fewer responses but can reach a large number of people. Face-to-face interviews are ideal for obtaining complete information but consume time. The responses from groups are quick but the information collected may be insufficient.
Interviewing
When conducting interviews for the purpose of collecting information to assist in organizing an event, you need to approach it in a conversational manner while assuring the interviewee 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 while you maintain a neutral stance throughout. You need to assure the interviewee that their anonymity will be preserved but this may become difficult to do if he/she is the only source of the information you received.
Data Analysis
Common themes and divergent views are determined from the interviews during the meeting of all interviewers to discuss their findings.
Focus Groups
Information may be obtained from this ‘small gathering’ of people who have been purposely invited to take part in the survey by filling questionnaires.
Classifying Expectations
You need to clearly understand the purpose for wanting to interview a focus group. Interviewing focus groups require you asking important questions, bordering on your expectations from the group interview, the type of evaluation you are looking to undertake, and the exact information you need.
Observation
This involves watching and listening to people and taking notes of all activities that they are engaged in, the duration for undertaking these activities and the manner in which the activities were performed to help you evaluate the process or outcome of an event. Results may differ if more than one observer is involved. Besides, the behavior of the people being observed may be affected by the presence of the observer.

2. Outline how the following groups would benefit from evaluation data: (7)

a) Organizers
Organizers’ benefit from the evaluation data is learning if their event is a success or not. Also, that data will help organizers while they are organizing their next event. Organizers will also benefit;

· Enhance the identification of problem and the reasons for these 
· Provide avenue for solving the problems
· information and insight

b) Performers and participants
Performers and participants’ benefit from the evaluation data is learning how their performance was. Also, they will have the data of people who seen their performance to do some follow-up.
c) Audience/spectators
Audience and spectators will benefit from the evaluation data of the event by; getting the data of the target audience of the event. This data will help when they wanted to organize an event.

d) Event partners
Event partners will benefit from the evaluation data of the event by; Seeing if the goals for the project is reached. Determining whether the organization was able to make the impact it had hoped for and identifying reasons why it could not achieve all of its objectives

3. What is the importance of event surveys? Outline some important survey methods and how is each one used? (7)

Surveys can generate valuable insight to aid your market efforts in the future because they are able to provide the following vital details of attendees:
· Age groups
· Level of income
· Place of residence
· Source of advert which published information about the event
· Means of transportation to the event
· Nature of groups which they belong to - i.e., couples, family, or company, etc.
· Their opinion on certain aspects of the event
Types of Survey
· Direct interview
· Written questionnaires
· Telephone surveys
Survey method -  Description
Mail survey –               A written survey that is self-administered
Telephone survey - A survey conducted by telephone in which the questions are read to the respondents
[bookmark: _GoBack]Personal interview -   A face-to-face interview of the respondent
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