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An Introduction to Event Planning.


1. Explain the duties and responsibilities of an event planner/co-ordinator. (7)

An event can be defined simply as something that happens. The purpose of an event can vary, spanning social, community, political and corporate agendas. The duties and responsibilities of an event planner/co-ordinator can be summarised as making sure the event happens, is a success and meets the objectives of the client.

In practice the success of an event requires the planner to carry out a wide range of duties and responsibilities. To help illustrate what this involves in practice I will use the example of planning for and running of a community summer fair.

At the very beginning, sometimes referred to as the pre planning phase, the event planner needs to work with the client to establish why the event is taking place, who is to be involved, what is to happen, what the intended objectives and outcomes are and the size of the budget that is available. Clarity at this stage, a SMART brief, is a basic prerequisite for success. 

The event planner will then need to work with the client and possibly do some further research into possible locations/venues, the capacity and suitability and what regulatory frameworks need to be negotiated e.g. health and safety, food hygiene, insurance and licensing. It is at this point that the event planner should also discuss the staffing requirements for the event and how they will be recruited, trained and managed.

The event planner will also have to work with the client to establish preferred dates and times for the event. To aid this part of the process the event planner may have to carry out some research into what other events are taking place on the dates and times identified. This is important to avoid clashes that may impact on turnout. Once preferred dates have been established the event planer must also secure written confirmation on when the venue will be available and on what terms and conditions.

To manage the project plan effectively the event planner will want to know from the client is there is any flexibility in terms of budget, quality, performance and time. This knowledge will be used to inform the management of the event. 

The focus of the work for the event planner will then turn to drawing up of a project plan. Here a useful technique is to work back from the agreed date and to then populate the project plan with all of the tasks that have to be completed, when, in what sequence and by whom. 

For the community fair activities that would have to be assigned and completed prior to the event would range from securing a license from the local authority to use the land and to have road closures, through to researching and choosing entertainers and securing a PA system.  

The event planner also has to put in place, “A written logistic or operations plan …. to be part of the communication within the event. It could range from a one-page contact list with approximate arrival times, to a bound folder covering all areas”. Bowdin et al 2011, page 556.

As the planning and delivery of any event can be impacted upon by external factors, e.g. a train strike or rain forecasted for an event taking place outside, it is important that the event manager keeps a close eye on the wider environment and makes adjustment within the parameters agreed with the client. An example here would be to order a gazebo to cover the electrical equipment and provide a dry performing area. If the planned response goes outside of the parameters agreed with the client e.g. the budget, it is imperative that the event manager discusses this with the client prior to taking any action.

On the day of the community summer fair the event planner’s attention will shift to implementing and managing a prepared schedule of activity with clear time lines and a fully briefed team that know what they are doing and when and who to approach and/or what to do if something happens e.g. someone takes ill and how to contact first aider, who to contact if the road closures are not in place and the Mayor, who is opening the event, is running late.

Cleaning up after the event is also a duty and responsibility of the event planner. In the case of the community summer fair a team of volunteers had been recruited to pick up litter and a special refuse collection had been booked for late evening. 

A further duty for the event planner is to carry out a review of how the event went, what went well, what did not go well and what would be done differently next time – there is always room for improvement. 


2. Outline the main tasks involved in event planning. (5).

The main tasks are:

a. Pre planning.

Theme
Identify and agreed the theme, objectives, outcomes and target audiences with the client and how success will be measured.
Dates.
Identify possible dates and times for the event.
Budget.
Discuss and agree budget with client. Develop a spreadsheet identifying self-contained packages of work/activity and the agreed budget for each one. Reporting back on any significant variances to the client.
Venue. 
Research for venue/s that meet the theme, specification and budget of the client. Short list with client.

b. Finalise Venue.
Visit shortlisted venues (possibly with client) to assess fit with theme and specification and availability of services e.g. reception service, AV, catering, IT technicians. 

Accessibility. 
Asses if venue is easy to get to, close to public transport if appropriate. Is the building fully accessible – double check as some venues are billed as accessible and are not? How are accessible toilets accessed?

Health and safety. 
Identify and assess any health and safety issues in the venue and how they will be dealt with e.g. fire drills – does the venue provide fire marshals? Do you need to appoint and train health and safety leads in your staff team? 
 
Licensing. 
Are licenses needed for music and entertainment, selling of alcohol etc.? 
Insurance.
What insurance cover does the venue require your client to have in place? Does your client have public liability insurance?

c. Project Planning 
Draw up a Gantt Chart that on the vertical axis has all of the tasks that have to be completed. These will have a themed heading and a list of sub tasks.
On the horizontal axis have a calendar setting out individual days, weeks and months. 
Insert the date of the event and then map the main task and sub tasks on to the calendar and allocate resources, people and equipment. This will include all of the logistical work that has to take place. 
The event planner needs to keep this plan under constant review, being aware of factors in the wider environment and making adjustments within the parameters agreed with the client or informing the client if this is not possible and ask for instruction on the way forward. Event planner must make regular financial reports on actual spend against the budget and account for any variances. 
d. Schedule.
Prepare a detailed schedule for the day of the event to include.
· Rota for staff and volunteers ranging from when to set up stalls, when to prepare dancing area, when to place mats out for gymnastic displays etc.
· Arrival, performance and leaving times for all performances and activities. Contact numbers for activity, lead person for the performer, to be included.
· Location details for event centre which will always have trained people available, first aid, security, toilets etc.
· Details of any restrictions on noise and where. 
· Location for and times when refreshments will be available. 
· Time when clean up should start, who and what will be involved. 

e. Evaluation and Dissemination of Learning.
Carry out an evaluation of the event, as agreed on the post planning phase with the client. Write up key findings and deliver to client with an account of how things could have been improved. 

3. What are the five W’s in Event Creation and what is their importance when planning an event? (6).

The five W’s in Event Creation are: Why, Who, When, Where and What.
They are important because they provide a framework on which to hang the key information than an event planner needs to make a success of the planned activity.
In day to day life it is not unusual for one person to say let’s go into town, or lets go out to the cinema. In a group of two or more people many will ask why you have suggested this and you will talk about it further.
For an event you are asking people to take part in something – they will want to know why and what is in it for them – you do not have the ability to discuss this on a one to one basis. So, step number one in creating an event for others to attend is for the event creator to be very clear why they want to put all the effort into arranging the event and what purpose will it solve. This needs to be clear and unambiguous. It may take time and a lot of thought to get to this stage but it is important as clarity is the foundation step that will determine the form and content of all of the other steps that you will take. 
The next step is who you want to invite to come to the event. Some people may say, “Let’s just throw it out there and see who decides to come”. This is one option and it may succeed. However marketing theory tells us that there is a vast array of people out there in the market with very different interests and thoughts. To get the people to come along to your event that are interested in the issue or subject and could contribute to the event you need to be clear who you want to invite and make sure you make contact with them – in marketing terms this is called segmenting the market and developing a strong marketing plan to reach and actively engage with the people who are interested in and motivated to get involved in the event.
The third W is when – when will you hold the event? Once you have identified and segmented your market you will have a much better idea of the day and time that these people may want to come to an event and where. If you are targeting older and frailer people it is unlikely that you would come to an event in winter and at night. Many older people do not want to come out in the cold at night. If it was essential that older and frailer people were present and this was the only time the event could take place then you may put on transport with escorts but the same arrangement in a warmer period and during the day would probably have a greatly enhance turn out.  Another factor the third w raises in your mind is to check out that there is not a very similar event on the same day and time – not an unknown a slip up that can have a disastrous impact on success.
The fourth W – where will you hold the event. Again you would reference back to the profile of the target audience to guide where you will hold the event. If the profile of your target audience is middle aged professionals and the event is about developing professional knowledge you may think about holding the event at the premises of the professions headquarters e.g. for GP’s The Royal College of GP’s premises in Euston. Some of the participants may use wheel chairs and therefore the event planner needs to ensure that the venue is fully accessible. 
Another factor may be ease of access as people will be coming from across the country, so close proximity to national transport hubs is a must as your wish to ensure people have an enjoyable and memorable experience and do not just remember the horrendous journey.  
Finally the fifth W – what concept or idea is the event about? All events need a concept or an idea that has to mean something to you target group. To be interested in coming to the event members’ of your target audience need to see your marketing efforts and what to engage. Once they have engaged they then need to be convinced that they want to give up their time and possible money to contribute to the event. So, if a client has not identified an idea or theme the event planner needs to work with them to do so. A starting point could be going back to the first W why. If the why is not clear then further work needs to take place on the why before moving on to creating a concept or idea.

4. How should an event planner evaluate a venue to make sure that it best serves the event’s requirements? (6).

Before evaluating a venue the event planner needs to discuss and agree with the client the theme, objectives, outcomes and target audience. This provides the framework through which an evaluation can be put into practice i.e. how far do the venues under review support the achievement of the client’s wishes. 

Hopefully the target number of the people that will be attending will have been discussed with the client as part of the framework exercise. If not the event planner needs to discuss this with the client. The number of people coming and how they will fit within the venue will be one key aspect of the evaluation, a point that will also determine the number of toilet facilities the venue will need to be suitable. 

The profile of the people attending is also important in other ways. If there is one or more people attending that are using wheelchairs an accessible toilet is required. It will also be necessary to check the capacity of any lifts as some wheelchairs are quite large and do not fit into all lifts. If there are a number of older people coming the event planner must also evaluate the location of toilets for suitability – you do not want them to be up four flights of tiny stairs. 

Though discussions with the client the event planner should have established the format for the event. For example a conference on combatting the isolation and loneliness of older people may involve a platform of five speakers followed by a panel discussion. The set up needed will be for a stage, AV facilities, support of a technician and rows of seats in theatre style for the audience with breaks in the rows to enable the use of a roving mike. Alternatively the client my not want this set up throughput the event. They may want a 45 minute period for speeches and 15 minutes questions and answers and then for the participants to be divided into small seminar groups to work on particular challenges. In the second scenario a venue with just a large hall would not be suitable. The need is for a venue with a large hall, AV and technician support plus a number of breakout rooms. 

The client may have also requested a venue that is close to rail and bus terminals as people will be travelling to the event from across the country. So in evaluating the venue the event planner must take this into account in making their recommendations. 

In some situations the client may say that they want a new, clean and bright facility, close to public transport. The event manager may identify a number of such venues that meet all of these requirements but are not within the budget the client has agreed. In this situation the event planner needs to go back to the client and explain the position and seek instruction e.g. revised specification for the venue or an increase in budget.

The catering requirements of the client and the venue’s ability to meet the specification is another factor in the evaluation of any venue. Others elements of an evaluation may range from the need to access overnight accommodation, the restrictions on using blue tack to display the thoughts of one of the seminar groups through to the help available from the venue to set up the venue for the day and assist throughout the movement to seminars and back to the main hall. 

In conclusion for an event planner to make sure that the venue they select best serves the event’s requirements needs the event planner to work with the client to agree a speciation and to then evaluate the venues that are available against that specification. If what is available is not an exact fit then the event planner needs to report back to the client and take direction.




5. ‘An event planner is a person with appropriate skills for making timely decisions.’ Discuss. (6).

Many people who are not an event planner, will comment that it is very easy just to book a venue and invite people to come along. In short event planning only requires common sense and there is nothing else to it. 

I would agree that event planning requires common sense but for it to be a success it requires far more. I do not think that an event planner is a person with appropriate skills for making timely decisions. I think event planners are people who have the skills to support their clients to make timely decisions. 

An event needs a clear purpose, without a clear purpose it is difficult to plan because you are not sure where you are going and what the event will look like. People who have no experience of planning or running events often find this emphasis on clarity at the beginning of the process difficult to understand. The skill of the event planner is to help people to think this through and for them to gain clarity on why they want the event to take place and the ideas they have about how it will look and  the overall theme.

The next stage in event planning is to establish who you want to invite. Here the event planner uses their skills to enable their client/s to ‘segment the market’, or in the context of the marriage break down the family tree, to then be in a position to identify who to invite and why. Once you have clarity of purpose and agreement on who to invite the matter of date and venue appear. The event planner’s skill is to research, identify and seek to avoid any clashes with the other events and to discuss and agree the client’s requirements for the venue which the event manager will then seek to source. Here the skills of the event manager range from negotiation and problem solving skills through to understanding legislation dealing with access issues, health and safety, licensing, planning and insurance. All of these skills are required to enable the event planner to provide accurate advice and guidance for the client to make timely decisions. 

In some contexts the client may ask the event planner to make some decisions on agreed areas of work within agreed parameters e.g. because the client does not have time to pay sufficient attention to checking the detail or they do not have enough knowledge about marketing and public relations.

Finally it is important to note that the event planner has to have a lot of skills to enable them to provide effective advice and support to their clients. The event planner must be skilled and experienced in the use of IT and a number of software packages, they will need to be able to work under pressure, be highly organised, to meet deadlines and be able to work alone and as a team member. 
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