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Q.1 Short Questions: 

i. When writing an event management plan which sort of information would you include in ‘Event Details’ section?

Answer: For the Event Details, it is of utmost importance to provide clear and accurate information about the nature of the event. This should indicate whether the venue is outdoors or indoors, in a hall or stadium, at parklands, river, on beach or at another venue. It is valuable to note whether there are a combination of sites, e.g. both indoor and outdoor, as this can have a bearing on the capacity of the event as well as crowd movement within the event. The duration of the event is also important as well as the expected attendees.

ii. Who is responsible to arrange for any type of insurance required for the event and what are the benefits if taken?

Answer: It is the responsibility of the Event Manager to arrange for all types of insurance required for the event as he is the person responsible for the overall organisation of the event. The benefits of obtaining insurance includes: 

(a) Avoidance of personal liability for any incident(s) before, during or after the event by the Event Manager or event organizing company.

(b) A detailed Register of Incidents and Subsequent Actions to be used to record incidents that occur before, during and after the event could be invaluable if legal action is taken against the event organisers or the event manager.
(c) Insuring the event reduces any untoward anxiety as regards the success or otherwise of the event by the Event Manager as he/she knows whatever incident(s) that occur as a result of the event will be adequately taken care off by the insurance company.

iii. Most of the public events involve variety of safety requirements posed by the local councils and other government departments. Which type of permits you may require to get in order to meet those requirements?

Answer: Depending on the laws of the land (city, town etc) where the event is to take place, there are several permits required to be obtained. Some of them includes: Alcohol use permit, building permit (for temporary structures e.g. tents, canopy), electrical permit, entertainment permit, fire safety permits, food vendor permit, lake use permit, parade permit, fireworks permit, park use permit, road closure permit, temporary assembly permit and trade show or exhibition permit etc.

iv. What is the importance of conducting a pre-event briefing with the participants? Which sort of issues should be discussed in a pre-event briefing?

Answer: It is highly important to conduct a pre-event briefing as the briefing provides background information relating to all the different aspects/parts of the event. It gives the participants the opportunity to know how exactly the events is planned to be run and who exactly is responsible for what.

Issues to be discussed at a pre-event briefing includes: Communication, safety, security and emergency procedures, timetabling, responsible service of alcohol, VIP treatments, duty delegation, back-up plans etc.

v. A well managed ticketing process is essential to conduct a safe and well organised event. How?

Answers: A well managed ticketing process serves the benefits of helping to predict and control the crowd size, segment the crowd by using a number of entrances, or stagger crowd arrival by specifying entry times. It can also serves as a veritable source of information dissemination as a good ticket carries additional information about the event that bothers on safety of the attendees. Such information could include: maps; patron information regarding restrictions; services and their location; safe drinking information; transport arrangements; gate opening and closing times; and personal health and safety warnings, e.g. water, sunscreen and hats. 

vi. Which type of a document is the site plan? And why it is said that a site plan is an essential tool in event planning and management?

Answer:  A site plan is a map of the event and an essential tool in event planning and management. Firstly, as a way of communicating during the planning of the event, the site plan can be distributed for comment, and any problems or conflicts can be sorted out early in the planning phase. It may be that some stakeholders have not been to the venue before and a well detailed site plan may help them in their organisation. Secondly, a site plan can be a worthwhile resource for setting up the event. Staff can use the plan to erect temporary first aid stations, food stalls, position seating, and bins and to create walkways.

A site plan is invaluable in the event of an emergency. Security staff, police, first aid personnel and emergency services personnel should carry a copy of the site plan. The site plan can quickly determine the exact location of an incident or emergency thereby assisting in speedy responses.
