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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. i. What is meant by the term ‘evaluation’? 

Event Evaluation – Evaluating the success of the event. The evaluation is an activity that takes place to understand and measure the extent to which an event has succeeded in achieving its purpose. This activity is completed after the event, collating all information taken from before, during and after the event for the evaluation to be conducted. 
 
ii. Describe why it is important to evaluate an event?

Evaluation is an important part of the event. From the information collated before, during and after the event determines what has worked and what has not. It also allows you to see how your audience felt about your event from customer feedback and survey results. 

The evaluation process allows you to reflect and highlight areas for future improvement, it also measures the progression from past events held. The information gained through the activity provides data for reporting, which can be used to show future sponsors/funders of your achievements, giving your sponsors/funders a confidence in your abilities. 





iii. How can an event be evaluated? 

By using SMART objectives -Specific, Measurable, Attainable, Realistic, Timely. 

By establishing small and measurable functions of the event, employees can be assigned to measure and record their productivity throughout. This will provide an overview of the event’s success. This activity also provides a good understanding of the issues faced by all participates/employees during the event, for development and improvement purposes.

This technique will also establish the team productivity and efficiency during the event, highlighting whether goals have been achieved or not and if not, how can this be improved. Provide surveys for the customer to leave feedback during and after the event. Surveys can be face to face emails, paper versions. Checking online activity via social network sites and internet searches could provide a valuable information. 

iv. Outline some evaluation methods? 
· De-briefing sessions – venue, staff, contractors
· Performer feedback
· Venue feedback
· Observation and verbal feedback
· Questionnaires and Surveys 
· Social networking 
· Media reports and publicity
· Social networking and interest websites
2. Outline how the following groups would benefit from evaluation data: 

a) Organisers – Evaluation data is an important tool for improving management. Through the assessment it will show the effectiveness of the event and is measured in terms of its functioning, problems and achievements throughout, assisting with employee training and development where needed.

b) Performers and participants – Evaluation data, detailing all aspects of the performance including acting, singers and performance, but also the set, stage, sound and lighting throughout. This information assists the performers knowing the customer likes and dislikes for development purposes, to improve confidence and stage presence, timing and choreograph for future performances.

c) Audience/spectators – Information from customers about the satisfaction or dissatisfaction they feel about the product helps immensely with achieving excellent customer satisfaction. By showing proactivity in the client’s interests gains confidence for future clients to attend future events. 

d) Event partners – Evaluation data is an important tool for event partners to allow them to establish whether your product has been a credible success or could be successful with further development or not.  

3. What is the importance of event surveys?

Event surveys can provide vital information to generate valuable insight to aid your marketing in the future.

Outline some important survey methods and how is each one used?

Direct interview Survey – Face to Face interviews are important, you can retrieve a lot from a person’s expressions, behaviours and body language showing genuine likes and dislikes. Face to face interviews would be better suited to collecting complex information as it would be more expensive regarding hiring future employees.

Written Questionnaires - Online, paper, or mobile surveys are more private and less intimidating rather than on the spot face-to-face survey interviews or telephone surveys These can be more effective giving the client the opportunity to express exactly how they feel. Anonymous surveys are a better method also, allowing the customer to be more at ease when expressing negative opinions without retaliation or offending others. I believe this would be a cheaper method but runs a high risk of low response rates.

[bookmark: _GoBack]Telephone surveys – Telephone interview responses can be gathered more quickly but would be more expensive than the written surveys. An automated service could be considered instead of hiring employees.
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