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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)      
     Question 1
                                                                   
        i    What is meant by the term ‘evaluation’?     

· Event evaluation is the process of critically observing, measuring and monitoring the implementation of an event in order to assess its outcomes accurately. Evaluation is a continuous process that takes place throughout the life of an event. It enables the creation of an event profile that outlines  the basic features and important statistics of an event.  It also enables  feedback to be provided to event stakeholders, and plays an important role in the event management process by providing a tool for analysis and improvement

        ii    Describe why it is important to evaluate an event ?

· An important aspect of event evaluation is the calculation of event impacts, both positive and negative, short term and long term, on their stakeholders, who are interested in the bigger picture of the impacts of an event.

        iii    How can an event be evaluated ?

· The event evaluation has  5 major stages 
· Planning and identification of event data required
Planning  is based on objectives and research, implementation of the event plan  evaluation based on observation, feedback and surveys
· Data analysis
· Reporting and Dissemination 

The process must be planned from the outset of the event and will involve the commitment of resources including staff, time and budget. As the collection of data can be expensive, budget will sometimes be a limiting factor in the design of the event evaluation process.

        iv   Outline some evaluation methods ?

· Pre-event evaluation;- also known as feasibility studies , which takes place before the event in order to ascertain whether it is viable to stage it. 
· The monitoring and control process, which takes place during the  implementation of the event in order to ensure that it is on track and take 
remedial action if required
· Create a demographic profile of the event audience
· Identify how the event could be improved
· Post-event evaluation,  focuses on the measurement of event outcomes and on ways in which the event can  be improved


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

· Organisers – An important function of event evaluation is to identify what worked and what didn’t in a basis for improved planning in the case of ongoing events.  An important part of the evaluation is positive and negative comment received as said above to improve the next event and learn from the pro’s and con’s

· Performers and Participants – By giving feedback through observations made on  their individual activities and inputs, by means of watching, listening to them and recording. All that they were engaged in, the duration and manner in which they performed can help all performers / participants improve on all aspects of their particular field. Self evaluation does not work in this scenario, as it requires external trained eyes and ears to formulate meaningful data.

· Audience/spectators – Critically assessing the outcome of your event through the eyes of your audience or spectators is the part of evaluation data that can give you the most overall “ feeling “ of how it was all accepted. Many parts of the data should have your objectives pertaining to the audience, such as information collected from your event attendee survey. Sections can be taken from this and a brochure type of document can be made available to these individuals after the event. This should be informative, explanatory, revealing, outlining failings and give an overall review of the event and most importantly, what to expect in future events









·  Event partners – Venue owner, councils – These individuals are usually more interested on the overall success, through all financials, the effect on the community and the environment, safe people and traffic movement, how many attendees, overall income versus profit share and many details like individuals comments on seating, amenities, ablutions, entertainment for adults and children etc. These things are areas where they can assist on improvement for future event planning



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

· Event surveys are so important in highlighting performance versus expectations. It dissects every piece of info gathered, analyze it and distribute to the relevant parties. It’s the blueprint for future events, whereby is highlights areas of improvements. The following are a sample of survey methods deployed and how they are utilized;-
· Employing direct observation by the event manager and/or staff – This is conducted by the monitoring, recording and analyzing of all aspects of the event, in order to distribute the survey to all concerned parties for review and resolve any issues for future events.
· Analyzing all reports from support infrastructure personnel, eg. Police, Fire, Health and Safety, Security stewards etc. – The event’s overall performance in the above areas of control is essential to satisfy all professional bodies concerned and deployed. Failure within these areas cannot be tolerated as they mainly support how the event runs and how the public and media perceive its effectiveness.
· Analyzing income reports or financial reports – This highlights the success to the financial stakeholders, whereby they can draft income statements etc. to show the profit margins –or losses in areas of concern. They can see which parts of the event drew most monies ( via tickets ) and where more attention is required to areas that failed financially.
· Here are others listed, where their title is self explanatory.
· Monitoring progress of event during staff meetings to discuss progress reports
· Undertaking debriefing of key staff to obtain feedback of the event.
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