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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. 
	What is the importance of “feasibility study” when making a budget for an event?

	A feasibility study is important as it is to determine exactly what is needed in order for your event to be a success. When I meet with a client, I would conduct a feasibility study to enable myself to make a detailed outline of every resource I am going to require in conducting this event. 

The best way for myself as the planner to do this, is by making a list of all the services that I am going to need from start to finish in one column and then finding out and recording the costs in another column, and in a further column, look to see where the resources are going to come from in order to meet these costs.  
This could be by fund raising, sponsorship, personal investment, donations from companies which in turn would enable use of their equipment and services, whilst giving them free advertising. As well as looking to see what grants or additional funds are available. 

  In doing so enables you to establish if this event and the listed requirements will fit in to your budget set aside for this event or not. 

The list of your requirements for an example, might include the following:

· Staffing

· Technology_ (technical & Electronics required like Music, Lighting, Microphones, special effects).

· Location- (Near transport-taxi firms around/ Bus routes)

· Suppliers (Caterers, DJ, Chair covers weddings etc,

· Staffing (Door staff, Parking attendants

· Decorations- (Table toppers, balloons, visual effects, banners, feature focus points) 

Once a feasibility study has been conducted then this will enable myself to provide a more accurate picture of what is needed, as well as determining whether or not this event would be worthwhile for myself to undertake the event, ensuring I have met the objectives of the client holding the event, whist also ensuring making a healthy profit is made to.


	Describe the main factors that should be considered when selecting a venue.

	The majority of the time events being planned (say for example a wedding) would be held in places such as Town Halls, historic buildings, castles, palaces, sport facilities, in the open air, hotels, restaurants, and lounges. 

From time-to-time other venues may need to be included for events and these would include places like boats, pubs/ bars, disco/ nightclubs or convention centres.

Regardless of where the chosen venue is to be held, the main factors to include when choosing a venue are:

· Availability (is it available the days, dates, and at times you want)

· The reputation of venue (if the reputation of a particular place is not very good and people are aware of this, then this may put people off in attending the event.

· Locality (Is it easy to get to, is it easy to find)

· Amenities close by (Train stations, Bus Taxi ranks)

· Other events the same day (You do not want to be holding a board meeting if in the same venue you have a music festival going on the same day.

· Venue amenities (Power and water to and from the venue. Toiletry facilities, parking, Catering & Refreshments capability and the availability of catering and refreshments). 

· Access (Is it suitable for disabled people or wheelchair users)

· Restrictions (Must you use their caterers, time restraints, capabilities in the use of the venue as you may not be allowed to hold a wedding there with a Registrar if it is not licensed, you may have to use a Celebrant instead).

· Suitability of venue (Does it fit in with the theme or intended purpose wanted for the event. After all you do not want to be wanting a romantic themed event like a stately wedding in a venue that looks like a tin shed. Or an eccentric event with a periodic theme being held, that the venue itself is too modern in appearance and has limited grounds.

· Safety & Security (If you have expensive equipment being set up in advance will the equipment be safe, is there CCTV around the building. Is the venue in a reputable area and not in the middle of a detrimental area or the middle of an industrial estate)?



	Outline the main safety considerations for catering operations.

	Once all catering requirements have been decided, I would then have to set about thinking about whether the catering is to be carried out by the venue itself or if external agencies are available. 

Whichever option or company has been chosen; it is then imperative that all aspects meet standards. By this I mean ensuring that the ordering of the food, the food preparation and the sale including delivery and storage must be in accordance with the requirements of food and safety regulations and code of practice guidelines. 

These are standards that cover any catering company be it 

· static catering stalls, 

· mobile catering units, 

· Pop up Bars, 

· Ice Cream Stalls, 

· Burger and Sandwich vans.

Careful consideration and inspections of provisions are carried out to ensure that any food prepared is being prepared in hygienic and safe manner, which is a must, regardless of what provision is being enlisted to conduct the event. Particular attention by myself as the event planner is to ensure that any agency or food providing service I have enlisted, is competent and meets or exceeds the required standards of the preparing, cooking and delivery of foods for consumption. 

Another check I would ask to see when I approached a caterer is the Caterer’s record document. In doing so I would be expecting to see evidence of the following:

· The provision for identification and regulation of food hazards is recorded appropriately.
· Health and safety hazards are regulated and that provision for identifying these are monitored.
· Any equipment for the preparation or sale of food is available.
· To avoid cross contamination, that the safe and appropriate transportation of food and during storage is adhered to, maintained, and checked, along with ensuring that the correct disposal of food waste is followed, checked and maintained during and after the event.

· Request to see evidence of caterer’s maintaining high standard of hygiene of food handling personnel. This may include that the staff they use for events such as The Chef and other kitchen staff have at least the Basic food hygiene certificates, in date and completed.
· Facilities for adequate storage and handling of food, that they are clean and maintained regularly and checked. Additionally, ask what resources they have in the event of a breakdown of their facilities. 
· The catering service MUST provide sufficient evidence of their insurance, to cover property and people.
· The catering service MUST provide sufficient evidence that any items installed have the compliance certification of electrical and gas installation and checked as per required, such as “Pat Testing” and “Gas safety checks” have been conducted yearly. 
· The catering service MUST provide sufficient evidence they have adequate, sufficient number of first aid boxes to the ratio of people working and attending the event.  X3 travel size first aid boxes for 2000 people would not be anywhere near sufficient or acceptable. 


	If the event is at a distance from the train station would some extra arrangements be Required to facilitate the public and what those arrangements can be?

	If the event is at a distance from the train station, then some extra arrangements would definitely need to be required. I would have to ensure what arrangements made were sufficient and adequate to facilitate the flow of the public.

These arrangements might be?

· Coaches

· Minibuses

· Taxis

· Car Hire

There are considerations that need to be taken n to account for this though.
· Coaches:
I would need to ensure that there was sufficient space for the meeting and greeting of the public at the station was suitable, that the platforms could take Vast amounts of members of the public.  If the local station is a minor station with short platforms, then I might need to look at alternatives. By this I mean that the next station afterwards or the station prior might be in fact a bigger station. The benefits of this would mean that this is likely to have larger platforms. In doing so means it can safely house longer trains. 

Another benefit of the larger train station may be that there may also be the space in the car park to designate a particular point where coaches could be stationed whilst the passengers bord to take them to the event.  

· Taxis & Minibuses: 

Larger stations are more likely to have a taxi rank outside in the car park. Local Taxi firms could also be employed to carry this out duty out in conveying the public to the event. Again, a designated area assigned purely for this event could be situated in the car park directing people to and from the station.

· Car Hire

Another complete alternative could be Car hire companies having vehicles housed at the station by people who have pre booked this service to collect and return cars to the station. 

Regardless, I would need to ensure that the station was able to deal with the flow of traffic and volumes of people this event may incur. 

I may need to as the event planner needs to assess the effectiveness of having a combined event/rail ticket and supplementary bus service, to convey participants from the train station to the event venue if this was deemed necessary.



	How the PA system and video screens can best be used to manage the crowd?

	First and foremost, good crowd management is ensuring an event results as an incident free outcome, I do this by ensuring I have all the safety measures in place, which in turn builds a good starting foundation to crowd management. 

The goal of crowd management at events is having measures and a good understanding of the behaviours of the participants. Understanding the factors that influence behaviour of people at events and other underlying issues are crucial to having a successful Event.  In doing so enables those attending the event to have the most enjoyable experience. 

For this particular question, I am going to use if you go to a music concert where your favourite band is on tour like we did when we went to see Ed Sheeran. The crowd was managed by the event planners.  Once we had parked the car and got on the courtesy bus and then driven to the venue, they had the use of PA Systems and Video screens and cameras. Each has it own particular benefit. 

If I break this down in to three elements, I can then explain the benefits of using PA Systems and Video screens. 

The three elements are:

· Entry

· During

· Exit

Each element using the PA Systems and Video screen I am going to explain the benefits and purpose.

· Entry:

PA Systems:

· These were used to give people attending the gates information regarding what was happening at the gate. 

· For attendees to ensure that they had their credit cards they had booked the tickets with ready to be checked at the gate which would then issue them with the tickets.   

· This was then and added security so that people knew what was going to be expected of them at the gate before they got there. (This was stated that due to fraudulent ticketers being in operation, it was a secure way to know that the people entering the area had purchased genuine tickets) 

· A PA System is beneficial for those who are also blind or of limited vision in knowing what is going on. 

Video Screens:

· Whilst waiting in the queue, video screens were used as a form of map to show you what facilities were available inside the venue. 

· They can also be used to advertise up coming events, advertise sponsors and other associated agencies.

· Show direction of travel

· During:

PA Systems:

The use of PA systems during the event, enable people to be able to contact others attending the event without over-powering the event or unnerving the guests. 

· Announcements could be made for example if someone is lost. The organisers or security officials can relocate people missing with the group/ families again. 

· PA systems can be used to announce when things are occurring such as tribute acts, or to announce a short interval, when the music concert is about to re start.  

· Could  

Video Screens:

At this particular concert, video screens and projectors were strategically placed around the venue making the experience exciting, enjoyable, and more importantly seemingly stress free.  

· You do not feel the need to follow the crowd in any direction. 

· You do not have to gravitate towards the stage area.

· Controls what possibly could be overcrowding in the main area.

A giant screen was also viewable just to the side of the artists, so again, you could you did not have to be right in front of the stage to see what was going on. 
· This can be used for video effects of songs.

· Adding to the song being sung at the time.  

Whilst one section to the sides there was seating there was also a dance floor area/ standing area to watch artists on the stage. However, to ensure that area was not always crowed.

The use of video screens, means that you could go to the food eating and bar areas, and although you may not be seeing the persons on stage directly, you could still see the acts on the stage as it was broadcasted in live time on to the screen. 

Another benefit of having screens around the event is also weather related too. 

· If it is too hot standing in the sun, then you could find a shaded area so therefore it encouraged people to take up seats in less crowded areas.

Precautions and effectiveness need to be ensured when using Video screens.

· Screens used should be secure in their fixings

· Have the ability to adapt to the time of day and the visual capability. 

· Be able to show the acts clearly in high-definition colours and be viewable in broad sunlight and daylight hours.

· Being clear and colour contrasted when viewing the concert in the dark.

· Video screens used for advertising.

Video screens can also be used also for directing people to certain areas, such as 

· Toilet facilities. 

· Food & Refreshments

· First Aid & Medical Attention Required facilities.

· Exits 

· After:

PA Systems:

These were used to give people leaving the venue information regarding what was happening at the exit gate. 

· To enable the congregation leaving where the exits were

· What the procedure was with the busses that were used to return you to your car parks. 

The benefits of this are:

· Continues to be added security (So that people knew what was going to be expected of them at the gate before they get there)

· Ensures the flow of the general public in leaving the event is steady.

· Ensure there is no mass panic at the gates of what to do or where to go.

· Minimalises confusion and a free-for-all. It means the event remains structured from start to finish.  

Video Screens:

The benefit of having screens as it is a visual aid to complement the PA System:

· Continues to be added security.

· People knew what direction the exit is when it is dark.

· Ensures the flow of the general public in leaving the event is steady.

· Minimalises confusion and a free-for-all. 

For all this at a music concert, it can be done on a smaller scale at receptions like weddings if there is a multi-function room hotel that could for example 10 reception areas, then video screens could be used to direct the particular guest to right designated area so that all the receptions do not mix all together, after entering the hotel’s main reception area. 

The benefit of this is that it ensures each wedding reception held has: 

· Your own area and privacy.

· Own entrance and exit 

· Bar area 

· Eating area




	Instructions:

Experiment with ‘brain -storming process,’ by gathering a group of friends (up to eight) from your local community. Explain to them that you would like to work for a creation of a concept for a festival that would attract a wide-cross section of the local community.

Produce a report based on the above activity explaining:



	

	a) How was your experience?



	Overall, the experience was quite difficult initially as we had been through a pandemic. As a result, this set me back. During that time, I emailed and spoke to some fellow celebrants and asked them to come up with some suggestions to help me with this assignment. I then arranged that in a few weeks’ time we would video call each other and go through any ideas we all had. 
One common finding was that there seemed to be an increase in celebrants for funerals limiting the amount of services we were doing along with limited services due to covid restrictions.

	b) What ideas were discussed?



	· What could benefit our roles as celebrants and build our careers?

· Who could we discuss ideas with?

· How would we go about advertising such an events?

· Where would are market be for these events?

· How much would it cost us?

· How much would it cost others?

· Would there be a cost to people attending?

· How would we draw clients in to attending? 

· Would other suppliers be interested in participating?

	c) Which themes/ideas were finally selected and why?

	The idea settled on was to try and arrange a wedding fayre. Seeing as so many couple have been delayed in holding wedding ceremonies and venues have closed, what options were there for people. This way, when we were able to reestablish ourselves, we could offer our services as it is another part of being a celebrant. The thought behind it was to show couples that there is more opportunities open to them. 

In order to do this, it would require finding venues people would be interested in holding their wedding ceremony at. Or, places that would be big enough to accommodate other suppliers, have provisions of tables and chairs.

As a result, I looked at venues in my local area and emailing them to see if they would be interested in meeting to discuss the possibility of holding a wedding fayre.

The difficulty I experienced was getting a venue to understand the concept of celebrant ceremonies and how it would benefit them and also couples.  This meant that I really needed to devise a leaflet to be able to show and give to couples to explain what a celebrant was and what a celebrant can provide as a service for a ceremony. 

What I decided is needed to hold such an event is the following:

For The Event:

· Advertising

· Monitoring 

· Ticketing entry system

· Recording of attendees.

From Suppliers

· Public Liability Insurance

· Professional Indemnity Insurance
· PAT Testing of electronic items

· Robust and in-depth Risk Assessments.

For The Suppliers:

· Area layout plan of who is going to go where.

· Devising layout plan so different suppliers were not all bundled together if same supplier. 

· Venue Risk assessments.

· Parking arrangements.

· Set up guidelines.

· Departing guidelines.
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