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Event Management 
The Event Management Plan

1.i. When writing an event management plan, information included in the ‘event details’ would be, the nature of the event for example whether it is outdoors or indoors, in a hall or stadium, park, river or a beach. There may be a combination of sites, such as indoor and outdoor. If this is the case, it may affect the capacity and crowd management of the event. As an event manager you would need to know the setting up time and time needed to get the venue back to its original state.

ii. If insurance is required for the event, the person responsible would be the Event Manager. They are responsible for duty to care, negligence and workplace health and safety issues. It is important that event managers gather comprehensive insurance coverage and legal advice in regards to public liability, indemnity, volunteers, copyright and contractual claims so no one is personally liable for any incidents which may occur. By keeping a detailed Register of Incidents and Subsequent Actions that can be used to records incidents that may occur before, during or after the event may prove invaluable if legal action is taken against the manager or event organiser
iii. Most public events involve a variety of safety requirements posed from the local councils or government departments. The types of permits that may be required include fire safety permits, food vendor permits, parade permits, firework permits and road closure permits. It is important to contact the relevant departments well in 
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advance so they have enough time to sort applications that may be required. Any applications made should be kept with the Event Management Plan. By consulting with stakeholders in the planning process will determine which types of permits are required.

iv. A pre event briefing is important to conduct with all the participants together. This allows things to be discussed and clarifies. Subjects of this briefing include issues of communication, timetabling, responsible service of alcohol and security and emergency procedures. By doing this means that key stakeholders are informed well in advance to allow sufficient time should any planning changes need to take place.

v. It is essential to have a well managed ticket processing when organising a safe and well event. By having a ticket process, Event mangers can choose to structure the ticketing so it allows them to predict and control the crowd size, to segment the crowd by using a number of different entrances or stagger the crowd by specifying entry times. By using tickets, you can pass on vital information printed to patrons on the tickets. They can also be used to relay extra information in the means of handouts with information regarding maps, restrictions, services, safe drinking information, transport arrangements, gate opening and closing times and health and safety warnings. 

vi. The site plan is a map of the event. It is set out on a grid format. It is firstly used as a way of communicating during the planning of the event. It can be distributed for comment and any problems that occur can be sorted out in the early planning phase. A well detailed site plan can help stakeholders, especially if they haven’t been to the venue before. A site plan can also be used as a tool for setting up an event. Staff can use the plan to locate first aid station, food stalls, position seating and bins and to create walkways. A site plan is also invaluable in the event of an emergency as it can determine the exact location of an incident resulting in a speedy response.

2. By conducting a de-briefing after the event means that information about the event is available to key stakeholders. This includes attendance and incident data as well as staff and patron feedback. Whilst still fresh in the minds of everyone, this meeting should take place as soon as possible. By producing an event evaluation, this will be useful to determine what worked well, what didn’t work and why. The information gathered in a de-briefing session would cover: finding out if the objective was met, the positives of the event and what went well, the negatives such as things that didn’t go to plan and discussion on what could be done to improve next time.

3.  My event is Dance Fit - a new dance class.
a) Purpose and type of event:
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The purpose of my event is to promote a new dance class that I would like to run on a weekly basis. I would like to hold the lessons in a hall and promote a new exercise routine to people in the local area. The event would focus on showing people new dance routines, whilst staying fit and having a good time.
b) Event Partners:
I will get in touch with local sponsors who will be able to help promote the event but will also benefit from free advertising as they will be mentioned on all flyers and marketing material. The types of sponsors I am looking for would be photo booth companies, to take photos at the event and also local makeup artists that would be able to make over people coming to the event with fun glitter and body art.
c) Budget Review:
A budget template will need to be made stating the following: the cost of the venue – this would be the cost of hiring of hall. Hiring furniture for the room – this would be tables and chairs. Budgeting for lighting and power – this would include having a AV set up for music and a microphone to use. Food and drink would also have to be considered if this is required. Marketing will have to be budgeted for as this will include producing flyers, posters or adverts in local papers/magazines to promote the event. A list of people who are going to be there to entertain will have to be taken into account. In this case, I would have people helping with promotions. 
d) Performers and participants:
As I would be managing the event, the performers would be the people who are going to be taking the class. They would be there to show people what is involved and be there to answer any questions
e) Appropriate Timelines:
I would set out timeline milestones as follows: a) pre-event, b) Ticket Launch – this would allow tickets to be sold and keep a check on the number of people attending the event, c) scheduling of the day and time, d) the opening time, e) the main event time, f) closing time.
f) Physical and human resource required:
I would require a person on the registration desk as you first enter the event, There would also be people in the event handing out information. People would also be required to take care of the food and drink requirements. If you judge the numbers of people attending the event, you may need to think about security to look after the event. 
g) Target Audience:
The target audience would be people over the age of 16. This would be a requirement for the type of event it is and would be the age limit
h) Promotional activities:
To promote the event I would use social media as the main source of promotion. Using tools such as Facebook, Twitter and Instagram would reach the target audience of people ages between 16 – 45. Flyers and posters around the local area would also be a good way of promoting the event.
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