Karen Williams         Steps in Planning the Event
Assessment ~4


1. Give short answers for the following questions: (24)

i. What is the importance of “feasibility study” when making a budget for an event?
The budget for an event using a feasibility study is important as it provides a detailed outline of every itemised activity and resource that will be needed to make the event a success. Things such as technical and logistical requirements as well as staffing, suppliers and equipment to be used.  A lot of research is required to assess the size, location and if there is demand for the event in the area. This will give the event management an accurate picture in making their decisions and also in finding the funds to finance the project from sponsors etc. The event must be seen as beneficial and worth while to all parties involved.
ii.  Describe the main factors that should be considered when selecting a venue. 
When selecting an event, the event management company will be taking into consideration the operational effectiveness and aesthetic appeal of a venue. This means the type of venue with the facilities that are on offer is also important as this will need to meet all the logistical needs required for the event itself.  The compatibility of the venue is essential for the event. Depending on the event will ascertain the sort of venue that is required to host it. such as a stage, the equipment, the essential facilities which will contribute to the selection and all the logistical needs of the venue.  The 5 Ws will also be used in this process to make sure the best venue is selected.
iii> Outline the main safety considerations for catering operations.

Firstly, all the catering including delivery and storage must comply with the requirements of food and safety regulations and code of practice guidelines. This applies to all catering services no matter what type it is. 

For the catering to be operational at any event the following safety considerations must be adhered to. The use of LPG is particularly important and it must comply and be in accordance with the regulations of storing and handling due to the risks in using it for catering. Food must also be prepared in a hygienic and safe manner. The caterer’s record document should be examined for evidence to make sure they are complying with the rules, for example adequate drinking water.  You must ensure that there is enough LPC for the period defined and no more.  Electrical installation should be of a suitable rated power and the output should be enough for the intended use of the event.  Of course, it should also be tested to the acceptable levels and regulations. Ie no loose wires etc. Firefighting equipment should be suitable for the catering that is being undertaken.  It is important that only equipment is used that conforms with the relevant British Standard.  And of course, all combustible materials should be kept away from any catering outlet due to the risk. There should be a site plan which should include a detailed layout of all catering activities and to make sure that all safety is observed for the public attending the event, 


iv> 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? 
Depending on the size of the event and the location of the event this might mean that special arrangements would have to be made with the railway authorities  to allow them to make provision for extra trains to accommodate the increased numbers of guests as well as parking facilities for the extra numbers. This would have to be assessed by the event manager who would look at extra arrangements to and from the station to the event by getting in contact with the rail operators to make plans to allow for this. Contingency plans would be put in place to plan how to manage the large crowds on the platforms from the rail operators and the police. Laying on extra bus services to transport the guests to and from the station to the venue. Also keeping the public informed by advertising the extra services and resources being made to transport them and make their journeys easier to and from event in a timely way and manner. 

v> How the PA system and video screens can best be used to manage the crowd?
Being able to manage a crowd at an event and how it is done is especially important to ensure that there is an incident free environment for everyone.  The factors that would influence and manage the crowd are the way the PA system and video screens are set up to keep their attention and the way they behave.  The positioning of these things can be crucial in the way a crowd is managed.  It can determine how people will behave at the event be it large or small.  It allows crowd control to be in place just by the positioning of systems.  For example, the video screens will place people at different parts of the event not all in one place, it spaces everyone out so not causing overcrowding in one part of the venue. Crowd behaviour can be hugely influenced by the PA system and video screens and where and how they are set up at the venue. It provides an effective way of communicating with the crowd, managing them and allowing them to enjoy the event.  Crowd management is especially important and how it is controlled by the systems and screens that are used.
Activity (6)
 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?
Brain storming and discussing the initial concepts and ideas for a festival was interesting as it is a large event to think about.  We looked at the five Ws to start the brainstorming off.  It was good to have suggestions and ideas being put forward on how we would approach the idea, where we would like it to be geographically placed and the sort of people it would attract and how many. 
 b) What ideas were discussed?
We discussed where it would be located, the time of the year,  being outside possibly Summer the best time to host it, the size of the venue, if we should have one stage or a few on the site,  the mood and creative elements of the event, a colour scheme possibly depending on the theme, hospitality ideas, what catering should we provide, the artists whom would perform at the event, the safety aspect of it which is important, budget and how we would advertise it prior to the date of it happening. 
 c) Which themes/ideas were finally selected and why?
We chose to do a festival community theme, by bringing in local businesses, musicians, artists, sellers, chefs.  Make it a food, wine and spirts festival with music from artists spread across the venue. Have a main stage and then a few smaller stages for smaller artists to perform on. Use tents to keep them separate from the main arena.  The reason for this is to make it a community festival where all different sorts of people can mix, enjoy and listen to different things whether it be music or someone doing magic. 





