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                                      ASSESSMENT 4                         STEPS IN PLANNING THE EVENT.     1.   Give short answers for the following questions:     I . What is the importance of “ feasibility study” when making a budget for an  event?   The feasibility study needs to be able to predict the financial outcome of staging  an event to a reasonable degree of accuracy. This entails developing a budget  where all expected revenues and all known costs are listed. It is most important  that would - be  organisers exercise a high degree of realism when estimating  possible revenues. Furthermore, it is vital to ensure that all costs are included.  Two typical situations can spell disaster:   1.   The event goes ahead despite the loss of a major source of income …i. e.  sponsorship is not as much as planned , a funding submission to  goverm ment fails or only half as many participants enter.   2.   An unexpected cost arises but it is too late to cancel or change the  event..i.e venue costs escalate, errors are made in calculating   the cost of  official, or extra equipment has to bought at the last moment.                                                                                         ( web: leoisaac.com)     II. Describe  the main factors that should be considered when selecting a  venue.   You may consider venues such as Town Halls, boats, bars and discos,  congress and convention centres, historic building, castles, palaces, sport  facilities, in the open air, hotels, restaurants,and lounges.   Factors to consider before making decision  during include the following:   -   Fixed labour.   -   Unreimbursed ( you cannot charge your client) overtime.   -   Unreimbursed ( you cannot charge your client) supplies.   -   Unnecessary sub - rentals.     III. Outline the main safety considerations for catering operations.   MAIN  SAFETY CONSIDERATIONS  
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1. Give short answers for the following questions:

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

The feasibility study needs to be able to predict the financial outcome of staging an event to a reasonable degree of accuracy. This entails developing a budget where all expected revenues and all known costs are listed. It is most important that would-be organisers exercise a high degree of realism when estimating possible revenues. Furthermore, it is vital to ensure that all costs are included. Two typical situations can spell disaster:

1. The event goes ahead despite the loss of a major source of income …i.e. sponsorship is not as much as planned, a funding submission to govermment fails or only half as many participants enter.

2. An unexpected cost arises but it is too late to cancel or change the event..i.e venue costs escalate, errors are made in calculating the cost of official, or extra equipment has to bought at the last moment.



                                                                                   ( web: leoisaac.com)



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

You may consider venues such as Town Halls, boats, bars and discos, congress and convention centres, historic building, castles, palaces, sport facilities, in the open air, hotels, restaurants,and lounges.

Factors to consider before making decision during include the following:

· Fixed labour.

· Unreimbursed ( you cannot charge your client) overtime.

· Unreimbursed ( you cannot charge your client) supplies.

· Unnecessary sub-rentals.



III. Outline the main safety considerations for catering operations.

MAIN SAFETY CONSIDERATIONS

All aspects of food preparation and sale including delivery and storage must be in accordance with the requirements of food and safety regulations and code of practice guidelines.

Food has to be prepared in hygienic and safe manner. To record document should be examined for evidence following:

· Provision for identification and regulation of food hazards.

· Provision for identifying an regulating health and safety hazards.

· Availability of facilities and equipment for preparation or sale of food.

· Safe and appropriate transportation of food to avoid potential contamination during proper disposal of food waste.

· Evidence of maintaining high standard of hygiene of food handling personnel.

· Facilities for adequate storage and handling of food.

· Adequate supply of drinking water.

· Evidence of insurance to cover property and people.

· Evidence of electrical and gas installation compliance certification.

· Evidence of availability of adequate number of first aid boxes.

The event manager should be prepared to receive and conduct the Environmental Health Officer when they request for an inspection tour.

The site plan should come with detailed layout of all catering activities and you must ensure:

· Removal of all obstructions that can affect the health and safety of people.

· Audience are prevented from having access to the rear of catering operation.

· Entry and exit accessibility are adequate for emergency vehicles.

· Adequate spacing between different operations.

· Secure and lockable disposal units are provided.

· Procedures for removing refuse are efficient.

· Catering should be sited close to useful utilities such as drinking water and foul drainage but not close to sources of contamination.

· Food handler need dedicated toilet facilities which should not be shared with other staff of the audience .

· Procedures and regulations for dealing with manual handling of items are followed.

· That mobile sleeping units are not parked close to catering facilities.



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 arregements can be?

The event manger needs to assess the effectiveness of having a combined event/rail ticket but consideration must be given to the distance between the nearest train station and the venue and provision made for supplementary bus services to convey participants from the train station to the event centre. Regular update of services for the event should be advertised at the train station to keep everyone informed about the latest development or about resources available to aid their journeys.



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

At certain events, video screens and projectors are provided to make the occasion stress-free and enjoyable. Providing video screens will prevent people gravitating toward the stage and overcrowding. When the screens are suitably placed, it encourages people to take up seats in less crowded areas. Placing video screen close to the stage prevents the audience from getting too vlose to the stage. Screens should be supported on strong foundations and the appropriate type of screen used depending on the time of the day.



Activity

Experiment  with ‘Brain-storming process’ ,by  gathering a group of friends ( up to 8) from your local community. Explain to them that would you 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?

b) What ideas were discussed?

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

The experience with brain-storming process was really good,pleasant,funny all the group participated giving their owns ideas whose were very interested.

We were discussed about the following ideas:

1. Kind of festival ( pop music,differents kind of food, medieval market)

2. Why did we got a medieval market festival instead of pop music festival?

3. Purposes, that we want to get with this festival.

4. Tickets.

5. Where are we going to celebrate the event: old centre or town halls?

6. Medieval market with some shops with handmade products.

7. Who is going to attend the event?

8. When autumn or at the beginning of summer?

At the end of the meeting we got a lot of ideas and it was difficult to select them.

But we got …:

1. Medieval market festival for once week at the beginning of summer when the mayority of kids… students and parents are on holidays. As the event has the purpose to teach children about culture and historic. We have decided this event, because we think children need to learn about it and it is a funny way to do it, with differents activities during those days how for example some public theatre in the street… parade during a night where they can participate it, games….

2. Tickets will be free. 

3. The event is going to celebrate in the old city centre. These streets look like a medieval age where  there will have all the shops selling their handmade products… like leather bags, wallet .. food.. cosmetic products…

4. The event will be attend by all people that want to participate in it. We are going to add on our website,facebook , twiter about how to do it. 

People that want to sell their products in the market they have to pay a tax.
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