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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 meant by the term ‘evaluation’? 


To conduct an evaluation is to assess the event as a whole. The evaluation will give the planner and client a high-level insight to what took place on the day or night of the event. It will give a clear view of what was a success and perhaps anything that didn’t go to plan for the highlighted reason. 

This will give a clear view of how much of a success the event was, this will be measured on whether or not the objectives set were achieved throughout the event. 


Describe why it is important to evaluate an event. 

It is vital to conduct an evaluation for many reasons but one of the main reasons is to provide the client and planner with proof and facts on how the event unfolded and a clear history of everything that took place during the event itself. 

This will ensure that the event planner can continue to learn from past events and improve on every future event by logging any success’s or gaps in knowledge or gaps in communication that perhaps caused any minor or major issues. Feedback from attendees can also be obtained through a number of methods to gage the success of the event. 

Should the planner and client wish to work together again, they can use the evaluation as an anchor for how they wish for the future events to be planned and executed so they can make it an even bigger success.   

Having access to the evaluation will also help the client to provide feedback and hopefully a positive verbatim for the event planner and team. The verbatim should be positive if the event achieved its overall purpose. 


How can an event be evaluated? 

The event can be evaluated in a number of ways. It all depends on what the primary objectives were surrounding and how the client will determine the success of the event. 

If the client has said that the primary objective is to hit a certain level of social media exposure then the planner and team will need to do data analysis on how many likes and comments the event posts got as well as how many shared and tagged the event in video’s posted as well as photos. Measuring this will give the planner a great insight as to how much exposure the event achieved as well as what the overall feeling about the event was from the comments posted by the attendees. Perhaps the client has an Instagram or facebook page in which they wanted to hit a certain amount of increase in followers for the page in order to get the company out there for the masses to see. 

If the client owns a food and beverage company and wanted to hit a certain target of food and beverage sales during the event then the planner would benefit from analyzing the number of food and beverage transactions that were exchanged throughout the event as well as any feedback the attendees gave the staff members about the type of food and drink that was on offer during the event. 

A third example would be if the client was holding the event to get exposure and attendees to sign up and commit to an up and coming workshop that would come with a higher ticket cost but would offer a higher level of value to the attendees. 

The planner would therefore benefit from doing extensive research into the background of the attendees as well as when the best time would be for the client to announce the second event during the event itself and give the attendees a taster of what it would include in order to link in with the time that people are most likely to sign up for something additional to what they are already taking part in. 

Behavioral patterns would be worth studying and then once the event is over, doing an evaluation of how many attendees signed up and how many said they would need extra time. Ensuring that the planner has made time and space for the client to obtain the names and contact details of people that said they needed time to think about it. This would show that the planner is willing to go the extra mile for the client so that they get exactly what they want and need and more.  

This would really enhance the client and planner relationship as well as do wonders for the planners reputation should they do this right. 

Outline some evaluation methods. 
 

 Ensuring that members of the planning team are giving clear instructions on the areas to observe during the night as well as logging these area’s so that you have live observation as well as a bullet pointed log to use as a reference. 

 Progress monitoring – this can be done whilst liaising with the staff members and planning team. 

 Data analysis of a financial area such as income reports or any related reports that can contribute.  

 Analyzing any reports that were logged at all phases of the event including any police reports, health and safety or issues with security.  

 Ensuring a de-brief is held with all members of the planning team and staff at the venue to ensure nothing is missed and everything that needs to be raised and documented is done so at the time that people’s memories are fresh.  

 Ensuring that the social media figures in terms of views of any video’s, share’s via facebook and Instagram and the nature of the comments left on any photos that are posted about the event. Any status’s that are put up and tagged the event in – these would also need to be reviewed to determine the success and impact of the event.  

 Creating and conducting a survey that would be completed by attendees, staff members and most importantly the client and or stakeholders.  

 Finding out and obtaining feedback on how the event impacted the community economically. 


2. Outline how the following groups would benefit from evaluation data: 

a) Organizers 

The organizers would benefit from the data for many reasons but mainly so that they can evaluate the level of quality value and success they provided to the client when planning and executing the event. The evaluation provides data and facts that the planner may not be able to see clearly until the evaluation is created and finalized once all info and data has been obtained. 

The evaluation will provide a clear view of what the ‘wins’ of the event were, what the areas of improvement that need close attention are, what didn’t go to plan and why and overall giving the planner a great insight and points to consider so that they can make the next event they plan an even better success. 

b) Performers and participants 

The performers will benefit from the evaluation data for similar reasons to the planner. They will need this information in order to gage how their current showcase or performances are being received by the audiences and clients that hire them. They will be able to take the data and decide whether there are areas of improvement or whether they are being received in the way they wish to be. Also, to see if they are achieving the level of exposure that they strive for.

Participants could be, for example, a food or beverage vendor or both who are looking to be part of more events in order to increase their exposure and sales targets. They would benefit from the data that would show them how many sales they made, the amount of profit gained and the overall feedback of the attendees for the cuisine/beverages they provided during the event. 

Perhaps it would be the participants first time working at an event and therefore this will provide experience as well as a new and different way of gaining more knowledge about how their product is received and how well it does at an event vs where they normally sell their product. 

b) Audience/spectators 

The audience and spectators would benefit from the evaluation so that they can see that their feedback and opinions on the event had been taken into consideration and onboard by the client and planner. It may motivate them to provide further feedback or positive verbatims on the planner and or the clients websites as to what they felt were the highlights of the event. 

Members of the audience could be potential participants or performers in a future event and having access to the evaluation could potentially spur them on to reach out to the client or the planner to find out how they can be a part of the next event. 

Perhaps motivating them to tell their friends and family about the event and join the planner and or the clients mailing list so they are aware of any up and coming events that take place by the same planner and client. 

d) Event partners 

Event partners will most certainly benefit from the evaluation data as it will allow for the partners to decide whether or not they would like to work with the client and or planner again in future projects. 

The data will also be of great use to them as it will give them an insight as to how successful they were in achieving their objectives. Any parts of the event that they could improve on or anything that is working really well for them. 

3. What is the importance of event surveys? 

Outline some important survey methods and how is each one used?

Surveys are incredibly important to create and send out to the relevant parties as it provides a safe space for freedom of speech to take place. The opinions and feedback whether it is positive or negative is highly valuable to all parties and the people that take part in the survey’s will receive a sense of achievement through completing them as they know they will be contributing to the event process in some way. 

Survey methods that can be used and how are as per the following: 

3 examples of types of survey methods can be;

· Direct interviews with a variety of different people related to the event,
· Strategically positioned questionnaires that will ensure the client/planner obtains the information they need and the info provided isn’t too general. 
· Surveys handled via telephone with certain people related to the event. 

Before conducting the surveys, the planner and client must consider many different factors when deciding who and how to reach out to in order to obtain the information needed in a tasteful and respectful way as effectively completing a survey is a matter of choice which is down to the survey participants discretion. 

Direct Interviews 

When planning direct interviews, the planner would need to reach out to the members of the focus group in mind. Schedule time in with the individuals who are willing to be interviewed and ensure that the interview is concise and does not take too much of the participants time. 

The planner would need to make sure that the attendee or attendees were aware that the information provided would only be shared with parties that they are happy for the information to be shared with and that anyone who wishes to be anonymous should make themselves known so that the planner can ensure that their wishes are adhered to.

Notes would need to be taken down by the interviewer with the permission of the interviewee and scale questions may come in handy e.g “from a scale of 1-10 how likely are you to recommend this kind of event to a friend or family member ?”

During the interview, a nice idea would be to provide a tea or coffee to the participant as a gesture of goodwill given the participant taking time out to assist with the survey. 

The planner may wish to hold a survey morning, hire out a room in a community center and invite the survey participants for a focus group meeting and have the participants complete the survey as a group which could encourage more insightful results. Again, it would be a great gesture to provide tea and coffee and perhaps some pastries in a way of a thank you for the participants time. 

Questionnaires 

When designing and creating the questionnaire, the planner will need to ensure that the questions are direct and focused on the areas of information that they need the most. If the planner creates a questionnaire that is pages long and includes long questions, the participants are likely to not complete it as it takes too much time to complete. 

The questions need to be tailored to the person who is completing the questionnaire and aimed at the kind of experience they would have had depending on their part in the event in order to get relevant and accurate information or if they were an attendee then this would mean the questions would need to be aimed at how the attendee experienced everything and the overall feeling they left the event with. 

The questionnaires could be emailed out to the participants with their permission of course. Emailing the questionnaires would be a more environmentally friendly way of communicating which will reflect well on the planner and the brand itself. 

The Questionnaire method could always be handled face to face also if the planner feels this would be appropriate and possible. 

Telephone Surveys 

With the permission of the survey participants, the planner would schedule in time for himself/herself to engage and liaise with the participant over the phone. There may be a high number of surveys to have completed so the planner may wish to hire some extra help in conducting the telephone surveys.

Making sure that you obtain the correct contact details for the participants is vital and also ensuring that you again tailor the questions to the person you are speaking with to ensure you are not wasting their time with questions that they don’t know how to answer because they were not part of the experience you are asking about. 

[bookmark: _GoBack]The telephone survey should be handled in a friendly yet professional manner. Notes should be taken down during the call so it would be of great benefit to the planner to create a template for each individual handling the call to complete as they go through the call. The person handling the call must ensure that the time of the participants is used wisely and that they are thanked for their support and extra time to give the information that the planner and client needs. Perhaps as a gesture, the planner can offer a free beverage if the participant wishes to attend a future event held by the client or planner in the future. 
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