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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. 
	Short Questions: (16)

Most of the public events involve variety of safety requirements posed by the local councils and other government departments. What types of permits you may require getting in order to meet those requirements? 
Fire permits – This is need if any fire activities will be permitted on the premises and that firefighters are aware.
Road closure permit – This is public events needing space including street roads which causes diversion that brings on traffic and other road problems.
Health & safety permit – Very important as the area and building sure be checked and follow all its health and safety procedures correctly. The permit will be proof.
Food vending permit – This is important if the event will be selling products to make sure the product is safe and follow the guidelines and the selling isn’t re-taxed.

What is the importance of conducting a pre-event briefing with the participants? What sort of issues should be discussed in a pre-event briefing?
This briefing is important as the discussion will cover about any last-minute changes and decisions been made. It will also cover everyone’s role and responsibilities. If any participates have any issues or problems before or on the day of event.

“A well-managed ticketing process essential to conduct a safe and well – organized event. “How?
Using tickets for an event can help manage the crowd as well as allocate people to seating or areas required or requested. Ticketing can always help cater for the correct amount of people. Other information that can be provided on tickets can be maps, service at the venue and health & safety advice. This can be useful to all participates.



What is a site plan? Why is it said that a site plan is an essential tool in event planning and management?
A site plan is a map that shows you the area of event it also helps you manage and plan out the event in a way that will show if any problems could accrue. A site plan can help all participates and be useful in all areas. It can also be used for some participates that are unable to visit the event location.

2) What are the benefits of conducting de-briefing after the event? What sort of information is gathered in this type of meeting?

The benefits of conducting a de-briefing after an event is too insure that the stakeholders were completely happy with the service as well as going over any issues that may of arise during this time. The overall benefit is to help the planner avoid problems next time and to help the service to succeed better in the future.
Information gathered in this meeting would be all the high and low points of the event, overall experience and comments from other participates. 

3) Produce an outline plan for an event of your choice which should include: 

Purpose and type of the event – The stakeholder would like to celebrate a first birthday; the event will have an age range between 1 years to an adult. The event will hold about 80-90 people including young children. 
b) Event partners – Both parents will be sponsors for the event, no other partners are involved, but other company services will be used, such as the entertainment.
 c) Budget review – We have reviewed the budget together and they have set a budget of 5,000 to cover everything, this will include venue, entertainment and decoration.
d) Performers and participants – requests have been made for sound entertainment and children activities including physical activities.
e) Appropriate timelines – Everything is to be schedules correctly so all participates can enjoy the vent in a peaceful manor. From Arrival times to catering times will be put in order.
 f) Physical and human resource required - Caterers and staff are required within this service as well waiters, our staff are also needed for set up and take down during this event. We will also have staff on site to welcome participates before and during the event and ay activities.
g) Target audience – our target audience will be of all ages; the target will be children for the most part of the event were staff and performers will be entertaining the children.
 h) Promotional activities – Children’s activities will be promoted at this event such as, face painters, children’s performers and bouncy castles. There will also be food entertainment such a candy floss and popcorn machines, pick’n mix sweets and waffle maker.
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