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 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. 
	The Event Management Plan
1. Short Questions: 

i. 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 to get in order to meet those requirements?
In the UK, specific permits are not required, however, an event may need to hold a Premise Licence, a Personal Licence or serve a Temporary Event Notice dependant on the type and size of the event. This need to be applied for within plenty of time, to ensure the licences are granted. There are several regulations however that need to be upheld, and when applying for the licence it is important to show that these regulations are adhered to. It is essential to seek advice from the local authorities regarding your event, as each authority has their own sets of guidelines and regulations that need to be followed, dependant again, on size and type of the event, and where the event is to be held. Some of the main regulations are: 
· The Health and Safety at Work etc Act 1974 is the main piece of legislation that covers health and safety of staff and guests at the event. There is also the Management of Health and Safety at Work Regulations. These legislations require all staff to measure the risks to themselves, and others who may be affected by their work. 
· Noise at Work Regulations 2005 require you to protect workers and guests or attendees from loud noise, to provide them with ear protection when needed. 
· The Regulatory Reform (Fire Safety) Order 2005 requires that risk assessments are carried out and provides a minimum fire safety standard to be followed. 
· Controlled Waste Regulations 2012 ensure that waste is disposed of correctly, this also works with the Environmental Protection Act 1990 and the Waste Management Licensing Regulations 1994.
· The Food Hygiene Regulations (2006) ensure that any business manufacture or handling food, does so in a hygienic way. It is an offence to serve or supply food that could be harmful in any way. 
The local authority will conduct checks on your event, sending out health and safety inspectors, fire officials etc to ensure that these regulations are being upheld. If anything is incorrect this can have disastrous consequences on your event. 

ii. 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?
Before the event it is very important to have a pre-event briefing with all people involved in the organisation and running of the event, this includes all employers, and managers, anyone that has a responsibility and interest in the success of the event. This is so that any issues concerning the event can be discussed and rectified before the event goes ahead. Issues discussed can be related to the schedule of events, any security aspects or concerns, communication procedures – for example, if handheld receiver radios are to be used, what call signs to use and any rules of their use.  Emergency procedures including any contingency plans should also be discussed. It is wise to discuss the layout of the event, so that all concerned are familiar with it, a check in procedure for guests is also helpful. If volunteers are used at the event, a separate pre-briefing should be held for them with their manager so that they understand what their duties and responsibilities are.  It is also wise to hold a briefing with any contracted staff, such as security firms and the local police to ensure that everyone is working to the same plan. Finally, any questions or final concerns can be discussed to ensure that everyone is ready for the beginning of the event. 

iii. “A well-managed ticketing process is essential to conduct a safe
and well– organized event.” How?
Tickets being sold or promoted by various strategies ensures that they are noticed and gain as much interest as possible. Tickets can be promoted via different media outlets, such as newspapers, billboard adverts, social media etc. This means that the range of views is high and will reach the target audience. This in turn, will then create interest in the event, and hopefully a high number of ticket requests. 
Tickets should be sent out or collected soon before the event, but not so far in advance that could cause fraudulent tickets to be made, or the resale of tickets through unofficial sources. Having counterfeit tickets, is not ideal for the event, as the event manager needs to know the headcount of participants, and having a higher number of attendees, is not only unsafe regarding capacity-valid ticket holders may be refused entry, but there is also no trail knowing who these ticket holders are. 	
	When tickets are sold it is important to think about the design of them. This can help a great deal with any safety aspects of the event. Tickets can contain directions, and an entry time. They can help in allocating places at the venue, and again are a way of knowing what the crowd size is. Tickets may also be sent out with safety advice, for example, if you are at an outdoor event, advice concerning belongings and safety, tips on staying hydrated, and services at the venue. 

iv. 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 area where the event location is to be held on. It also shows the location in relation to other landmarks close by, along with surrounding roads and access routes.  A site plan also shows any temporary equipment or structures needed to hold the event. It is an essential tool in event planning as it can give a clear understanding of the layout of the site to any staff, or contractors that will be working at the event. A site plan should be to scale, and in grid format, to make sure that is clear and concise to use. All facilities and amenities should be labelled or numbered for ease of recognition, along with a legend to explain any symbols used. Access routes for use by different people, staff, emergency personnel, entertainment etc should also be clearly labelled to avoid any confusion.   For people that do not have the opportunity to visit the venue prior to the event, they are able to use the site plan to arrange and plan any activities. It can also be used as a way of working out how to set up equipment, structures and other facilities in the best way, and fit possible.  During the actual event, a site plan is indispensable to locating any areas of incidents for rapid response via emergency services or staff. It is wise to include items on the plan for example, seating areas, locations of police and security, lost child points drinking water access, and fire extinguishers to help all staff, including contracted staff working at the event, to ensure that at any time, access to the quickest and easiest point is used.     

2. What are the benefits of conducting de-briefing after the event? What sort of information is gathered in this type of meeting? 
Holding a de-brief after an event is worthwhile to understand how the event worked, a de brief helps to analyse the event that has just occurred, even if you think it worked well there may be some areas that can be improved on, and a de-brief helps to identify these areas. It can cover both the positive and negative outcomes and staff can then work on how to improve future events. The best time to hold a de-brief is immediately after the event, that way, any ideas, or things that need to be discussed are still fresh in people’s minds and can be worked on as soon as possible and to ensure that any correspondence that comes in from attendees, for example, complaints, are dealt with correctly, with the same wording or outcomes. It can also help for example, if a conversation, or meeting needs to be held with contractors about any work they have done during the event, that feedback is given in good timely manners after the event. 
	Information that can be gathered during a de brief, can be all manner of things such as, what happened at the event. What worked well, what needs to change for the next event? If things didn’t go to plan, what was done to rectify them, and how can that be worked on in the future. The main question to be asking is; Were the event objectives met?   Were there any issues whilst building the event and the whilst the event was happening, such as arrival or departure issues for attendees. How the ticketing process worked, any budget issues, or issues with caterers or traders. Crime, security or casualty numbers and causes. What went well, who was responsible for that, and how can this be replicated in the future. 
	A discussion on any immediate feedback from guests is also relevant, this can be collated through social media channels, emails, phone calls or surveys. These people are the most important aspect of the event, as it has been held for them, as staff, you may not get the same feel for the event as a guest does. Hearing how they enjoyed or didn’t enjoy the event can help event organisers tweak details, or change ideas completely, giving the customers what they want whilst staying within their objectives. 

3. Produce an outline plan for an event of your choice which should include: 
[bookmark: _Hlk531947327]a) Purpose and type of the event 
b) Event partners
c) Budget review 
d) Performers and participants 
e) Appropriate timelines
f) Physical and human resource required 
g) Target audience 
h) Promotional activities


Easter Gala
This event is an indoor/outdoor Gala to be held in the Easter school holidays at a family friendly large bar that is known for big events. The primary purpose is to get families and friends together over the weekend for some Easter activities, music and socialising and an Easter egg hunt.  Food traders will be provided as well as local produce and arts and craft stalls. The aim is to raise money for the community’s local Children’s charity.  

Core activities
· Easter egg Hunt for all children
· Musicians
· Dance group
· Food stalls
· Local traders- arts crafts 
· Activity tables for youngsters

Short term objectives
To get a minimum of 400 attendees to a local venue, to raise at least £1000 for a children’s charity. To use sponsorship opportunities and promote local businesses and shopping locally. 

Long term objectives.
To raise awareness of the local charity, to increase customer awareness of local business and create a further sense of community. 

	EVENT PARTNERS

	Local traders – application necessary

	Public House – main venue

	Sponsors – local business 

	The Children’s charity. 



 Budgeting 
 The chart below shows budgeting ideas. Budget to be amended as necessary. 

	Incomings
	Cost in GBP

	Tickets - adults at £5.00 each
	1000

	Tickets - children’s at £ 3.00 each 
	600

	Sponsorship
	200

	Trading pitches
	1500

	Raffle tickets at £1.00 per strip
	200

	Total cost
	3500

	
	

	Outgoings
	

	Bands
	600

	Venue Hire
	0

	PA Equipment hire
	500

	Sound engineer
	100

	Stage compere 
	50

	Easter eggs
	100

	Craft table- arts and craft materials
	150

	Misc. To include any staffing help, advertising and decorations
	500

	Total cost
	1900

	
	

	Total revenue
	1500



The main venue hire to be free of charge as they will be taking the profits from all drinks sold on the day. 

Sponsorship
Any local business that wants to advertise may sponsor the event and advertising material will be used in the most prominent areas. We shall also be requesting businesses to offer raffle prizes for raffle tickets that will be sold on the day. 

 Performers and participants 
We would be looking at a selection of performers, a main local band, two acoustic acts and a local dance group to perform throughout the day. People will be encouraged to join in and perform at open mic opportunities throughout the day with headline performances.
Budget is set out as above, however will be negotiated as this is a charitable event. 

Timelines
	5 months before the event

	Approach venue and agree dates, Agree dates with Charity. 

	Release sponsorship proposals to local businesses. 

	Request raffle prizes from local businesses. 

	4 months before the event

	Put out trader applications and start ticket sales.

	Create social media event pages, events and engagement. 

	Agree on Volunteers/staff needed.  Recruit.

	Send out any special guest invites.

	3 months before the event

	Agree with traders and take deposits for pitches.
Ensure all traders are compliant with health and safety guidelines and food trading guidelines. 

	Check budget and ticket sales. 

	2 months before event. 

	Market event and ticket sales 

	Arrange fliers, local interviews and ramp up ticket marketing. 

	Check budget and ticket sales. 

	1 month before event

	Purchase decorations, Easter eggs, confirm loading in times with traders.

	Market event and ticket sales. 

	Check budget and ticket sales. 

	1 week before event

	Meet at venue – ensure venue owners are aware and know details. 

	Ensure all is going to plan

	Prepare for any weather issues. 

	Final push on tickets sales. 

	Pick up any prizes, any items hired, any leaflets or sponsorship material, 

	Inform local press of times

	Check budget and ticket sales. 

	Day before event

	Brief all staff/volunteers, 

	Get as much set up as possible

	Pre-event

	Ensure all health and safety guidelines are adhered to. 

	Check health and hygiene certificates of any food traders. 

	Ensure all staff/volunteers are briefed. 

	Final decorations and set up. 

	Post event

	Debrief

	Clean up

	Ask for feedback 



 Physical and human resource required 
· Bar staff will be required, however their costings will be paid for by the venue. 
· Local traders, selling cakes, food, arts and crafts etc. Including someone to offer face painting and other kids activities, Any revenue made on the trader’s wares to be kept by the trader as they have paid a pitch fee. 
· A compere for the stage. 
· Someone to meet and greet – member of the Children’s charity. 
· Help with set up- tables and decorations. – Team of 5 bodies from the charity, voluntary staff, or paid if necessary. 
· Tables for traders will be needed and possible rain cover- gazebos or marquees to hire for any weather eventualities. 
· Voluntary staff to conduct Easter egg hunt. 

 Target audience 
The target audience is families, and community members. 
The aim is to have a minimum of 200 adults and 200 children throughout the day.  We will also extend the invite to the users of the charity. 

 Promotional activities
Promotional activity will include, radio air time, social media advertising and newspaper advertising, Notification and letter drops to surrounding schools and housing. Posters. As this is a charitable event, we shall be enlisting the help of local media outlets to advertise at minimal costings. 
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