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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. 
	Brief explanation for the roles of Volunteers and Committee Members.

a) Volunteers have offered their time to support you in both the pre planning and support at the event itself, in what may be the only free time they have during the week. Volunteers maybe people you know; parents at home, senior citizens, who enjoy planning and helping without a long-term commitment. They may have experience in this area and fit in well with regards to customer service or organisational skills.
It could also be that the volunteer works with you or has a job role part time or full time elsewhere.  The volunteer may also be a work colleague who will need to manage their workload on top of helping you with planning an event.
Because of these reasons, the volunteer should be and has a right to expect to be treated in the same way as a committee member and/or those being paid for their time.
Showing sincere appreciation to all those who offer their support in any capacity is very important.

b) Committee Members have chosen to give their time to support you, but this does not necessarily mean that they don’t also have jobs that require their attention. A committee member has agreed to support you plan and hold the event by attending planning committee meetings. Each committee member would usually take on a certain role, perhaps, ticket selling, taking the bookings, overseeing the menu, contacting local companies for donations of raffle prizes or contacting other businesses to offer sponsorship packages for the event. 

 For example, a group I am working with to organise their annual conference, hold monthly meetings for the whole committee, but also have sub committee meetings for those planning different aspects of the event. The committee are a mixed group of employed and self-employed team members from across the UK and abroad. They are all from a pharmaceutical background and each one of the committee works toward the same goal. The committee roles may include a chair person, secretary, finance officer, social media and marketing team member.

Regardless of whether the team consists of volunteers or committee members, each member needs to hear and understand the following information.


· What you expect from them.
· Will they have direct responsibility for a certain area of planning?
· The date and time of the event – are they needed to be in attendance for all or part of the event?

To ensure everybody is clear about their role, it may be useful to put the job role and what is required in writing for each person.

Returning to showing sincere appreciation, there are ways of considering giving each team member a small gift showing your appreciation. Where you personally know a team member, you may know the type of thing they would really appreciate. Other examples might include:

· Spray of flowers
· Gift vouchers for a meal out
· Voucher for a day out somewhere
· Chocolates
· Bottle of wine
· A hamper of local produce
· Cinema tickets.


Q2) Outline the five steps of the delegation process.

Some may find the process of delegating tasks difficult, not necessarily because they want full control, but maybe because they want the event to be a success and feel other members of the team may not complete their tasks in the same way as they would. The delegation process isn’t about losing control, at the end of the day, you are the event coordinator and all that takes place on the day is your responsibility. The process is more about sharing the workload, gaining a new experience, but at the same time, you are there to support them too should they require help and backup. Everyone is working towards the same goal; otherwise other team members wouldn’t have offered to volunteer/show their support.
Personally, my way of working out the delegation process is to go away from the office, for example to a coffee shop or a quiet open space such as a National Trust property and sit with my notepad working out what is required for the event and how these roles can be achieved.
The delegation process can be broken down into five areas based upon how the author of The Creative Edge, William C. Miller defined the process.

· Tell Explain to the team member exactly what it is you want them to do and why that task is so important.  Give them a chance to repeat what you have asked for clarity of understanding. They may also have some questions which would help them deliver their task more easily and spend last time needing to run to you with further questions.

· Sell the task to the person giving their time. The more they understand the role, the better they feel they ‘own’ the work and become excited about their job role and the day of the event. Understanding what is required in terms of results helps everyone.

· Consult with the person undertaking the task and give them the authority needed to complete the task. Catch up meetings could then be held between you to update the information that has been found before a decision is made.

· Participate with the team both individually and as a full team to ensure everyone understands when an action needs to be completed. By all participating, it means information can be gathered, discussed with pros and cons and a decision made upon the facts before you.

· Delegate to others so that you are not overwhelmed by the tasks involved in planning an event. Others on the team will have experience to give in areas you may not have, so it makes sense to delegate certain tasks to key people. Gathering feedback ensures everyone has a common understanding of the event and all that is required to make it a success.



Q3) Why do sponsors and partners have a key role in event planning?

· Sponsors may be companies who are attending the event or have an interest in that area. There are several areas a company might offer to sponsor. My recent experience of this was when I attended a conference in Sheffield. The sponsorship packages included;

1) Each delegate received a goody bag along with their delegate pack. The goody bag was a reusable cotton shopping bag and had the logo of the company printed on to it. Inside, were gifts such as a note pad and pen and further information about the company itself.
2) Another company had sponsored the evening drinks reception. Each delegate received a glass of red or white wine or a soft drink of their choice.
3) The event organisers ran a competition during the evening dinner at little cost to them as your ticket was the number printed on your dinner invitation. Raffle prizes were donated by local companies.
4) Some companies offer to sponsor the evening dinner reception.
5) Depending upon the type of event and where the event is being held, a company might offer to sponsor an ‘add on event’ such as a wine tasting evening or a visit to a local place of interest.
6) Other sponsorship packages might include; printing costs of the tickets, agenda, name badges and brochures.
7) Other companies may offer to provide items such as a mouse mat, USB stick, pens or other useful keepsake with their logo on to be included in a goody bag.
8) A company I am working with is looking at sponsorship to help provide a bursary towards costs of attending their three-day conference for those who would struggle to pay the full amount. Not every delegate works for a very large company.

· Partners also play a key role in the success of an event. It may be that a similar company, for example in the pharmaceutical side of business, that another company knows well and already works with also wishes to hold a conference/networking event. The two companies could agree to equally hold the event, sharing the costs of advertising, venue costs and accommodation.  
In a similar way, a company may offer to support as a partner by having their logo on display, or a banner stand by the refreshments area with a table to display leaflets and further information.
Ideally, if an event organiser is looking to work with partners, research should be made for suitable companies and these should be approached well in advance of the event. Set up a meeting with them outlining the purpose of the event and what is in it for them to support you. If you leave it to late to approach partners, they may feel you are asking them because you have been let down by another company, or you are desperate for financial support.

Of course, there are Pros and Cons on both sides where sponsors and partners are involved. 

Pros might include;

· The company gets their name and product out to other companies.
· The financial burden of organizing an event can be lightened.
· There are opportunities to include extra activities such as competitions and extra activities during the event.
· A sponsorship company may see the event as gaining PR as they may have been looking to work with a certain company.
· Some companies may offer to sponsor a charity, which may have a meaning for them such as a cancer charity or hospice care. 
· Partnering companies may be able to help support in other ways too such as providing team members to help at the event.

            Cons might include;

· Not all delegates are happy with the idea of sponsorship. It may be seen as a distraction when they have come to learn and listen to speakers, not see advertising.
· It may be felt that an organiser is showing favouritism or biased towards a certain company.
· Delegates may question the costs of an event when it appears many of the costs have been covered by sponsorship.
· From an administrative point of view, the workload may increase because there are further accounts to check, administration in keeping in contact with other companies
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