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	Learning Outcome
	Assessment Criteria
	Guidelines and range
The candidate provides evidence that they understand:

	1. Understand the management of an event
	Explain how organisational objectives will be met by an event
	

	
	Explain the flexibilities and constraints of an event’s budget
	

	
	Evaluate the use of project management techniques in event management
	Techniques include:
· The Iron triangle of Project Management
· The Planning Cycle
· SWOT Analysis
· Risk Analysis
· Gantt Charts
· Critical Path Analysis

	
	Analyse how models of contingency and crisis management can be applied to event management
	Models:
· Risk/Impact Probability Chart
· Issue Management Log 

	
	Analyse the use of customer relationship management (CRM) systems to attract attendees
	

	
	Evaluate the application of the principles of logistics to event management
	

	
	Describe the insurance requirements of an event
	

	Evidence may be supplied by: 
· Report, professional discussion and questioning

	2. Be able to manage the planning of an event
	2.1 Identify the purpose of an event and the key messages to be communicated
	

	3. 
	2.2 Identify target attendees for an event
	

	2. 
	2.3 Assess the impact of an event on an organisation and its stakeholders
	

	
	2.4 Establish requirements for resources, location, technical facilities, layout, health and safety
	

	
	2.5 Identify how event-related risks and contingencies will be managed
	

	
	2.6 Develop an event plan that specifies objectives, success and evaluation criteria
	

	
	2.7 Make formal agreements for what will be provided, by whom and when
	

	
	2.8 Determine methods of entry, security, access and pricing
	

	Events for this unit may include, but are not limited to: conference, wedding, launch of a new product/service, sporting event
Evidence may be supplied by: 
· Product, witness testimony, report, professional discussion and questioning

	3. Be able to manage an event
	3.1 Manage the allocation of resources in accordance with the event management plan
	

	
	3.2 Respond to changing circumstances in accordance with contingency plans
	

	
	3.3 Deliver agreed outputs within the timescale
	

	
	3.4 Manage interdependencies, risks and problems in accordance with the event management plan
	

	
	3.5 Comply with the venue, insurance and technical requirements
	

	
	3.6 Apply the principles and good practice of customer care when managing an event
	

	
	3.7 Adhere to organisational policies and procedures, legal and ethical requirements when managing an event
	

	Evidence may be supplied by:
· Product, witness testimony, report and questioning

	4. Be able to follow up an event
	4.1 Ensure that all post-event leads or actions are followed up
	

	
	4.2 Optimise opportunities to take actions that are likely to further business objectives
	

	
	4.3 Evaluate the effectiveness of an event against agreed criteria
	

	Evidence may be supplied by:
· Product, witness testimony, report and questioning 
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