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Introduction

This programme module may be delivered as a standalone module leading to certification in a QQI minor award. It may also be delivered as part of an overall validated programme leading to a Level 6 QQI Certificate. 

The teacher/tutor should familiarise themselves with the information contained in Laois and Offaly ETB programme descriptor for the relevant validated programme prior to delivering this programme module.
The programme module is structured as follows:
	1. Title of Programme Module

	2. QQI Component Title and Code

	3. Duration in hours

	4. Credit Value of QQI Component

	5. Status

	6. Special Requirements

	7. Aim of the Programme Module

	8. Objectives of the Programme Module

	9. Learning Outcomes

	10. Indicative Content

	11. Assessment
a. Assessment Technique(s)
b. Mapping of Learning Outcomes to Assessment Technique(s)
c. Guidelines for Assessment Activities

	12. Grading

	13. Learner Marking Sheet(s), including Assessment Criteria


Integrated Delivery and Assessment
The teacher/tutor is encouraged to integrate the delivery of content where an overlap between content of this programme module and one or more other programme modules is identified. This programme module will facilitate the learner to develop the academic and vocational language, literacy and numeracy skills relevant to the themes and content of the module. 

Likewise the teacher/tutor is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one programme module. The integration of the delivery and assessment of level 6 Communications and level 6 Mathematics modules with that of other level 6 modules is specifically encouraged, as appropriate. 

Indicative Content
The indicative content in Section 10 does not cover all teaching possibilities. The teacher/tutor is encouraged to be creative in devising and implementing other approaches, as appropriate. The use of examples is there to provide suggestions. The teacher/tutor is free to use other examples, as appropriate. The indicative content ensures all learning outcomes are addressed but it may not follow the same sequence as that in which the learning outcomes are listed in Section 9. It is the teacher’s/tutor’s responsibility to ensure that all learning outcomes are included in the delivery of this programme module.
Title of Programme Module
Event Management
Component Name and Code 
Event Management 6N4800
Duration in Hours
150 
Credit Value
15 Credits 
Status
This programme module may be compulsory or optional within the context of the validated programme. Please refer to the relevant programme descriptor, Section 9 Programme Structure
Special Requirements
None
Aim of the Programme Module
This programme module aims to equip the learner with the skills and knowledge to competently devise, produce, manage and evaluate an event.
Objectives of the Programme Module
· To enable the learner to understand the planning process required to produce an event.
· To enable the learner to understand the importance of organisational, negotiation and communication skills when managing a project and supervising staff as they execute an event.
· To ensure the learner knows the importance of using the right promotional tools for the nature of their event and the target audience, how to compose a client brief and present it and the importance of health and safety issues.
·  To explore the current issues and relevant legislation that effect and regulate this sector.
· To assist the learner to develop the academic and vocational language, literacy and numeracy skills related to Event Management through the medium of the indicative content 
· To enable the learner to exercise substantial personal autonomy and responsibility.



Learning Outcomes of Level 6 Event Management 6N4800
Learners will be able to:

1. Identify the essential components of an events plan to include feasibility studies, clients objectives, profile of events audiences, event budget, event programme, publicity plan, health and safety statement, risk assessment and monitoring and evaluation techniques.

2. Outline current planning, fire, safety and insurance regulations in respect of venues and public spaces.

3. Outline all promotional elements, specific tools and media vehicles available to an event manager.

4. Outline the key elements of an event contract.

5. Identity the specific resource, planning and promotional requirements for different types of events.

6. Outline current employment legislation requirements for recruiting, training and maintaining staff in the event management sector.

7. Implement project management skills in the design, planning and evaluation of an event.

8. Demonstrate effective staff supervisory skills.

9. Demonstrate effective negotiation skills in organising and managing an event.

10. Demonstrate effective event presentation format skills.

11. Design promotional tools for an event.

12. Formulate an event contract.

13. Produce an event plan document to include health and safety statement, venue floor plans, event presentation format, logistics checklist, guest lists, crown management plan, rehearsal schedules, event running order, registration and admission plan and evaluation plans.

14. Manage an event or some specific aspect of an event ensuring appropriate supervision of staff and resource allocation.

15. Evaluate the event to include an evaluation costs, budget and resource allocation.

Indicative Content 
This section provides suggestions for programme content but is not intended to be prescriptive. The programme module can be delivered through classroom-based learning activities, group discussions, one-to-one tutorials, field trips, case studies, role play and other suitable activities, as appropriate.

Section 1: Planning an Event LO 1 ,2, 3, 4, 5, 6, 9, 10, 11 and 12
This section will enable the learner to understand the importance of specific skills needed to perform as an effective event manager and understand the planning process involved in event production. This section will also enable the learner to know the factors that effect and pieces of legislation, which regulate their industry.

LO 1 
Identify the essential components of an events plan. In this document this learner will know that the following criteria, feasibility studies, client’s objectives, profile of event audiences, event budget, event programme, publicity plan, health and safety statement, risk assessment, comprise an events plan. The last two elements of this learning outcome (monitoring and evaluation techniques) will be dealt with in Section 2 (as they can only occur while the event occurs and after the event occurs.)

LO 2 and LO 6
Facilitate the learner to be aware of current planning, fire, safety and insurance regulations in respect of venues and public spaces and employment legislation for recruiting, training and maintaining staff in the event management sector by, for example 
· learning about the different types of insurance that exist and what types are needed for different events 
· current Health and Safety Act and Employment legislation and 
· sample Staff Codes of Conduct for event management or Public Relations companies or other venues that host events.

Planning (part of LO 2) regulations vary and are dependent on the individual venues and public spaces for hire. That is, each event site will negotiate with the organiser what they can and cannot plan to do with the space, so this part of LO 2 will also feature in Section 2.

LO 3, 5 and 11
Facilitate the learner to explore promotional elements, specific tools and media vehicles, resource, planning and promotional requirements (and their design) available to an event manager by, for example
· Identification of different types of events and the specific resources required for them to be produced. For example, identification of the type of budget available, timeframe agreed with client to plan and organise the event, type of insurance needed, entertainment and catering requirements, venue capacity and security needs.
· Analysis of the advantages and disadvantages of, for example, promotional tools such as, direct marketing, press releases, ‘teaser’ campaigns, advertising through television (TV) and radio, creation of Facebook, Twitter, Blogs and other social networking sites. The appropriateness of the promotional tool/s used depends on the type of event being organised.
· Exploration as to whether design of promotional material can be achieved ‘in-house’ or if it needs to be outsourced. 

LO 4,9, 10, and 12
Facilitate the learner to outline the key elements of an event contact that are the result of effective negotiation with a client, appreciate the importance of how to effectively present the details of the events format and contract to their client by, for example
· Knowing definitions of communication, reasons why communication takes place, how to communicate effectively and the types of communication that exist. This section to include teamwork, leadership and management theories that would evolve into the subsequent demonstration of, in Section 2, of project management and staff supervision. 
· Learning how to prepare for a negotiation process in three parts; pre-negotiation, at the negotiations and post negotiation. Knowing how to create, based on the elements agreed at the negotiation stage with client, a contract specific to the meeting.
· Knowing how to present a client brief, devised as a result of negotiations and creation of event contract, through the learner being taught, for example, effective public speaking techniques, speech making tips and the theories on the importance of the use of audio-visual aids in presentations.
Section 2: Production of Event LO 1 (part),2 (part),7, 8, 13,14,15

LO 1 (part referring to ‘monitoring’) 2, (part referring to ‘planning’),7, 8, 13, 14, 
Facilitate the learner in the devising of an event document and then the subsequent planning, monitoring, project management and supervision of staff working on the event by, for example
· Creating an event plan that may (as details will vary depending on the nature and scale of the event) document a health and safety statement, venue floor plan, event presentation format, logistics checklist (timeframe, number of people required to organise the event for example) guest list (if any), crowd management plan (which will only be required depending on the nature and scale of the event), rehearsal schedule (which will only be required depending on the nature and scale of the event), event running order and finally  registration, admission and evaluation plans (which will only be required based on the nature and scale of the event).
· From this plan, the group will be subdivided into teams (varying in size depending on participant numbers) whose members will take responsibility for every element outlined in the plan.
· All participants will elect a team leader who will manage their team’s element of the project (plan) and supervise the others in the team (staff) by delegating tasks and facilitating the achievement of goals to ensure the event is produced successfully.

LO 1 (part referring to ‘evaluating’) and 15

Facilitate the learner to evaluate the event through an analysis of costs, budget and resources by for example
· Creating a checklist for each candidate to complete, that may review and evaluate some or all of the following
I. Time scale proposed to plan and execute the event
II. Budget (constraints/ targets)
III. Effectiveness of team and leadership style (numbers, delegation of duties and goals identified and achieved/ not achieved management of time and individuals) NB It should be stressed to the learner that this section is to be written objectively and it is NOT a forum to target another participant.
IV. Appropriateness of promotional tools used and marketing of event to target audience
V. Design of promotional material 
VI. Venue suitability (in terms of for example, capacity, cost, entertainment and catering provision, security, lighting, equipment facilities etc)
VII. Health and Safety (provisions made by venue/ risks at venue)
VIII. Insurance (type/ cost)

Assessment
11a.	Assessment Techniques
Portfolio/ Collection of Work	60%
Skills Demonstration		40%

11b.	Mapping of Learning Outcomes to Assessment Techniques

In order to ensure that the learner is facilitated to demonstrate the achievement of all learning outcomes from the component specification; each learning outcome is mapped to an assessment technique(s). This mapping should not restrict an assessor from taking an integrated approach to assessment.

	Learning Outcome
	Assessment Technique

	1. Identify the essential components of an events plan to include feasibility studies, clients objectives, profile of events audiences, event budget, event programme, publicity plan, health and safety statement, risk assessment and monitoring and evaluation techniques.

	Portfolio/Collection of Work and Skills Demonstration

	2. Outline current planning, fire, safety and insurance regulations in respect of venues and public spaces.

	Portfolio/ Collection of Work

	3. Outline all promotional elements, specific tools and media vehicles available to an event manager.

	Portfolio/ Collection of Work

	4. Outline the key elements of an event contract.

	Portfolio/ Collection of Work

	5. Identify the specific resource, planning and promotional requirements for different types of events.

	Portfolio/ Collection of Work and Skills Demonstration

	6. Outline current employment legislation requirements for recruiting, training and maintaining staff in the event management sector.

	Portfolio/ Collection of Work

	7. Implement project management skills in the design, planning and evaluation of an event.

	Skills Demonstration

	8. Demonstrate effective staff supervisory skills.

	Skills Demonstration

	9. Demonstrate effective negotiation skills in organising and managing an event.

	Skills Demonstration

	10. Demonstrate effective event presentation format skills.

	Skills Demonstration

	11. Design promotional tools for an event.

	Skills Demonstration

	12. Formulate an event contract.

	Portfolio/ Collection of Work

	13. Produce an event plan document to include health and safety statement, venue floor plans, event presentation format, logistics checklist, guest lists, crown management plan, rehearsal schedules, event running order, registration and admission plan and evaluation plans.

	Portfolio/ Collection of Work

	14. Manage an event or some specific aspect of an event ensuring appropriate supervision of staff and resource allocation.

	Skills Demonstration

	15. Evaluate the event to include an evaluation costs, budget and resource allocation
	Portfolio/ Collection of Work



11c.  	Guidelines for Assessment Activities

Please note: In addition to referring to QQI Guidelines for Preparing Programme Descriptors, Programme Developers should also refer to QQI Quality Assuring Assessment, Guidelines for Providers, May 2007, when developing guidelines for assessment activities and assessment criteria.

The assessor is required to devise assessment briefs for Event Management Level 6.  In devising the assessment briefs, care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL the learning outcomes. Assessment briefs may be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate. Quality assured procedures must be in place to ensure the reliability of learner evidence.

	Portfolio/ Collection of Work

	60%

	Learners will produce the following assignments based on the planning and production process of the event.  A Diary/ Log, weighted at 20%, a Report weighted at 20%, a portfolio of material produced around the event 20%

	The Diary/Log assignment will detail their experiences as they plan for the event by, for example noting,

· communication with client/venue (negotiations), characteristics and needs of target audience
· description of the nature of event and how the timeframe to organise it was determined,
· client brief & event contract, 
· subdivision into teams & identification and description of team objectives (teamwork and leadership theories may be referred to here also)
· promotion of the event to target audience and how the event was received
Diary entries will, at a minimum, correspond to each class used to organise the event and the date the event is held. 
The Report assignment will have the following 5 headings
1. Venue 
Under this heading learners may address the following issues
· reasons why venue site was chosen, 
· floor plans, 
· feasibility study/logistics (capacity, security, entertainment, lighting, catering)
· admissions& guest list (will only be referred to depending on nature and type of event)
· health& safety statement/risk assessment, 
· type of insurance used
2. Marketing and Promotion
Under this heading learners may make reference to
· Different types of types of marketing & media vehicles available to event manager and 
· Explore the reasons why they used a particular marketing mix to promote the event to their target audience
· Describe the design process of the promotional material
3. Budget 
Under this heading learners will present a detailed analysis of costs incurred to produce the event and profit made (if any)
4. Evaluation of Event 
Under this heading learners may review and evaluate the event using the following
· Time scale proposed to plan and execute the event
· Budget (constraints/ targets)
· Effectiveness of team and leadership style (numbers, delegation of duties and goals identified and achieved/ not achieved, management of time and individuals) NB It should be stressed to the learner that this section is to be written objectively and it is NOT a forum to target another participant.
· Appropriateness of promotional tools used and marketing of event to target audience
· Design of promotional material 
· Venue suitability (in terms of, for example, capacity, cost, entertainment and catering provision, security, lighting, equipment facilities etc.)
· Health and Safety (provisions made by venue/ risks at venue)
· Insurance (type/ cost)

5. Industry Regulations
Under this heading learners may detail regulations or current employment legislation that is relevant to their industry
The Collection of material learners present may include, 
· Plans of the Venue
· Client Brief/ Event contact
· Feasibility Study (lighting, catering, entertainment, equipment hire and/or set-up)
· Sample piece of promotional material
· Health and Safety Risk assessment/ Health and Safety statement (templates can be found on Health and Safety Authority (HAS) website that could be modified to suit the type of event.)
· Budget
· Running/ Rehearsal Schedule
Evidence for this assessment technique may take the form of written, oral, graphic, audio, visual or digital evidence, or any combination of these (select as appropriate). Any audio, video or digital evidence must be provided in a suitable format.

All instructions for the learner must be clearly outlined in an assessment brief/examination paper (select as appropriate)




	Skills Demonstration
	40%

	This section will be tutor verified. Monitoring of the learner will commence from the point they begin negotiations with the client and start planning for the event. Monitoring will conclude on completion of the event.

	
The skills that will be monitored are

· Time Management of the design, planning and evaluation of an event. (That is the time frame determined by the learner to produce the event)
· Organisation and implementation of the design, planning and evaluation of an event. (That is the ability of the learner to follow the time frame they have designed)
· Teamwork (management and supervision of team)
· Presentation of event plan to client

Evidence for this assessment technique may take the form of written, oral, graphic, audio, visual or digital evidence, or any combination of these (select as appropriate). Any audio, video or digital evidence must be provided in a suitable format.

All instructions for the learner must be clearly outlined in an assessment brief/examination paper (select as appropriate)





Grading
Distinction: 	80% - 100% 
Merit:		65% - 79%
Pass: 		50% - 64%
Unsuccessful:	0% - 49%

At levels 4, 5 and 6 major and minor awards will be graded. The grade achieved for the major award will be determined by the grades achieved in the minor awards.
	Event Management 
Level 6
6N4800

	Learner Marking Sheet
Portfolio/ Collection of Work 
60%




Learner’s Name: ________________________________		
	Assessment Criteria

	MaximumMark
	Learner Mark

	
Detailed diary of the experiences of the learner in the planning of an event

	20
	

	
Comprehensive report on the design, planning and evaluation of an event

	20
	

	
Professional portfolio of material presented to a high standard

	20
	

	Total Mark

	60
	




NO ROUNDING OF MARKS

The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet


External Authenticator's Signature: ............................................................   Date: ...............................
	Event Management 
Level 6
6N4800

	Learner Marking Sheet
Skills Demonstration
40%




Learner’s Name: ________________________________		
	Assessment Criteria

	MaximumMark
	Learner Mark

	
Effective time management of the design, planning and evaluation of an event

	10
	

	
Detailed knowledge of organisation and implementation of the design, planning and evaluation of an event

	10
	

	
Detailed evidence of key teamwork strategies

	10
	

	
Successful presentation of event plan to client

	10
	

	Total Mark

	40
	




NO ROUNDING OF MARKS

The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet


External Authenticator's Signature: ............................................................   Date: ...............................
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