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Introduction 

Due to covid-19 regulations such as restrictions on travel and large public event. The event had to be cancelled and rescheduled for a later date in the year for the health and safety of not only for the staff but also for the event attendees. This report will discuss the evaluation plan to the Win or Booze event. The report will also discuss what the event team could improve on with the planning process in the future also what I as an individual enjoyed but can improve on during the planning process. ‘Event evaluations are focused on measuring and monitoring the implemantation of the event’ (Bodwin et all,2006)

Planning event evaluation 

The event the team decided apon was Win or Booze charity pub quiz. The unique selling point of the event was the pub quiz would be a light and fun as the charity is a dyslexia charity called tomorrows generation(tomorrows generation,2020)the answers of the quiz would be the funniest or the most unique answer wins and if any team would write the actual correct answer would have a to do a forfeit such as sing off or twerk off e.c.t. each round would end with a different type of music being played along with the attendees being able to feel free to get up and dance at anytime. Alongside the event a raffle draw after the event to raise more awareness and money for the charity. The aims of the event in SMART aims and goals is to 
S- Raising awareness for dyslexia tomorrows generation charity 
M- The target will be measured by getting 85 attendees 
A-It will be achievable by marketing the event on all social media platforms 
R- Getting 60 attendees is realistic in the time the team has.
T- The time bound is within 4weeks.

Due to coronavirus outbreak in the UK the event had to be cancelled due to social distancing, travel and large event regulations.Evaluation is a necessary process and key to running better events in future. According to (Getz,2010)“The need to learn about the environment surrounding the organisation and the intended outcomes of the event, to be aware of the unintended outcomes of the event, and to consider ways that management can improve it for the future.” The team has evaluated the event planning before the event by conducting feedback meeting in order to understand what the team can and will do to improve the planning process next time. 
Analysis of event planning 

Planning the event is a stressful time with each team member constantly handling many different task in order to achieve the set outcomes to the event. Every event should  evaluate the event in order to learn for future events. Whilst evaluating the event planning the team decided that there was positive to the planning process but also negatives. The beginning of the planning process was slow with the teams communication to decide on an agreeable event concept and the team has learnt that if we are to do another event in the future the event concept should be decided as soon as possible in order to achieve more tasks quicker in order to achieve the outcomes of the event for example the venue and marketing to achieve more attendees. Marketing the event was another downfall to our event planning process as the marketing process was left a bit late due to leaving the event concept to late, we also gave ourselves the goal of posting on the Facebook page with a post or two each week. Next time the marketing process could be improved by focusing and becoming more motivated in order to achieve the goals of creating content but also publishing the content weekly maybe even daily in order to maintain the interest and trust of the attendees. ‘An event marketing strategy is all about raising awareness of your event. You want to direct potential attendees and previous attendees into the “awareness” stage of your marketing funnel’(Eventbrite,2020). 

Alongside the event the team decided upon creating a raffle alongside the charity, the charity contributing towards the prizes of the raffle by donating the main prize which was a kitchen hamper. I personally felt that instead of one raffle book that only allowed one member keeping the book at all times, the other two team members could only have one week with the book each before the raffle was drawn. In order to increase our raffle sales to fundraise for the charity next time each team member could have a raffle book each allowing each team member the equal opportunity to raise as much money as is possible for the charity. 

The team enjoyed creating the event , although there were many downfalls to the event planning there was many positives the team quickly adapted into becoming an open and honest team we held weekly meetings allowing each team member to voice their opinions on the weekly topics but also keeping updated on each others tasks. At the beginning of the planning process the team decied that the team should be an open enviroment, if anyone doesn’t agree with something another team member has said or done they must be open and voice their opinions but also if one member of the team was struggling with a task they can ask for help and the team would help solve the situation. According to (Frere,2020) ‘An honest team should be able to debate with one another over issues and resolve those issues before the problem boils’


Analysis of team roles 

In order to achieve the best outcome for the event, team roles must be formed by each team member strengths and weekness’. Each person brings a new perspective to the event that can appeal to more guests but also a unique perspective to problem solving. In order to have a successful team it takes time to find the right combination of skills and personality. To achieve this the team toke the Belbin team roles(Belbin,2012) which was devised by Meredith Belbin in order to measure the preference for nine team roles.Examples of the nine team roles are Plant- bringing creativity and offers problem solving skills, Shaper- brings dynasmism, offers drive and action skills or the resource investigator- brings enthusiasm and offers communication skills. Each team members Belbin questionnaire (Appendix 1) helps shows the strength and weakness’ of the each team member in order to give the team member the best team role. The team consists of three members and the team roles split to team leader, marketing and admin. The team leaders role within the Win or Booze team consists of creating the budget, gannt chart but also ensuring that all team members had tasks for each week. The admin role consisted of contacting the charity and keeping them in the loop alongside creating the questions for the quiz. Marketing role consisted of creating the social media campaign and contacting the venue. 

During the belbin questionaire I came out as the Shaper. ‘Shapers are people who challenge the team to improve. They are dynamic and usually extroverted people who enjoy stimulating others, questioning norms, and finding the best approaches for solving problems’(Mindtool.com , 2020). As a result of this as a team we decided that I should take the team leader role. During the event planning I took the lead of creating the event budget and Gannt chart also creating the poster for the event (Appendix 1.1) I personally enjoyed this role as it was a balance of my strengths and weakness’ but next time I would like to do something that is out of my comfort zone such as admin and ringing venues and charities as phone ringing is a weakness for myself and I would like to turn it into a strength of mine. ‘Research says that it's this “stepping out” that is responsible for greatly increasing your productivity, creativity, and ability to cope with change.’(exec, 2020) During my role I personally felt that I could do more by encouraging and motivating team members towards the end of the event planning.  I also found during the event planning I began to take charge of tasks that wasn’t mind due to wanting to get the tasks achieved as soon as possible in able to move on to the most important tasks for example creating the event poster and tickets in order for the team members to achieve their tasks for the week such as getting a Facebook page set up in order to put the poster on the Facebook page to market the event in order to sell more tickets. By me creating the online tickets to email to the attendees it allowed the marketing team member to sell the tickets as soon as attendees purchased the tickets. This helped the organisation of the ticketing for the event and allowing the team to keep track of the attendees. 
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