
Event Planning 

Course Description: 
 

The student will be introduced to event and entertainment terminology and will be able to identify the objectives, 
purpose and feasibility of an event. Developing a budget, realizing the impact of laws and regulations, and identifying 
risk associated with events will be included. The student will be able to work with designated dates of events, selective 
times and places, and themes to meet the customers' needs. 
 

Course Objectives:  

A. Identify Characteristics of an Event  
1. Describe events according to size and type.  
2. Discuss relationships between even managers and other stakeholders. 
 

B. Establish the Purpose of an Event. 
1. Develop goals and objectives for an event 
2. Develop a theme and décor that is consistent with the purpose.  
3. Analyze the needs of the even audience.  
4. Review financial and other resources.  
5. Identify an appropriate venue to suit the purpose of an event.  
6. Establish the timing and duration of an event.  
7. Review the logistical requirements of an event. 
 

C. Discuss the Feasibility of Event Concepts. 
1. Analyze the factors that contribute to feasibility.  
2. Look at infrastructure and other event requirements that have an impact on feasibility.  
3. Look at a range of risk factors that could have an impact on and identify ways in which risk can be minimized.  
 

D. Explain the Laws and Regulations That May Impact Event Planning. 
1. Identify the bodies from who approval is required or support is needed, to stage a particular event.  
2. Explain the legal compliance requirements of an event.  
3. Identify insurance premiums and fees that need to be paid. 
4. Describe the contracts required between event organizers and other parties, including subcontractors.  
 

E. Describe the Features of Event Marketing. 
1. Establish the features of an event product.  
2. Understand market segmentation.  
3. Analyze consumer decision-making processes.  
4. Establish ticketing programs where required.  
5. Promote and publicize an event.  
 

F. Develop an Event Budget. 
1. Understand and expenditures.  
2. Identify the breakeven in order to make pricing decisions.  
3. Review and manage cash flow.  
4. Produce a simple profit and loss account.  
5. Develop control systems for managing finances within budget.  

 
G. Identify the Risks Associated with an Event. 

1. Assess the risks and prioritize the risks. 
2. Manage the risks by prevention or contingency planning.  
3. Develop a risk management plan.  
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H. Identify the Purpose and Objectives of an Event. 
1. Develop an event proposal or outline.  
2. Identify the team and the stakeholders involved staging an event.  
3. Plan the location and layout of an event using maps/illustrations.  
4. Use charts and run sheets to develop timelines.  
5. Develop management control and checklists. 
 

I. Explain the Concepts of Protocol. 
1. Identify protocol associated with a range of events.  
2. Identify sources of information regarding event protocol. 
3. Avoid a breach of protocol.  
4. Use national symbols correctly. 
 

J. Evaluate the Event Site to Assess the Suitability. 
1. Select a theme and plan the décor.  
2. Plan all staging elements, including lighting and sound.  
3. Plan all event services, such as catering.  
4. Understand the roles of staging subcontractors. 
 

K. Develop an Event Organization Chart. 
1. Write job descriptions and specifications and staffing policies.  
2. Conduct recruitment and selection.  
3. Plan induction and training.  
4. Manage volunteers.  
 

L. Plan the Logistics of an Event. 
1. Plan setup and teardown procedures.  
2. Develop policies and procedures for the smooth operation of an event.  
3. Clarify the roles of the various areas during the operation of an event  
 

M. Identify Situations in Which Police or Security Staff are Required. 
1. Comply with laws, regulations and standards relating to occupational health and safety.  
2. Develop procedures to meet safety standards.  
3. Establish a system of communications for reporting incidents and emergencies.  
 

N. Identify the Types of Crowd Management Problems and Situations. 
1. Develop crowd management and crowd control systems and procedures.  
2. Identify the types of occurrences that may require evacuation.  
3. Develop procedures for evacuation.  
 

O. Conduct Post-Event Evaluation 


