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Event Preparation and Management
	


The ability to effectively take part and take responsibility for key actions in live events is a crucial skill for employees to have, even if it is not part of their core role. 

For live events to achieve their purpose it’s important that as many people in the organisation as possible understand the fundamentals of event planning and the importance of critical factors around safety of spectators and event contributors.
Benefits of the course

· Understand how concept becomes reality
· Understand how to support and plan the event schedule

· Ability to identify issues and risks and develop contingency plans

· Ability to use marketing and promotional tools

Masterclass content
The first half of the course examines how to produce and implement plans for live events and using the plan to coordinate activity.
The aim of this second unit is to provide learners with the knowledge, understanding and skills to understand their responsibilities with regards to health and safety in the planning and execution of live events
1) Understand how to support the planning of live events (Z0003083)
· Understand the process of producing a plan for a live event
· Understand the important of contingency plans and keeping records
· Understand how to present and implement a live event plan
· Identify who needs the plan and who needs to be informed if changes are made to a plan

2) Ensure responsibility for actions to reduce risks to health and safety at live events (Z0008542)
· Be able to identify the hazards and evaluate the risks in the planning and execution of a live event

· Identify instructions that are relevant to them, their role, and the planning of the event
· Evaluate, prioritise and plan around the order of risk

· Be able to reduce the risks to health and safety in the planning and execution of a live event

· Know how to reduce the risks to health and safety in the planning and execution of a live event
Main features of the course
Sessions lead by an experienced Event Management tutor with materials

Discussions facilitated with real life examples leading to development actions

Range of activities selected by the group depending on experience and need

Reflection on conclusions and the way forward

Assessment
There is no formal assessment, but you will be expected to participate in discussion and share your knowledge skills and experience to work in groups. You will also have time to reflect and develop actions specific to the needs of your business.
Certification 

On completion of the course, learners will be certificated by Gecko

Progression 

Learners may progress to regulated programmes that are certificated, such as a Level 3 Award or Certificate in Leadership and Management.
Entry requirements
Learners do not need any specific prior knowledge, qualifications, skills or experience before starting the programme, but experience of working is a team would be helpful.
Duration and Venue

The course consists of 3 full days, usually over 3 weeks (1 day per week)

The course is delivered at Newhampton Arts Centre, Wolverhampton, WV1 4AN.

Course Fee
In most instances, the course fee is ZERO, as Gecko holds many contracts to provide this course free of charge. Gecko’s Skills Advisers can provide details.

Fee without fees remission is £360 + VAT

To reserve your place, or enquire about funding

Call 01902 837402 and ask for Jay Hunting or email jay.hunting@geckoprogrammes.co.uk
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