Developing an Evaluation Report for your event, Step-by-Step

The following steps will assist you in developing an evaluation report that accurately reflects the event you have organised. The steps should be followed in sequence. You may elect to skip certain steps if you think they don’t apply to your event. The steps have been divided into three parts: 1 – Pre-event planning, 2 – At your event, and 3 – Post-event activity.
1 – Pre-event planning:
	Steps…
	Questions and Comments

	Step 1
	What are the aims and objectives of your event?

Consider why you are staging your event then develop a list of aims and objectives. These objectives should take into account your target audience, the size of the event as well as financial and enjoyment benefits.

	Step 2
	Develop a plan for publicity, promotion and marketing of the event

With your aims and objectives in mind, develop a plan that will ensure people hear about your event promotion. This should include marketing collateral such as posters and flyers, advertising in print media and radio, and promotional media opportunities.

	Step 3
	Develop your evaluation plan

Think about the various types of evaluation you could use to analyse the success of your event to create an evaluation plan. To do this, determine who is going to create the evaluations, and who will coordinate them. Will interviewers be required, how many surveys will be required, how and where will evaluations take place, and will any equipment need to be hired?

	Step 4
	Pre-event documentation production and collection

Documentation is an important part of assessment and evaluation. Keep a record of all correspondence produced including letters, media releases, guidelines, permits and licences required for the event.

	Step 5
	How to produce your surveys

Let’s say you decide to produce 1,500 short survey cards, which you will have at entry and exits points. These will be self-administered and it is estimated that only a portion will be returned for analysis. You also decide to conduct 500 direct-evaluation surveys and will ask the local Rotary Club to volunteer as interviewers. You also decide to conduct some vox pops and will hire a multimedia company to fulfil this service.

Again, remember your aim and objectives. All questions you ask should be related to gaining information to support your aim and objectives. The self-evaluation surveys should have no more than ten questions. These should include asking for sex, age and postcode. Any other questions should be tick-the-box responses. The direct-evaluation can be longer and include questions relating to how much they spend at the event and in the region. Provide the firm conducting the vox pops with key questions and background information on your event.

	Step 6
	Organise survey interviewers

There are many places you can find people willing to act as interviewers for events. These range from recruitment companies to friends and families. Charity groups are often willing to assist, especially if you allow them to do charity work at the event. The type of people to get will usually depend on the budget you have available, if you have one!

	Step 7
	Develop media releases

To promote the upcoming event, you will need to produce media releases to raise awareness of the event in the community. The releases should include ‘sell’ features; things that will be attractive and draw attention and exposure.

	Step 8
	Print surveys

Ensure that you have enough copies of both surveys printed for the event

	Step 9
	Have you organised a place for completed surveys to be stored during the event?

Before briefing your interviewers, consider a secure location at the event where completed surveys can be stored. A person should also be identified to collect completed self-evaluation surveys. This important due to Australian Privacy Laws

	Step 10
	Coordinate a meeting for your interviewers and event staff

Organise an informal meeting for the people who will be working at your event. This is their briefing for roles and responsibilities and where you take them through the questions on the survey.

	Step 11
	Compile all pre-event media and advertising

Make sure that you have collected copies of all media promotion and event advertising for your records.

	Step 12
	You are almost ready…

After the event is set-up, but before the gates open or people arrive, make sure that self evaluation surveys are strategically located at the areas designated in the plan. Also ensure that interviewers are briefed to where they are to be when conducting surveys and the multimedia firm have been briefed on where they should be. Depending on the size of your event and the number of people working for you, it may be worth having a second pre-event meeting.


2 – At your event
	Steps…
	Questions and Comments

	Step 13
	Start of event check-in

It is important for all people helping you with evaluation to ‘check-in’ before starting work, at which time survey forms can be distributed.

	Step 14
	Are people completing the self-evaluation surveys at the entrance or exit?

Throughout the course of the event, make regular checks to see if the system is working and that there are pens available for people to record their comments. It is also important to check that the completed surveys are being collected.

	Step 15
	Are the interviewers performing their role?

You should also check to make sure the interviewers are adequately performing their role and that the interviewers have no issues.

	Step 16
	Is the multimedia firm gaining positive comments?

You have hired the multimedia firm to get good comments and feedback on your event. It is always a good idea to check on contractors to ensure they are doing what is asked of them. In the case of multimedia, they should also be able to show you some of the vox-pops they have collected.

	Step 17
	Consult with traders and exhibitors to gauge their feedback

Spend some time talking to people who have committed to trade or exhibit at your event and seek feedback on the value of the experience.

	Step 18
	Have you recorded your event?

It is a good idea to take a range of photographs of your event as a record, which can also be used for visual representation purposes. Include general activity shots, site layout features, performers and entertainers, and any infrastructure / services used.


3 – Post-event activity
	Steps…
	Questions and Comments

	Step 19
	Evaluate surveys

Send all surveys to the person / firm identified in your plan for assessment and evaluation. They will produce a report and identify economic and tourism benefits, statistics and trends. This should take two to three weeks.

	Step 20
	Organise and hold a post event meeting

While the surveys are being assessed, call a post-event evaluation meeting. Invite exhibitors, traders, volunteers, members of the public who attended and people who worked on the planning and organisation of the event. While one person asks questions, another one or two people should table the responses for the report.

	Step 21
	Evaluation review

Review the findings from the surveys, your post-event meeting and the vox-pops.

	Step 22
	Have you collated a folio of printed materials?

As part of your documentation collection process, you should keep a folio of copies of all items related to the event including the event’s program, material used for publicity and promotional purposes, media releases and coverage and tickets. Create an appendix or a section in your report for these materials. Sponsors who will need a copy of the report will value this information.

	Step 23
	Will you organise this event again? Consider ideas for the future

If you consider running this event or a similar one in the future, make notes that will help you and make the task of staging the event easier. Also consider what you might change.

	Step 24
	Table your evaluation report

Now that your evaluation is complete, table your results. This should include economic indicators, a statement of how the aims and objectives were met, which elements were successful and those that were not so successful and identify future plans.


