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	COURSE OUTLINE




 RISK MANAGEMENT AND EVALUATION
	Course Description: 
Welcome to Module 4 of the Special Event Planning Continuing Education Certificate -"Risk Management and Evaluation"!   Module 4 allows you to learn concepts and methods related to financial management, risk management, and evaluation.  

The issue of risk management is one of control:  how do you keep your event on track financially?  how do you plan to ensure that all risks associated with an event are managed?  how do you ensure that everything that is supposed to happen, happens the way it is supposed to?  what legal issues must be considered so that you are in compliance with laws in your particular jurisdiction?  what do you need to know about contract management?  In addition, you will learn why event evaluation is vital to good event planning.

Pre-requisites: Module 1 - Best Practices in Special Event Management




	For Further Information:
Contact: COTR Kimberley

Phone: 250 427 7116

Fax:  250 427 3034

Email: kimberley@cotr.bc.ca 

Manager:  Mike Flowers

The Implementation Date for this Outline is:                                       


August 2009
	
	Days and times:  Online access almost 24hrs/7days
Course Length:  36 hours (approximately)
Location: on-line; e-office
Instructor: Janet Ready
Required text:  

Festivals and Special Event Management, 5th Edition - ~ $147.00 + applicable taxes 

Written by Johnny Allen, William O’Toole, Rob Harris, Ian McDonnell

Published (2010) by John Wiley & Sons Australia Ltd.
Course Costs: 

$495 per module + text*
$1895 for all four modules + text


COURSE LEARNING OUTCOMES:
At the end of Module 4 – Risk Management and Evaluation, the student should be able to:

· understand and define the term "control" 

· understand and articulate the purpose of having control systems in place for special events 

· understand and use terms such as cash flow, costing, income, expenditures, and revenue

· construct a basic budget for a special event 

· understand and define the term "risk management" 

· understand and articulate the role of risk management in the overall event management process 

· list the rules, regulations, permits, laws, etc. that govern special event planning in your own community

· construct a basic risk management plan for a special event 
· describe the role of evaluation in the event management process 

· understand and discuss the evaluation needs of event stakeholders 

· identify and use secondary research sources

· create an evaluation plan for an event

· In order to successfully complete this module, students will be required to participate in response to discussion questions posted by the instructor on the website, and apply theory learned to different aspects of event planning. This will be done in the form of a Simulation, where students will have the opportunity to plan various aspects a special event. The Simulation is divided into 3 parts – 1 part per week.  The time to complete Simulation assignments will vary, depending on the student’s familiarity with word processing programs; it will range from 2 hours on some assignments to up to 5 hours on others.  
COURSE CONTENT SCHEDULE:

· Students should expect to spend a minimum of -9 hours per week over the 4- week course.  Time will be spent on readings, participating in on-line discussions with peers, browsing through course resource materials and the Internet, exploring practical aspects of risk management and evaluation, and completing aspects of the Simulation assignment.  In order to stay on task and avoid falling behind, assignments and weekly discussion questions should be completed during the week they are assigned.  All Simulation planning tasks are due at the end of each module.  

· The time to complete Simulation assignments will vary, depending on the student’s familiarity with word processing programs; it will range from 2 hours on some assignments to up to 5 hours on others.  

All students are required to complete Module 1 – Best Practices in Special Event Management prior to completing any of the other modules.
EVALUATION:

In order to successfully complete each module, students will be required to participate by responding to discussion questions posted by the instructor on a weekly basis, and applying theory learned to different aspects of event planning. This will be done in the form of a Simulation, where students will have the opportunity to plan various aspects of a “mock” special event. 

Students will be evaluated through their responses to the discussion questions, and through the application of their learning in the Simulation.  

Discussion Question Postings:

For discussion question postings, the instructor will be looking for evidence of creativity (e.g. your answers are unique), critical thinking ability, good communication skills, reflection of theory learned through the readings, and ability to practically apply learning.  A matrix of assessment for the quality of discussion question postings is given below: 

Quality of posting for Discussion Questions:

	Needs improvement 
	Getting There
	Good 
	Great 

	Student does not respond to each discussion question;  posting cannot be understood by peers or instructor; post is too similar to one written by another student who posted earlier
	Postings short in length, lack substance or are difficult to understand; simple points, little explanation or rationale given, and little reference to theory
	Student has a good grasp of theory and is able to articulate what they have learned
	Postings more complex, using a combination of theory learned plus some evidence of student’s own critical thinking ability; evidence of learning and application of theory; postings easy to read and understand


Students must earn a score of “good” or higher to receive credit for each discussion forum.  Students must receive credit in all discussion forums to successfully complete the module.

Note:  
Students must post two times per discussion forum.  Students must make initial postings for each discussion question, each week, by Thursday, 11:55 pm (mountain time) of that week in order for their posting to be considered for credit.  In addition, each student is required to follow up to another student’s post by 11:55 pm (mountain time) on Sunday of the same week.  The follow up must add something to the discussion to receive credit – it should highlight learning, or insight gained as a result of the initial post OR it could challenge the thinking of the individual who posted the initial post in a constructive manner.  Instructor feedback may require students to add another post or posts, or do more research, to satisfy the requirements for “good” post quality stated above.  

You may reply to as many posts as you wish, but credit for only one initial post and one follow up post is required.  Unless prior permission is requested, and given by the instructor, late posts will not be marked.

Simulation Tasks (aka Assignment):
A student must achieve a mark of 90/100 or higher to satisfactorily complete their assignment.  If a task is not completed to the satisfaction of the instructor, the student will have an opportunity to correct and re-submit their assignment, provided the initial assignment was completed during the week it was due AND the corrections are posted before the Thursday noon deadline during the last week of the Module.  A matrix outlining the criteria for successful completion of Simulation tasks is given as follows:

Quality of Simulation Tasks:

	Needs Improvement

(mark less than 50)
	Getting There

(mark between 50 and 70)
	Good

(mark between 70 and 90)
	Satisfactory completion

(mark of 90 or higher)

	Task lacks the basic requirements as requested by the instructor; the task is incomplete; many important details missed
	Task is complete, and meets the minimum basic requirements; demonstrates basic understanding and application of theory, but  still missing some key details
	Task is complete, all important details included, with apparent understanding of relationship between little details and the big picture; good knowledge and application of theory; good attention to detail
	Task is complete and student has attempted to take task to a higher level of thinking, research, planning and implementation; above-average application of theory into planning; only missing minor detail(s)


Students must satisfactorily complete all simulation tasks, in the time allotted, to receive credit for this module.  Students who do not receive credit for this module are welcome to repeat it for credit towards completion of the full program – full tuition fees will apply.  Unless prior permission is given by the instructor ahead of time, late assignments will not be marked.
COURSE CHANGES: 

Information contained in this course outline is correct at the time of publication. Content of the courses is revised on an ongoing basis to ensure relevance to changing educational, employment and marketing needs. The instructor will attempt to provide notice of changes to students as soon as possible. The instructor reserves the right to add or delete material from courses. The timetable may also be revised.
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