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	Unit Title
	 Support the organisation of an event
	Unit Code
	J/617/0728
	Year
	2
	0
	1
	

	Centre Name
	
	Centre Number
	
	
	
	
	

	Candidate Name
	
	Candidate Number
	
	
	
	

	Grading Criteria - The Learner can:
	Grading Criteria achieved (()
	Teacher comment
	Page No./Evidence location

	Pass 

The grading criteria are the pass requirements for this unit. In order to achieve a pass grade, all pass criteria must be achieved.
	
	
	

	Learning Outcome 1: Be able to identify resources needed to support the organisation of a business event
	
	
	

	P1: 

Identify the resources they need to source to aid the organisation of an event and any relevant constraints
	
	
	

	Learning Outcome 2: Be able to source event resources
	
	
	

	P2: 

Investigate sources that can provide the resources required for an event
	
	
	

	Learning Outcome 3: Be able to make and confirm event arrangements with relevant parties 
	
	
	

	P3: 

Arrange for production of, or book, the required resources with their chosen source
	
	
	

	P4: 

Communicate the arrangements for an event to relevant parties, using appropriate communication channels
	
	
	

	Grading Criteria - The Learner can:
	Grading Criteria achieved (()
	Teacher comment
	Page No./Evidence location

	Pass 

The grading criteria are the pass requirements for this unit. In order to achieve a pass grade, all pass criteria must be achieved.
	
	
	

	Learning Outcome 4: Be able to inform other team members of progress against the plan
	
	
	

	P5: 

Create a progress report and share it with the event organisation team using appropriate communication channels
	
	
	

	Learning Outcome 5: Be able to plan to prevent problems with a business event
	
	
	

	P6: 

Take steps to mitigate the likelihood of problems occurring
	
	
	

	Learning Outcome 6: Review your own performance when organising a business event
	
	
	

	P7: 

Review own performance in supporting the organisation of an event, identifying strengths and areas for development
	
	
	


	Grading Criteria - The Learner can:
	Grading Criteria achieved (()
	Teacher comment
	Page No./Evidence location

	Merit Criteria 

The grading criteria are the merit requirements for this unit. In order to achieve a merit grade, all merit criteria must be achieved and all pass criteria must also have been achieved.
	
	
	

	Learning Outcome 2: Be able to source event resources
	
	
	

	M1: 

Identify a range of sources for their resource, including the advantages and disadvantages of each source
	
	
	

	Learning Outcome 4: Be able to inform other team members of progress against the plan
Learning Outcome 5: Be able to plan to prevent problems with a business event
	
	
	

	M2 

Update their report showing dependencies between own tasks and those of others
	
	
	

	Learning Outcome 6: Review your own performance when organising a business event
	
	
	

	M3: 

Share and discuss own self-assessment with a colleague to seek their opinions and confirm areas for improvement
	
	
	


	Grading Criteria - The Learner can:
	Grading Criteria achieved (()
	Teacher comment
	Page No./Evidence location

	Distinction Criteria 

The grading criteria are the distinction requirements for this unit. In order to achieve a distinction grade, all distinction criteria must be achieved and all merit and pass criteria must also have been achieved.
	
	
	

	Learning Outcome 2: Be able to source event resources
Learning Outcome 3: Be able to make and confirm event arrangements with relevant parties
	
	
	

	D1: 

Create a best-practice process for others for future booking/arranging of resources, including recommendations for the prevention of issues, based on a review of own experience
	
	
	

	Learning Outcome 5: Be able to plan to prevent problems with a business event
	
	
	

	D2: 

Assess the most likely problems and produce a contingency plan to address them
	
	
	

	OVERALL GRADE (P, M or D)
	
	


I confirm that:

· the candidate’s work is solely that of the candidate concerned and was conducted under the required conditions as laid down in the qualification handbook;  

· internal standardisation has been carried out and that all grades have been correctly recorded and accurately transcribed to the claim being submitted to OCR.
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