
Event evaluation

PURPOSE OF EVENT EVALUATION
Event evaluation is an essential part of the event management process. It allows organizers to assess 
the success of an event, identify areas for improvement, and ensure that future events are more efficient, 
effective, and impactful. Evaluation measures how well the event met its objectives and fulfilled the needs of 
patrons, staff, stakeholders, and the broader community. It also supports accountability for financial, safety, 
and operational outcomes.

A comprehensive evaluation informs future planning by highlighting what worked, what didn’t, and why. It is 
an important tool for continuous improvement, stakeholder reporting, and compliance with safety, legal, and 
funding requirements.

KEY EVALUATION AREAS
Evaluation should cover several key areas to provide a complete view of event performance:

1. Planning and Coordination

 � Were the event objectives clear and met?

 � Was the planning process efficient and well-
organized?

 � Were timelines realistic and achieved?

2. Communication and Stakeholder Engagement

 � Were key stakeholders appropriately consulted?

 � How effective was communication among staff, 
volunteers, and contractors?

 � Were patrons informed and engaged before and 
during the event?

3. Venue and Logistics

 � Did the venue meet the event’s needs for space, 
services, and safety?

 � Were site plans effective for setup, flow, and 
emergency access?

 � Was signage adequate and helpful?

4. Health, Safety, and Risk Management

 � Were there any incidents, injuries, or emergencies?

 � Were risk management plans properly 
implemented?

 � How effective were security and first aid 
arrangements?

5. Patron Experience

 � Was the event accessible and inclusive?

 � Was crowd control effective?

 � Were patrons satisfied with amenities (toilets, food, 
seating, information services)?

6. Financial Outcomes

 � Was the event delivered within budget?

 � Were revenue targets (tickets, sponsorships, 
vendors) met?

 � Were any financial risks or unexpected costs 
identified?

7. Environmental Impact

 � Was waste minimized and recycling facilitated?

 � Was the impact on local traffic, noise, and 
surroundings managed appropriately?
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EVALUATION METHODS
A variety of methods should be used to collect meaningful evaluation data:

POST-EVENT REPORTING
All findings from the evaluation should be compiled into a clear post-event report. This report should include:

USING THE EVALUATION
The goal of event evaluation is to improve future events. Key actions based on evaluation findings may include:

CONCLUSION
Event evaluation is a vital part of professional event management. It closes the event lifecycle by 
reflecting on outcomes and setting the stage for continuous improvement. A structured evaluation 
process not only identifies areas for improvement but also strengthens relationships with stakeholders 
and the community, ensuring safer, more successful, and more enjoyable events in the future.

Staff and Stakeholder Debriefings

Conduct structured meetings immediately after 
the event to gather insights from team leaders, 
volunteers, security, vendors, and emergency 
services.

Patron Surveys

Distribute short online or paper surveys during or 
after the event asking about satisfaction, safety, 
amenities, and overall experience.

Incident Reports

Analyse security, first aid, and lost property reports to 
identify trends or problem areas.

Financial Reports

Compare actual expenses and revenues against the 
budget to assess financial performance.

Observation

Use staff or volunteers to observe patron behaviour, 
crowd flow, and facilities during the event.

Media and Social Media Monitoring

Review media coverage and social media feedback  
to gauge public perception and identify any 
reputational risks.

 � Summary of event objectives and whether they 
were achieved

 � Attendance data and demographic insights

 � Financial performance (budget vs. actuals)

 � Summary of incidents, risks, and health and safety 
compliance

 � Feedback from staff, patrons, and stakeholders

 � Recommendations for future improvements

Where possible, use graphs and data 
visualizations to make the report clear and 
engaging for stakeholders.

 � Updating the event checklist and timelines

 � Improving communication channels

 � Revising safety and emergency procedures

 � Enhancing marketing and patron engagement 
strategies

 � Strengthening relationships with stakeholders

 � Refining budget planning and risk management

Evaluation findings should be shared with 
the event team, key stakeholders, and, where 
relevant, the community. Celebrating successes 
is just as important as identifying challenges, 
ensuring that team members and partners feel 
recognized and motivated to participate in  
future events.
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Event evaluation template

The below is an example of how your event evaluation could be structured:

Item Details

Event Name

Date & Time

Venue

Event Manager

Event Objectives

Metric Target Actual Comments

Expected Attendance

Actual Attendance

Demographic Information (optional)

Area Issues Noted Actions Taken Recommendations

Medical Incidents

Security Incidents

Other Risks/Incidents

Objective Achieved? (Yes/No) Evidence/Notes

 

Group Feedback Summary Suggestions for Improvement

Staff & Volunteers

Security & Emergency Services

Vendors/Suppliers

Community Stakeholders

Event Details

1. Attendance

4. Health, Safety & Incident Report

2. Event Objectives

3. Stakeholder & Staff Feedback
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Item Budgeted Actual Variance Notes

Income (e.g., ticket sales, sponsorships)

Expenses (venue, security, marketing)

Overall Financial Outcome

5. Financial Summary

Channel Strategy/Tools Used Effectiveness Notes

Social Media

Media Coverage

Website/Event Page

Email/Newsletters

6. Marketing & Communications

Item Assessment Comments

Site Layout and Signage

Accessibility and Transport

Vendor/Supplier Management

Crowd Management

Weather Management

Category Positive Feedback Areas for Improvement

Entertainment

Food & Beverage

Facilities (toilets, seating)

Overall Experience

Name Position Date

 

7. Venue & Logistics

8. Patron Feedback (Summary)

9. Key Successes

10. Lessons Learned & Recommendations for Future Events

Sign-Off


