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1.0 Introduction 
 

1.1 Welcome to the APIEM Certified Event Courses 
 

Whatever your ultimate career destination as an events/MICE management  
professional studying for the APIEM Certified Event qualifications will give you 
the knowledge and understanding to implement international standards of 
best practice within the events/MICE industry into your daily work activities. 
 
These courses have been designed to introduce you to the international 
standards that events/MICE clients expert of the event professionals that they 
work with. 
 
1.2 Background and philosophy 
 
These are professional qualifications for events/MICE personnel who wish 
to gain an international qualification to demonstrate their competence at 
planning and managing events that are of an international standard.  These 
courses are designed to enhance the ability of events/MICE professionals 
to function effectively as event planners and managers within public and 
private sectors of the global events/MICE industry. 
  
Events/MICE organisations are increasingly competing in an international 
context, which requires event planners and managers to understand how to 
organise successful events that meet the needs and expectations of 
discerning clients and their customers. Operating to international standards 
poses challenges for events/MICE professionals who might only have 
experience of organising events in a regional or national context and without a 
formal education in events/MICE management. It is now recognised that the 
global events/MICE industry requires event managers who are able to plan, 
prepare and manage events that are underpinned by international best 
practice standards in events/MICE management. The APIEM Certified Event 
courses will ensure events/MICE professionals understand how to plan and 
manage events to an international standard.  
 
The APIEM Certified Event courses have been designed by the United 
Kingdom Event Industry Academy and have been aligned to the United 
Kingdom National Occupation Standards for the Events Industry. The courses 
provide a practical program of learning that is assessed by a competency-
based portfolio of evidence that each student produces to demonstrate that 
they have met the learning outcomes of the course and its modules. 

 
 
1.3 Market and Demand for the Courses 
 
These courses are for events/MICE professionals, or people wanting to enter 
the events/MICE industry, who wish to study for an international qualification 
in events/MICE management. The APIEM Certified Event courses are 
designed to enhance the ability of events/MICE professionals to function 
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effectively as events/MICE planners and managers who have to work to 
international standards in the events/MICE industry. 
 
Applicants to the course will be: 
 

• Event planners, organisers or managers who wish to gain an 
international qualification to develop their knowledge and 
understanding of organising events to an international standard 

 

• Event/MICE faculty lecturers who want to gain an international 
qualification to provide evidence of their ability to teach events/MICE 
students to an international standard 
 

• Students who are graduating from a university, polytechnic or college 
and who as part of their degree program have studied events/MICE 
management. These students require an international events 
qualification to assist with their career progression into the 
events/MICE industry 
 

• People with relevant business or work experience who wish to embark 
on a career in the events/MICE industry and require a practical 
program of learning that leads to an international qualification in events 
management 

 

 

2 Aims and Learning outcomes of the courses 

 

2.0 Aims 
 

The APIEM Certified Event courses will offer learners of any nationality 
a high-quality educational experience providing students with an 
opportunity to understand how to plan and manage an event to an 
international standard based on the United Kingdom National 
Occupation Standards for the Events Industry. The aim is to provide  
curricula and syllabi that reflect global perspectives on events/MICE 
planning and management.   
 
Holders of the APIEM Certified Event qualifications will be able to work 
in the following sectors of the events/MICE industry: 
 

• Business event organisation – meetings, incentive travel, 
conventions and exhibitions 

• Corporate events 

• Entertainment events, live music, theatre performances and shows 

• Family events, funerals, celebratory parties and weddings 

• Festivals, arts and cultural events 

• Political events, inauguration ceremonies, military events and protests  

• Religious celebrations, ceremonies and events 

• Sports events, regionally, nationally and internationally 
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• Education establishments (universities, polytechnics and colleges) that 
offer an events/MICE program of study 

 

 
2.1 Learning outcomes 
 
On successful completion of the APIEM Certified Event courses you will be 
able to: 
 

• Plan an event so that it is based on reliable research, is designed to 
meet the business objectives set for the event, utilises an appropriate 
venue, and provides access for all people 

• Plan the event so that it has an appropriate concept and utilises 
relevant technology  

• Organise the set-up, running and break-down of the event so that the 
event meets international standards 

• Manage, motivate and lead the events team members so that the team 
works effectively and to the stipulated quality standards  

• Write a health and safety risk assessment for an event and devise 
procedures to be implemented in case of an emergency 

• Evaluate the success of an event 
 

 
2.2 Skills and other attributes 
 
 A student studying for the APIEM Certified Event qualifications will have the 
opportunity to develop the following skills and attributes.  
 

1. present a reasoned and well-structured argument, based on the 
analysis and interpretation of data 

2. become a self-reflective learner who is able to design, plan and 
manage an event to an international standard 

3. analyse, synthesise and reinterpret data to show they have developed 
a capacity for creative and original insight into issues relevant to the 
events/MICE industry 

4. adopt an autonomous approach to their own learning and continuing 
professional development 
 

Key Skills 

 
The key skills you will develop are: 
 
▪ creativity 
▪ planning and management of learning 
▪ communication and presentation 
▪ data collection and interpretation 
▪ knowledge and understanding 
▪ managing tasks and solving problems 
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▪ self-appraisal and reflection on practice 
▪ synthesis and creativity 
▪ employability 

 

3 Assessment Learning and Teaching (ALT) 

 
3.0 ALT Strategy 

 
The ALT strategy for the APIEM Certified Event courses has been developed 
to ensure that:  
 
▪ appropriate learning methods are utilised enabling students to achieve the 

specified learning outcomes of each course 
▪ assessments are designed which accurately test the learning outcomes 
▪ assessments are marked and appropriate feedback is given, helping the 

students understand how their performance has been evaluated and how 
they can improve performance 

 
3.1 Learning and teaching 
 
All courses foster a student-centred learning approach and the continued 
development of self-directed learning in support of independent and reflective 
learners. 
 
Learning and teaching methods reflect the characteristics of online learning 
pedagogies supported by module tutor support (when appropriate) via email 
and contemporary social media communication methods.  
 

The content of each course has been aligned to United Kingdom National 
Occupation Standards for the Events Industry.  
 
3.2 Top Tips for Online Learning Success 
 
 
These tips provide advice on how to be a successful online learning student: 
 

• Read your course materials thoroughly. Your online learning 
resources and course handbooks are your core information sources for 
your studies. Refer to them regularly.  
 

• Keep a calendar. You will study at your own pace so it will be 
essential that you devise a learning calendar that specifies the days 
and times each week when you will undertake your studies. Make sure 
you keep a note of these dates – pin it on a wall, write it in your diary or 
keep it electronically; whatever works for you. 
 

• Create a study space.  Online learning is a flexible way to study – you 
can do it anywhere – 24/7, 365 days a year. It’s a good idea, if you can, 
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to set aside a place where you are able to study quietly, without 
interruption. This will help you to get into good habits. 
 

• Set aside time to study. If you’re juggling work, family and social 
commitments, set aside regular time slots dedicated to studying. It 
doesn’t matter if this is early morning, late at night or lunchtime – 
dedicate some regular time to learning your course and stick to it.  
 

• Remember your goals. Why are you studying the APIEM Certified 
Event course? If you get stuck, or are finding a particular topic difficult, 
think about the bigger picture. You probably took the course to improve 
your career prospects, get a promotion or improve your performance. 
Write down what you’re doing it for and refer to your goal regularly – it 
will help keep you motivated throughout the course. 
 

3.2 Assessment 
 

The assessment strategy is designed to determine the extent to which you 
have achieved the aims and objectives of the course and the learning 
outcomes. Each course will be assessed by a portfolio of evidence through 
which you are able to demonstrate that you have met the learning outcomes 
of the course. 
 
The portfolio of evidence that you produce for each course will be based on a 
simulated event that you are asked to plan and manage on behalf of APIEM.  
 
Each course handbook specifies in detail what each portfolio of evidence 
should contain and the format in which it should be presented. All portfolios 
will be submitted on-line as PDF documents. 
 
The assessment for the courses will be completed individually by each 
student. If there is evidence of plagiarism the student will not be able to gain 
their APIEM Certified Event qualification. 
 
 
3.3 Assessment regulations 
 
The assessment regulations for the APIEM Certified Event courses are that 
each student will have: 
 
▪ satisfied the submission and attainment requirements for each course 

studied 
▪ achieved a mark of 60% or more in each course assignment 
 
The overall pass mark is 60%. 
 
Candidates achieving over 70% will be awarded a merit 
 
Candidates achieving over 90% will be awarded a distinction 
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Course Examiners 
 
The course examiners appointed to the course will: 
 
▪ approve the assessments for each course 
▪ ensure that students are assessed fairly in relation to other students on the 

course 
▪ review student portfolios  
▪ confirm the minutes of the meetings of the course`s Board of Examiners 

and verify the names of the students who complete successfully each 
course and receive their APIEM qualification 

▪ report on aspects of quality and standards 
 

4 Course Structure and Curriculum 

 
4.0 Course structure 
 
The APIEM Certified Event courses are offered in two formats: 
 

1) as a part-time distance learning, online course 
2) as a part-time taught, face-to-face course  

 
APIEM Certified Event Planner Curriculum 
 
Research and Agree the Scope of an Event 
Develop a Business Plan for an Event 
Plan and Implement a Critical Path for an Event 
Research and Select the Venue for an Event 
Select Contractors and Suppliers for an Event 
Manage Contracts for an Event 
Develop and Write Policies and Procedures for an Event 
Design and Develop the Concept for an Event 
Use Technology in Events 
Provide Access to the Event for People with Special Needs 
 
 APIEM Certified Event Manager Curriculum 
 
All the content covered in the APIEM Certified Event Planner course plus: 
Organise the Set-up and Break-down of an Event 
Organise and Co-ordinate Events 
Manage the Running of an Event 
Co-ordinate Stewards at an Event 
Oversee Health, Safety and Security at Events 
Respond to Emergencies During an Event 
Manage Effective Relationships with Clients, Suppliers & Other Stakeholders 
Allocate work to Team Members 
Quality Assure Work in the Team 
Manage Conflict in the Workplace 
Provide Leadership 
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Evaluate and Report on the Success of an Event 
 
The APIEM Certified Event Educator Curriculum 
 
All the content covered in the APIEM Certified Event Manager course 
 
4.1 Rationale behind course structure  
 
The structure of the courses has been developed to allow students to 
successfully achieve the learning outcomes of course. The APIEM Certified 
Event Planner course is studied first and on successful completion the student 
then progresses to study for the APIEM Certified Event Manager course. By 
studying one course at a time, students will see how the building blocks of 
designing and running a successful event are integrated together. This 
approach will provide a structured learning program for the students enabling 
them to understand the key knowledge and skills that are required by event 
managers who wish to work in the global events/MICE industry.  
 
Students who wish to gain the APIEM Certified Event Educator Qualification 
will complete both the APIEM Certified Event Planner course and the APIEM 
Certified Event Manager course. 
 

5 Mapping to External Reference Points 

 
5.0 United Kingdom National Occupation Standards for the Events Industry  
 
The APIEM Certified Event courses have been aligned to the following United 
Kingdom National Occupation Standards for the Events Industry: 
 
Research and Agree the Scope of an Event 
Develop a Business Plan for an Event 
Plan and Implement a Critical Path for an Event 
Research and Select the Venue for an Event 
Develop and Write Policies and Procedures for an Event 
Manage Contracts for an Event 
Design and Develop the Concept for an Event 
Use Technology in Events 
Provide Access to the Event for People with Special Needs 
Organise the Set-up and Break-down of an Event 
Organise and Co-ordinate Events 
Manage the Running of an Event 
Co-ordinate Stewards at an Event 
Allocate work to Team Members 
Quality Assure Work in the Team 
Manage Conflict in the Workplace 
Provide Leadership 
Manage Effective Relationships with Clients, Suppliers & Other Stakeholders 
Oversee Health, Safety and Security at Events 
Respond to Emergencies During an Event 
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Evaluate and Report on the Success of an Event 

6 Support for students and their learning 

 
6.0 Learning resources 
 
The main learning resource to support the curriculum content is the textbook 
titled `International Best Practice in Event Management` published by Universitas 
Prasetiya Mulya Publishing, Jakarta, Indonesia. The contents of this book have 
been written to align with the United Kingdom National Occupation Standards for 
the Events Industry.  
 
The authors of the book are all international experts in preparing for, planning, 
organising and managing events so that they take place in a safe and secure 
environment. All authors are APIEM Professional Members or Executive 
Members of APIEM. 
 
The textbook `International Best Practice in Event Management` is a complete 
learning resource in its own right – the contents of this book provide all the 
subject content that the students on the APIEM Certified Event courses need to 
understand for their program of study.  
 
   
6.1 Learning environment 
 
The APIEM Certified Event courses are primarily self-study, distance learning, 
online courses. Each online course is complete in itself which means that the 
online learning resources that are provided will enable students to study at 
their own pace, in their own environment, anywhere in the world.  
 
Enrolment on each of the APIEM Certified Event courses gives students 
access to the online learning resources for a period of three months during 
which time they should submit their assignment. Tutor support for students 
will be provided when appropriate by an APIEM Certified Event Educator 
using email. 
 
Where the courses are delivered through face-to-face teaching at an APIEM 
Approved university, polytechnic or college the learning environment provided 
will be determined by the APIEM Approved centre. 
 
6.2 Student Support 
 
You will be supported throughout your studies by members of the APIEM 
Academy who will: 
 

• manage the course application process 

• ensure and maintain the overall academic quality of the program 

• continually develop the course in conjunction with the United Kingdom 
Event Industry Academy 
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• ensure the efficient running of the course in collaboration with the 
APIEM Certified Event Educators 

• ensure that course evaluation, monitoring and review procedures are 
established and implemented 

• maintain overall responsibility for ensuring the moderation and 
assessment of marks in conjunction with members of the course team 

• oversee the progress of each student on the course 

• chair Board of Examiners meetings and arrange for students to be 
notified of their progress on the course 

• respond to any student concerns 
 

7 Admissions Regulations and Entry requirements 

 
7.0 Entry requirements 

 
 

Applications will be sought from candidates who have the capacity to benefit 
from the program of study and can demonstrate that they have the ability to 
complete the program of study. Students will normally be over 20 years of age 
and have either: 
 

• practical work experience in the events/MICE industry as event/MICE 
professionals or faculty lecturers; or 

• academic qualifications that include a study of events/MICE 
management gained at a university, polytechnic or college  

 
Applications will also be welcomed from people over 20 years of age who do 
not have either of the above entry requirements but who can provide evidence 
of personal, professional and educational experience which provides an 
indication of their ability to achieve the outcomes of the programme of study. 
 

8 Methods for evaluating and improving the quality and standards of 
teaching and learning 

 
8.0 Annual Review 
 
Annual review is the process used by the United Kingdom Event Industry 
Academy to assure the quality of its courses.  All United Kingdom Event 
Industry Academy courses are kept under continuous review to ensure that 
their quality and standards are operating as intended. 
 
The Annual Review process is undertaken every 12 months and includes 
feedback from students on their course experience and feedback from the 
course team on their recommendations for developing further the courses.  
 
  
8.1 Student feedback 
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Student feedback is gained via course evaluation questionnaires that each 
student is asked to complete upon completion of each course that is studied. 
 

9 Regulations and Procedures for Managing Assessment 

 

The APIEM Certified Event Manager course operates in accordance with the 
United Kingdom Event Industry Academy`s Academic Regulations.  
 

10 APIEM Terms and Conditions for Student Enrolment 

 
In applying for and accepting a place to study for an APIEM Certified Event 
Qualification students agree to abide by the following terms and conditions: 
 

1) Once student enrolment on the APIEM Certified Event Qualification 
(the APIEM Certified Event Planner, the APIEM Certified Event 
Manager, or the APIEM Certified Event Educator) is accepted and the 
course fee has been paid students will have access to the APIEM 
Academy online learning course materials. 

2) Students will have three months to complete the APIEM Certified Event 
Planner Qualification, three months to complete the APIEM Certified 
Event Manager Qualification and six months to complete the APIEM 
Certified Event Educator Qualification. 

3) Student access to the APIEM Academy online learning resources will 
end after three months for each of the APIEM Certified Event Planner 
and Manager Qualifications and six months for the APIEM Certified 
Event Educator Qualification. 

4) If students do not pass at the first attempt the assessment for their 
APIEM Certified Event Qualification they will have the opportunity to 
resubmit their assignment (one time only) at no additional cost. 

5) Student enrolment on the APIEM Certified Event Qualification cannot 
be transferred to another person, it is individual to each student. 

6) The assignment that students undertake and submit for the APIEM 
Certified Event Qualification must be their own work and must not 
include the ideas of any other person. If plagiarism occurs students will 
not be awarded an APIEM Certified Event Qualification. 

7) No refund can be made of the course fee by the APIEM Academy. In 
exceptional mitigating circumstances (at the discretion of the APIEM 
Academy) the period of enrolment could be extended. 

8) The copyright of all the APIEM Certified Event Qualifications learning 
resources rests with the Asia Pacific Institute for Events Management 
(except those that are from open-access sources, for example You 
tube). The APIEM Certified Event Qualification learning resources 
cannot be re-produced, copied or shared (in any format) with any other 
person or organisation.  

9) In becoming a student of the APIEM Academy it is accepted that the 
program of study is 100% online, that the learning materials provided 
through the APIEM Academy website are complete in themselves and 



The APIEM Certified Courses Handbook 
 

that students study at their own pace as independent, self-directed 
learners.  

10)  To access the APIEM Academy online learning resources students will 
need a reliable, high speed internet connection and the use of a laptop 
or a wide screen tablet.  

11)  The software used for completing the assignments for the APIEM 
Certified Event Qualifications will be Microsoft Word and Excel. The 
assignment will be submitted to the APIEM Academy as a PDF file. 

12)  The method of communication between students and the APIEM 
Academy will primarily be through email. Text messages sent to the 
APIEM Academy through social media channels will not be answered.  

13)  For part of the assessment of the APIEM Certified Event Qualification 
students will have a personal interview with an APIEM Certified Event 
Educator using software such as Zoom, Whatsapp or an equivalent 
digital communication software. 

14)  The APIEM Academy will normally reply to emails sent to 
apiem.academy@gmail.com within 48 hours. 

15)  All APIEM Academy learning resources are provided in the English 
language and English is the language for writing your assignment. 

16)  Students agree to abide by the academic regulations of the APIEM 
Academy as provided for them in the course learning handbooks and 
available on the APIEM Academy website. 
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Appendix 1 – Mapping of Courses to Course Learning Outcomes 

 

Course Learning 
Outcomes A

P
IE

M
 C

e
rt

if
ie

d
 E

v
e
n
t 

P
la

n
n
e
r 

A
P

IE
M

 C
e
rt

if
ie

d
 E

v
e
n
t 

M
a

n
a
g
e
r 

A
P

IE
M

 C
e
rt

if
ie

d
 E

v
e
n
t 

E
d
u
c
a
to

r 

Plan an event so that it is 
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research, is designed to 
meet the business 
objectives set for the 
event, utilises an 
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Plan the event so that it 
has an appropriate 
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relevant technology  
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Manage the set-up, 
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of the event so that the 
event meets international 
standards 
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Manage, motivate and 
lead the events team 
members so that the team 
works effectively and to 
the stipulated quality 
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Evaluate the success of 
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