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Lesson 1
What All Events Have in Common
This introductory lesson exposes students to some of the key terms and areas of knowledge that they will be studying throughout this course. Students also learn about the skills they will develop that are crucial to the field of event planning.
Students examine their conceptions about event planning by judging the accuracy of a variety of statements on event planning processes and concepts. Students evaluate which types of events typically require a professional event planner and which do not, and they use that distinction to identify the reasons a planner is usually hired: resources and/or scale. Students read case studies from sports, entertainment, or special events and work together to identify the common elements of all three types of events. Using that knowledge, students write a description of an event they expect to plan in their lifetime that would require them to work with a professional event planner. Students also set up the notebook that they will use throughout the course.
Advance Preparation
Use Teacher Resource 1.1, Guide: Event Planning Culminating Project, to familiarize yourself with the culminating project for this course, in which students plan and host an actual event. The project is not introduced until Lesson 6, but it is important to start thinking about possible events right away. You will likely need to adjust when each of the project steps occurs by interspersing the steps among other lessons to align with the date of the event your students will execute. 
Determine how you would like students to set up notebooks/portfolios for this course. We recommend you have them keep their notes and course materials in a computer-based folder, a three-ring binder, or a spiral-bound notebook.
This course requires a specific set of computer-related equipment. These requirements are listed in Required Equipment for This Course (available in the Course Planning Tools section of the course materials). Consider reviewing this list with your school’s IT administrator before you begin.
Note that guidance for NAFTrack Certification procedures is not included within the lesson plans for this course. Be sure to review the course’s NAFTrack Certification Course Guide, available in the NAFTrack Certification section of the course materials.
This lesson is expected to take 4 class periods.[footnoteRef:1]* [1: ] 
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Lesson Framework
Learning Objectives
Each student will:
Identify the elements that all types of events have in common*
Evaluate when a professional event planner is necessary
Demonstrate the ability to write an effective description of an event they expect to plan 
*This is one of the 16 key learning objectives assessed by the NAFTrack Certification end-of-course exam for this course.
Academic Standards
Evaluate the nature and scope of the Hospitality & Tourism Career Cluster™ and the role of hospitality and tourism in society and the economy (Common Career Technical Core, HT-2)
Use common travel and tourism terminology used to communicate within the industry (Common Career Technical Core, HT-TT 6)
Compare and contrast services and products from related industries to understand and evaluate how they impact the delivery of travel and tourism products and services to customers (Common Career Technical Core, HT-TT 8)
Assessment
	Assessment Product
	Means of Assessment 

	Personal event description (Student 
Resource 1.4)
	Assessment Criteria: Personal Event Description (Teacher Resource 1.5)


Prerequisites
None
Instructional Materials 
Teacher Resources
Teacher Resource 1.1, Guide: Event Planning Culminating Project
Teacher Resource 1.2, Guide: Types of Events
Teacher Resource 1.3, Answer Key: Event Planning Anticipation Guide
Teacher Resource 1.4, Notebook: Table of Contents (separate Word file)
Teacher Resource 1.5, Assessment Criteria: Personal Event Description
Teacher Resource 1.6, Key Vocabulary: What All Events Have in Common
Student Resources
Student Resource 1.1, Anticipation Guide: Event Planning
Student Resource 1.2, Analysis: Event Planning Case Studies
Student Resource 1.3, Reading: Case Studies in Event Planning
Student Resource 1.4, Writing Frame: Personal Event Description
Equipment and Supplies
One notebook per student for taking notes and holding assignments and handouts (options include three-ring binder, spiral-bound notebook, or a computer-based e-portfolio) 
Blackboard, whiteboard, or flip chart
Chart paper (at least three sheets, possibly six to nine sheets)
Markers
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Lesson Steps
	Step
	Min.
	Activity

	
	
	class period 1

	1
	25
	Think, List, Share: Types of Events
This activity introduces students to the Event Planning course by having them consider the many different types of events that exist. 
Before class, post three sheets of chart paper around the room, each with one of the following labels:
Entertainment
Sports
Events
Note: If you have a large class, you may wish to post six or nine sheets of paper, labeling two or three sheets with each title.
Place several markers next to each sheet of chart paper.
When class begins, ask students to circulate around the room and write down any events they can think of that fit under each category. You may wish to use an example to get them started. Teacher Resource 1.2, Guide: Types of Events, is a good source of examples.
Allow several minutes for students to write on each sheet. Encourage students to keep moving from sheet to sheet; although it may be easier for some students to list lots of sports events or entertainment events, tell them to aim to write at least one event on each list. When students have written down at least one of each type of event, without repeating an event that another student has already written down, they can return to their seat.
Bring the sheets of chart paper to the front of the room and sort them (if there is more than one sheet of each category). Read over each sheet with the class. If there are any events in the wrong category, ask students to talk about why a particular event might be considered one thing over the other. (For example, the Super Bowl halftime show is entertainment, but it’s in the middle of a sports event.)
Ask students: What do all these events have in common? Take volunteer suggestions. If they don’t think of it, note the commonality that someone had to plan every one of them. It might be a parent planning a child’s fifth birthday or an entire committee planning a citywide event, but someone had to do the planning. Explain that this course is about learning how to plan and execute many different types of events from start to finish. In fact, students will actually host an event and put into practice everything that they’ve learned.

	2
	25
	Anticipation Guide: Event Planning 
In this activity, students build on prior knowledge as they begin to engage with some of the topics covered in this course. This activity also focuses on the following college and career skill:
Working effectively with a diversity of individuals and perspectives 
Have students read the directions for Student Resource 1.1, Anticipation Guide: Event Planning. Answer their questions about directions. Explain that it is not important to figure out what an expert would put as the “right” answer but rather to share what they think. Model what you mean by doing the first statement aloud with students. 
Next, ask students to complete the first two sections—“My guess” and “My reason”—for each statement of the resource. When about 10 minutes remain in class, tell students to pair with a neighbor and compare their responses and discuss their reasoning. Then, with the whole class, ask a couple of students to share their responses for each statement. Note the areas where students are in agreement and disagreement. Use Teacher Resource 1.3, Answer Key: Event Planning Anticipation Guide, to tell students how most event planners would respond to these statements, but point out that some are open to interpretation. Also note that they will be learning a lot more about each of these topics throughout the course. Tell students to write down what they learned during this discussion in the “I learned” section of the resource.
You may want to collect this resource and review student responses to get a sense of their prior knowledge about event planning. 

	
	
	CLASS PERIOD 2

	3
	20
	Preparation: Course Notebook
If appropriate for the type of notebook you want your students to keep, prior to class print enough copies of Teacher Resource 1.4, Notebook: Table of Contents (separate Word file), so that all students have a couple of pages to place in the beginning of their notebook. 
To begin this activity, advise students that they will be required to keep a notebook with their work for this course. Make sure students understand that their notebook is a place where they will save important work. Tell students they will need to bring their notebook to every class and will use it to keep many kinds of work in, including:
Notes
Guides and other resources
Worksheets and other assignments
Reflections
Project plans
Explain to students how to organize their notebook in a way that works for your class. Whatever notebook structure you choose, make sure it provides students with the following:
An orderly way of keeping notes, reflections, project work, and so forth for each lesson so that they can reference their work when necessary.
A place to insert student resource pages such as reference sheets, note-taking tools, graphic organizers, and other materials that they complete during each lesson.
A means of setting up a table of contents so that they can find a page when they need it. One option is to give each student a couple of copies of Teacher Resource 1.4, Notebook: Table of Contents (separate Word file), and ask students to insert the pages at the beginning of their notebook.
When students are clear on how to set up their notebook and have created a table of contents, ask them to insert their anticipation guide as the first entry in their notebook. Tell students that they need to keep all of the handouts they receive in this course, and to keep track of them via the table of contents, because they will refer back to many of them and use them for other assignments.

	4
	30
	Class Discussion: When Is a Professional Event Planner Needed?
Students develop a better understanding of what an event planner does by evaluating when a professional event planner is needed for an event and what types of events planners usually handle.
Write these phrases on the board:
Almost Always Needs a Planner
Sometimes Needs a Planner
Almost Never Needs a Planner
Divide the class into pairs. Tell each pair to make three columns on a piece of blank paper. Tell them to write the three phrases that are on the board as the headers for their columns. Then write the following list on the board:
Birthday party
Wedding
Political convention
American Medical Association awards banquet
Fundraising dinner dance
Retirement party
Auction to raise money for a local animal shelter
Instruct students to work with their partner to decide which column to place each event in. Is this an event that almost always needs a planner, that sometimes needs a planner, or that almost never needs a planner? How did they make that determination? 
Next, lead a discussion about each event. Ask students to raise their hands if they chose Almost Always, Sometimes, or Almost Never for each one. Have student volunteers explain their reasoning: How did they determine which events need a planner and which ones don’t? Eventually lead the discussion around to the key factors in deciding to hire a planner: scale and resources. For example:
Planning a large event is very difficult and time consuming; most people will opt to hire a planner to handle that process. 
Planning a very expensive event can be daunting to some people, who will prefer to get a planner to help them make the decisions (or to make the decisions for them).
People with a substantial budget but a lack of time or a lack of interest may hire a planner to work on smaller scale and/or smaller budget events because they do not have the time or the interest to manage the event.
Planners have all of the information needed to host an event on hand: lists of venues, musicians, caterers, and so on. They are also aware of current trends in event planning.
Tell students to look at the events in the Almost Never and Sometimes columns. Ask:
In what circumstances might you want to hire a planner for this event?
Students should come to the conclusion that any event, even one for just a few people in someone’s house, might be professionally planned if a client so chooses. Point out to students that they will be using this decision-making process in an assignment they will complete later in this lesson.

	
	
	CLASS PERIOD 3

	5
	50
	Reading Jigsaw: Case Studies in Event Planning
Students continue their evaluation of the elements common to all events by reading and analyzing several case studies of events. Students will complete this exercise using a reading jigsaw strategy. This activity focuses on the following college and career skills:
Demonstrating teamwork and collaboration
Utilizing time efficiently when managing complex tasks
Review Student Resource 1.2, Analysis: Event Planning Case Studies. Point out that the items in the first column are the specific elements of an event. Also review Student Resource 1.3, Reading: Case Studies in Event Planning. 
Then divide the class into groups of three or four students and assign each group one of the case studies. Ask students to do the following: 
Read their entire case study in Student Resource 1.3 independently.
Ask members of their group any questions they have about the reading.
As a group, complete the chart on the first page of Student Resource 1.2, focusing on their case study.
When students have finished, divide the class into new groups, each made up of at least one or two people who read each case study. Ask the new groups to begin by sharing what their event’s goal was, then the event’s theme, the budget, and so on. Have students compare notes across case studies and identify the same elements in each one by completing the chart on the second page of Student Resource 1.2.
This jigsaw approach to the reading enables students to take in more information than they might have been able to if left to read the passages on their own. It also helps students take ownership of their learning, calling upon them to become section experts as they teach the other members of their group the information they have read.
As students present to each other in their groups, walk around and gather anecdotal information about the degree of familiarity students are developing with the key elements that make up any type of event. When they have finished presenting, point out their new familiarity to them.
Explain that in the next class period, they will use these elements to describe an event that they expect to plan at some point in their lives—an event they would hire a professional planner to help them with. 
To prepare, tell them to take out their notebook and jot down three ideas for an event they’d like to hold in the future that would require the services of a professional planner. See if they can go beyond the expected ideas, like their wedding, and imagine an event that is a bit more unusual. If you run out of class time, ask students to write their list for homework.


	
	
	CLASS PERIOD 4

	6
	50
	Writing Assignment: Personal Event Description 
Students write a description of an event they may plan in their own lives, using a writing frame to help them identify the key elements of the event and evaluating why they would want a professional event planner to help them with the event. This activity focuses on the following college and career skills:
Developing awareness of one’s own abilities and performance 
Demonstrating creativity and innovation
Demonstrating the ability to write effectively
Review Student Resource 1.4, Writing Frame: Personal Event Description. Point out that the goal of this activity is to identify an event that they would need a planner for and to describe the elements they just learned about for that event. Discuss the assessment criteria at the end of the assignment. Emphasize the need for vivid, complete descriptions and careful work. 
Give students time to work on their frame in class. Tell students to use the frame for gathering and organizing their ideas, but instruct them to hand in their personal event description in a final draft. They should write their draft on a separate sheet of paper or use word processing, as you prefer. 
While students are working, circulate around the classroom and help any that are stuck. Guide students in picking an appropriate event; the right event will make a big difference in their ability to complete the assignment more easily.
When 20 minutes remain in class, ask students to pause in their work and quickly share with a partner the following:
What event they are writing about
One element of the event they have already described, or one element they are struggling to describe
The partner should ask questions about anything that isn’t clear or detailed enough. When students have shared, they should return to their own work.
Allow students to take the assignment home to finish, if necessary. When the assignment is complete, collect and assess it using Teacher Resource 1.5, Assessment Criteria: Personal Event Description.
Tell students that this assignment can give them a sense of what people think about when they are considering how to produce a big event. This perspective is key to success in the event planning business.


Extensions
Content Enrichment
Show students clips from one or more movies or documentaries that feature an event. For example, a documentary about the Olympics, select scenes from the documentary Woodstock, the wedding scene in My Big Fat Greek Wedding, a relevant scene from the film The Wedding Planner, or one of the concert scenes in Dreamgirls. 
For each scene, have students identify as many of the elements of an event as possible. For every scene, students should be able to identify the goal, theme, location, people (to some extent), and budget (to some extent). Have students discuss what they observed from each scene and use this as an opportunity to review or reinforce the concepts from this lesson.
Ask students to use a search engine such as Google to locate event planning college degree programs, or certification programs, many of which are advertised online. Ask students to look for sites that list the topics or content of the course, and have them copy those topics down. When students have compiled a list, ask them to respond to the list in their notebook. Which of these topics (if any) are already familiar to them from personal experience or from other AOHT courses? Which of these topics are they most excited to learn more about? Are there any topics that they are worried about or topics that look difficult?
Set up your class to reduce paper and encourage student collaboration by using online tools for document sharing and classroom management. Students can access resources and upload their work to a web-based service, making it easier for you to track their progress.
Share and collaborate on documents and presentations using Google Docs or Google Slides.
Track assignments, share resources, and interact with students about their work using an online management learning service 
Take classroom discussions online, connect with other teachers, and keep students on top of their assignments 
Upload, collect, and manage student resources, including photo and video.
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