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Teacher Resource 1.1
Guide: Event Planning Culminating Project
Project Description
In this project, students work together as a class to plan and host an event at their school or in their local community. After groups of students pitch their idea for a theme to a client and the client chooses one, students are divided into new groups that are each responsible for coordinating one specific element of the event. The driving question is, “How do we plan and host a highly successful event for a group in our local community?”
What You Need to Do
Determine what the event will be.
Identify the client.
Establish the event date and time.
Identify a total amount for the budget.
Select the venue.
Review the lessons that include project activities (Lessons 6 and 13). All of the steps for executing the event are aggregated into Lesson 6, but you will need to disperse them among other lessons according to when your event actually occurs. 
Determine what the event will be
Your first step is to identify one event that can be planned by your Event Planning class. Keep in mind that if you teach multiple sections of Event Planning, each section will need to host its own event.
The event must meet the following criteria:
The event must serve a group of at least 20–30 guests over a period of at least two hours (in other words, not a car wash or bake sale where the guests’ interaction with the host is 5–10 minutes).
The event must be significant and high stakes—that is, its success or failure must matter to the students. Throwing a pizza party for another AOHT class is not high stakes. Hosting the school’s prom, or hosting an event that will include adults and community members, is high stakes.
The event must require all the typical aspects of an event: a goal, a theme, a budget, a venue and decoration, food and beverage, entertainment, guest and staff management, and promotion or invitation.
The event must be held no sooner than six weeks into the semester (to give students time to learn the basics) and at least two weeks before the end of the semester (to give students time to finish the project).
Here is a list of potential options for events. Consider whether one or more of these could work for your school/your class/your community:
A networking breakfast for AOHT students to meet local hospitality industry professionals
A recruiting event to encourage students to join the NAF academies
A school formal dance or prom
A school awards banquet (academic awards, sports awards, fine arts awards)
An opening night reception or cast party for a school play/music recital/dance concert
A retirement party for a popular teacher or staff member
A school carnival, walk-a-thon, “fun day” or other schoolwide event
An event to raise money for a specific cause
A party for a community group or organization (for example, a party for residents at a retirement home, an organization that works with disabled people, or a local elementary school)
Identify the client
This may occur naturally as you identify the event. The client needs to take an active role in the planning process, including visiting with students during Lesson 6 to listen to their pitches. Make sure your client is available to provide feedback to students as necessary.
Establish the event date and time
Working with your client, set a date and time for the event. Once the date is established, consider how you may need to reorganize the culminating event activities in Lesson 6.
Lesson 6 is focused on launching the project and obtaining client feedback right after the event takes place. Lesson 13, in which students write a review of the event, necessarily occurs afterwards. 
Identify the total amount for the budget
Working with your client, identify how much money is available to pay for the event. Also determine what process you will use to manage the costs for the event. For example, what if students need to purchase materials? Will you need to go with them to make the purchase? Will you reimburse them if they bring in receipts? Will they need to make purchases only from approved vendors?
Select the venue
With the date and budget established, make arrangements to book the appropriate venue, whether an on-campus facility or a local off-campus venue. Popular venues often book up well in advance, so it is important to handle this step early.
Review Lesson 6
As mentioned, you need to review the steps of Lesson 6 and decide when to complete them based on your schedule and the actual date of the event. Most likely these steps will occur over the course of teaching other lessons. You will also need to determine how you will group students for this project. Common committees include Decorations, Food and Beverage, Promotion and Invitation, and Entertainment, but additional committees are possible, depending on your event’s particular needs. Review the project lessons and establish the committees before Lesson 6, when students will need to make their committee preferences known.
The Process
The project is officially launched in Lesson 6. That is when students will learn about their specific event. This lesson includes giving students an opportunity to pitch their ideas to the client. This pitch is not suggesting that the event be held—that is already determined. Instead, the pitch involves selling the client on a particular theme or concept for the event. An example pitch presentation is provided.
Students are assigned to specific committees to work on the event. They take class time to work together to plan the layout and agenda for the event, as well as to manage their committee responsibilities.
When the event is actually held, all students need to do one of the following: set up for the event, work during the event, or clean up after the event. 
In Lesson 13, students write their final event report, which allows them an opportunity to assess the overall success or failure of the event, as well as their individual work and their committee’s work. 
Outside-of-Class Time Commitments
Ideally, schedule a field trip to the venue to allow students to see where the event will take place. Note: Even if students are familiar with the venue, they will look at it differently once they are responsible for hosting an event there.
The setup, hosting, and cleanup of the event will take place outside of class time. If you know that your students have difficulty being available during evening or weekend hours, consider trying to schedule your event during school hours and obtain permission for your students to miss their other classes.
You may also need to schedule additional time outside of class to shop for supplies, meet with vendors, and so on. This will depend on your event and your process for budgeting/purchasing for the event.
Teacher Resource 1.2
Guide: Types of Events

Sports Events
Football game
Basketball game
Soccer game
Baseball/softball game
Track meet
Cross country or street run
Marathon
Walkathon
Cycling race
Gymnastics competition
Horseback riding competition
Horse racing meet
Tennis match
Golf tournament
Swim meet/diving competition
Water polo match
Lacrosse competition
Rugby game
Rowing meet
Skiing competition
Snowboarding competition
Figure skating competition
Entertainment Events
Concert
Play
Comedy show
Awards show
Film festival
Music festival
Movie premiere
Ballet
Ethnic dance performance
Dance recital/concert
Circus
Block party
Special Events
Wedding
Birthday party
Anniversary party
Retirement party
Fundraising event
Silent auction
Grand opening celebration
Dance (e.g., prom)
Baby shower
Bridal shower
Holiday party
Parade
Fireworks display
Picnic
County fair
Teacher Resource 1.3
Answer Key: Event Planning Anticipation Guide 

	Event planners want people to think their job is hard so that they’ll get paid well, but really, planning an event is simple.

	My guess:
	I agree             I disagree

	My reason:
	

	I learned:
	Event planning is challenging and complex. It requires a great deal of knowledge, skill, creativity, flexibility, and perseverance to do well.


	A church service, a street juggler performing for tourists, a school safety assembly, a poetry slam, and the International Summit on Climate Control are all events.

	My guess:
	I agree            I disagree

	My reason:
	

	I learned:
	If you define an event as a gathering of people in a specific place for a specific reason, then all of these could be called events.


	The most important decisions to make about an event are where, when, and what the guests will eat. 

	My guess:
	I agree             I disagree

	My reason:
	

	I learned:
	These are important decisions, but they are not the only important ones to make, nor are they the first ones. If you don’t know what the goal of the event is or how much you have to spend, you can’t decide much of anything else.





	You could hold a classical music concert in the same building that the circus uses because there’s plenty of room for the audience. 

	My guess:
	I agree             I disagree

	My reason:
	

	I learned:
	Although it’s true that the same venue might work for both kinds of events, room is only one of many considerations that dictate where an event is held.


	The best way to let people know about an event is to send out a mass email.

	My guess:
	I agree             I disagree

	My reason:
	

	I learned:
	In some instances, a mass email is the best way to publicize an event, but there are many other ways to publicize that you will be learning about, and which ones to choose depends on the event.












Teacher Resource 1.5
Assessment Criteria: Personal Event Description
Student Name:________________________________________________________________
Date:________________________________________________________________________
Using the following criteria, assess whether the student met each one.
	
	
	Met
	Partially Met
	Didn’t Meet

	The description provides a reasonable explanation for why a professional planner is needed for the event.
	
	□
	□
	□

	The description clearly states the goal of the event.
	
	□
	□
	□

	The description provides details of the event’s theme or vision.
	
	□
	□
	□

	The description includes a basic evaluation of the event’s budget.
	
	□
	□
	□

	The description includes details about the event’s venue or location.
	
	□
	□
	□

	The description includes details about the food and beverages served at the event.
	
	□
	□
	□

	The description covers who will attend and how the event will be staffed. 
	
	□
	□
	□

	The description outlines appropriate promotion or invitation plans.
	
	□
	□
	□

	The description is neat and uses correct spelling and grammar.
	
	□
	□
	□



Additional Comments:
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
Teacher Resource 1.6
Key Vocabulary: What All Events Have in Common
	Term
	Definition

	attendee
	Person who is present and participates in a meeting or event.

	budget
	A tool used to track the expenditures and income (if applicable) for an event.

	goal
	The purpose of the event; it should guide all other event planning decisions.

	hors d’oeuvres
	Light food or snacks served before a meal.

	marketing
	The process by which a product or service originates (is thought of or invented) and is then priced, promoted, and distributed to consumers.

	press release
	An announcement released to the media that is designed to bring in publicity for a business, individual, or event.

	professional event planner
	A qualified person whose profession is to successfully execute events according to a client’s needs and budget.

	promotion
	A message issued on behalf of some product, person, or institution; in professional event planning, the means by which potential and/or invited guests learn about a large event.

	theme
	How an event should look and feel; the visual and sensorial representation of the event’s goal/purpose. 

	venue
	The scene or location of an event.
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