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Lesson 6 
Hosting an Event
Special Note about Scheduling This Lesson
At the beginning of the semester, determine the date when students will execute the event for the culminating project. Then plot out when it makes the most sense to complete each of the lesson steps in this lesson. In all likelihood, at least some of them will need to be conducted among other lessons in this course.
Lesson Overview
In this lesson, students begin working on their culminating project, which is planning and executing an actual event. Students receive information from their client about the event specifics and then work in groups to propose a theme for the event. Students develop a PowerPoint presentation to share their theme ideas, and these PowerPoint presentations are presented to the client. The client selects one to be the actual theme of the event. Students form committees to plan the event and develop specific recommendations, which they submit to the client. Working together as a class, the students create an event timeline and a budget. They arrange to work in shifts to set up the event, manage the event, and clean up afterward.
The last class period of this lesson is designed to take place after the project event has occurred. At that point, students evaluate their work and also create a feedback survey, which they send to the client for additional input. Note that if your project event will not take place within the duration of this lesson, you should plan to hold Class Period 14 after the event occurs.
Advance Preparation
Before beginning this lesson, assess your students’ comfort level with PowerPoint. If they are unfamiliar with the program, allow additional class time to introduce them to it. 
Prior to Class Period 1, read Teacher Resource 6.1, Guide: Culminating Project, to learn about gathering information about the venue for the culminating project.
In Class Periods 3, 4, and 5, students will need access to computers for Internet research and Microsoft PowerPoint or a similar program (one student per computer). Students will need computers with Internet access and word processing software in Class Periods 9, 10, 11, and 12. In Class Period 14, students will need computer access in order to upload project evidence and examples.
Students need access to images when they create their PowerPoint presentation in Class Periods 3, 4, and 5. They can search online or, if you have a scanner, they can scan images they draw themselves or collect from magazines. 
If your access to technology is limited, have students create a trifold poster instead of a PowerPoint presentation. Gather magazines and other sources of images for students to use prior to Class Period 3.
Arrange for the client to come to class and listen to pitches during Class Period 6. Also arrange for the client to be ready to receive client reports and offer quick feedback later in the lesson.
This lesson is expected to take 14 class periods.	
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Lesson Framework
Learning Objectives
Each student will:
Develop a theme for an event that is appropriate, creative, and aligned with the client’s goals
Create a presentation about a potential event theme to pitch to the client
Plan a successful event for a public audience
Produce a successful event for a public audience
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

	Event theme presentation (culminating project component)
	Assessment Criteria: Proposal Presentation (Teacher Resource 6.3)

	Client report (culminating project component)
	Assessment Criteria: Client Report (Teacher Resource 6.6)


Prerequisites
Thorough understanding of the basic elements of an event (goal, theme, budget, venue, food and beverage, entertainment, promotion/invitation)
Knowledge of sustainable event planning practices
Familiarity with the components of an event proposal
Instructional Materials 
Teacher Resources
Teacher Resource 6.1, Guide: Culminating Project
Teacher Resource 6.2, Presentation: Example Presentation (separate PowerPoint file)
Teacher Resource 6.3, Assessment Criteria: Proposal Presentation
Teacher Resource 6.4, Guide: Event Plan
Teacher Resource 6.5, Notes: Committee Assignments
Teacher Resource 6.6, Assessment Criteria: Client Report
Teacher Resource 6.7, Key Vocabulary: Hosting an Event
Student Resources
Student Resource 6.1, Organizer: Deciding on a Theme
Student Resource 6.2, Reading: Example Client Request
Student Resource 6.3, Assignment: Client Pitch
Student Resource 6.4, Resource: Pitch Tracking
Student Resource 6.5, Reading: Sample Event Plan
Student Resource 6.6, Assignment: Client Report
Student Resource 6.7, Reading: Sample Event Agenda
Equipment and Supplies
LCD projector and computer for PowerPoint presentation and for student pitches
Whiteboard, blackboard, or flip chart
Computers with PowerPoint, word processing software, and Internet access (one for each student)
Chart paper (at least 15‒20 sheets)
Sticky notes (a small stack for each student)
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Lesson Steps
	Step
	Min.
	Activity

	
	
	class period 1

	1
	25
	Project Launch: Client Message
Students are introduced to their culminating project. This activity focuses on the following college and career skills:
Developing awareness of one’s own abilities and performance 
Utilizing time efficiently when managing complex tasks
Before class begins, review Teacher Resource 6.1, Guide: Culminating Project. Make sure you are familiar with the project itself and consider how you will schedule the lesson steps of this lesson to coincide with when the event will actually take place. Make arrangements to obtain the client’s message to launch the project, as described in Teacher Resource 6.1. Also before class, prepare to display or project the information you have gathered about the venue from the client.
When class begins, distribute the client’s message to students and ask them to read it (unless the client can present this information in person). As they read, ask students to circle or highlight any specific details they think are important.
Give students a few minutes to read and make notes on the client message; then review it as a class. Call on volunteers to share one thing they saw in the message that they thought was important, and use these suggestions to compile a list of important details on the board.
Guide students to recognize that they already know several of the key things an event planner has to decide about an event: the goal, the venue, and the budget, for example. Ask students:
Which key things have not yet been decided? (theme, food and beverage, entertainment, promotion/invitation)
Of those things, which one do you think needs to be handled next? (theme)
Remind students that theme should come next, because the theme can have a significant impact on other decisions, such as food and beverage or promotion.
Point out that this situation is very similar to how a real event planner may start working on an event. It’s unusual for anyone to hire an event planner without knowing at least some of the details of their event, and sometimes people have already made the major decisions and just want a planner to put the pieces together.

	2
	25
	Small Group Discussion: Analyzing the Venue
Students study the venue where their event will be held.
Divide the class into groups of four or five. Explain that they will be working together in these groups to come up with a pitch, or an idea, for the event’s theme, which they will present to the client. However, before they can start thinking about the theme, they need to get familiar with the venue where the event will be held.
Project, display, or otherwise share information about the venue as described in Teacher Resource 6.1. Discuss each element with the class. Have each group choose one person to serve as the recorder for this step. The recorder should make two lists in his or her notebook: a list of “things we know” and a list of “things we don’t know.” For example, you have probably noted the capacity of the venue but not whether it’s permissible to use candles during the event as part of the decorations (fire code restrictions).
Give students time to develop their lists. Then call on a volunteer from each group to share one thing they know and one thing they don’t know. Take this opportunity to point out details that students might have missed and to compile a list of questions to ask the client or venue facility manager.
Next, ask students:
Now that you’ve seen some pictures of the venue, how do you think it will affect your ideas for the event’s theme?
Make sure to touch on the following points during the discussion:
If the venue has a clearly established look or feel already, students need to keep that in mind. If the venue is designed to look like a shack on the beach, it will be hard to make the theme a snowy winter’s evening in the mountains.
However, students need to be careful not to fall into the trap of choosing a really predictable theme. If the venue looks like a shack on the beach, they’ve probably had thousands of events there with the theme of a tropical getaway. It’s important not only to work with the feel of the venue but also to be creative.
If the venue has no unique look—for example, a school gym or a hotel ballroom—students face a different challenge. In this case, the decorations and so forth will be very important to make the event memorable. Students may have more flexibility in what they choose for a theme, but they will also need to think about how much they can afford to spend on decorations—after all, they still need to pay for food and beverage, entertainment, and so on.
Instruct students to take the last few minutes of class to brainstorm potential ideas for an event theme, based on what they know about the goal of the event, the client/intended audience, and the venue. When class ends, encourage students to continue thinking about possible themes for homework.

	
	
	CLASS PERIOD 2

	3
	25
	Culminating Project Work: Deciding on a Theme
Students work together to choose a theme for the event.
Ask students to move into their project theme groups and review Student Resource 6.1, Organizer: Deciding on a Theme. Explain that this resource will walk them through the process of selecting a theme for the event.
Give students time to work through Student Resource 6.1. As they work, circulate around the classroom and meet briefly with each group. Listen to their initial ideas and guide students toward the most interesting (but still appropriate) choices.
Emphasize that students need to make a decision efficiently—they have a lot of work to do once they choose a theme, so they can’t spend too much time agonizing over the decision.

	4
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	25
	Culminating Project Work: Example Presentation
Students consider an example presentation as they begin to think about what makes an effective pitch. This activity focuses on the following college and career skills:
Developing awareness of one’s own abilities and performance 
Thinking critically and systemically to solve difficult problems
Explain that students will now have an opportunity to view an example pitch presentation. Point out that a pitch is more about selling the client on your idea for a theme than about covering every single detail of the event.
Explain that there are two components to a good pitch: the information you provide, and the oral presentation of that information. In this case, the information will be presented as a PowerPoint presentation (unless you choose to have students develop posters instead). Right now, students should focus on the PowerPoint presentation—they will have time to work on the oral presentation component later.
Review Student Resource 6.2, Reading: Example Client Request. Explain that this is the request the example pitch is responding to. Encourage students to keep it in front of them as they view the presentation and to think about how the pitch responds to the specific elements of the client’s request.
As they view the presentation, ask students to take notes on the following questions:
How does this presentation demonstrate or show the theme?
How does this presentation convince or persuade the viewer to pick this theme?
Present Teacher Resource 6.2, Presentation: Example Presentation (separate PowerPoint file), to the class. 
When the presentation is finished, give each project group a few minutes to share their notes with their group members. Then lead a class discussion by asking each group to share at least one thing they noticed about the presentation. If students don’t come up with the following elements on their own, guide the students to see that these are important:
Strong, clear, effective images
A PowerPoint template (slide background, font, etc.) that matches the theme
Emphasis on images over words
Logical presentation of ideas
Clearly labeled/titled slides
Specific examples of how the theme can be carried over to other parts of the event (e.g., food and beverage)
Ask students to read over the assessment criteria provided at the end of Student Resource 6.3, Assignment: Client Pitch. How would the example presentation score on these criteria? Call on a volunteer to read aloud one criterion he or she thinks the presentation would do well on. Repeat this process until all the criteria have been reviewed.
Answer any questions students have about the example presentation. If students are not familiar with PowerPoint, now is the time to go over how students will learn this program. 

	
	
	class period 3

	5
	10
	Culminating Project Work: Allocating Responsibilities
Students decide which group members will be responsible for each aspect of developing their pitch.
Give students a few minutes to read all of Student Resource 6.3, Assignment: Client Pitch. Answer any questions. Then tell each group to fill out the table titled Dividing Up the Work. Circulate around the room as students make these decisions and ensure that everyone has responsibilities to fulfill.

	6
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	40
	Culminating Project Work: Developing the Presentation
Students begin to design their individual parts of the presentation. This activity focuses on the following college and career skills:
Demonstrating teamwork and collaboration
Demonstrating adaptability and flexibility 
Assign each student to a computer and ask students to begin creating their slide(s). Encourage students to decide on a common look or template so that all the slides match stylistically. Point out that the template is another way to emphasize their theme, and remind them that these slides should be primarily visual (more pictures than words). Provide students with visual resources (see Advance Preparation).
While students are working, circulate around the classroom to offer help and keep students on task. As the class period ends, remind students to save their work.

	
	
	class period 4

	7
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	50
	Culminating Project Work: Developing the Presentation (Continued)
Students continue to design their parts of the presentation. 
Ask students to return to their computer and open up the slides they worked on during the last class period. Ask students to compare their work to the assessment criteria provided in Student Resource 6.3, and ask themselves:
How well does my part of the presentation match up to these criteria?
Instruct students to make some notes on any changes they might make to their slides. Next, starting with the student in charge of the first part of the presentation, instruct each group mate to show his or her work to the rest of the group, soliciting feedback and working towards making the presentation stylistically unified. Invite students to briefly discuss, as a group, any overall adjustments they need to make. 
Then ask students to return to their computer and revise or finish up their slides. Let students know that in the next class period, they will be putting together their presentations.
While students are working, circulate to offer help and keep students on task. As the class period ends, remind students to save their work.

	
	
	class period 5

	8
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	35
	Culminating Project Work: Putting Together the Presentation
Students put together their presentations.
Let students know that this is their last in-class opportunity to work on their slides. Encourage them to use the time wisely.
Depending on your school’s technology, you may ask students to do one of the following:
Email their slides to one group member and put together the presentation.
Use a thumb drive or other portable drive to transfer the files to a single computer and put the presentation together.
However they do it, ask each group to create a single complete copy of their presentation. Also remind students to work together to create a title slide and a conclusion slide. Instruct students to refer to Student Resource 6.3 and to the example presentation for more guidance.
When students have finished their presentation, have them provide you with an electronic copy so that you can be prepared to project the presentations during the next class period. Assess the presentations using Teacher Resource 6.3, Assessment Criteria: Proposal Presentation.

	9
	15
	Culminating Project Work: Choosing Spokespeople
Students determine who will speak to the client for their group.
Explain that the client will be visiting during the next class period. Ask each group to select two spokespeople who will address the client and explain their group’s concept for the event. Tell students:
The presentation will ideally be three minutes long but no longer than five minutes.
Spokespeople should be very familiar with the theme and how it would be represented at the event.
Spokespeople should be prepared to answer one or two questions from the client.
Let students know that they will not be assessed on the pitch. The assessment will focus on the quality of the presentation itself. However, pitching to a client verbally is a very useful skill that can help them in many situations in the future.
As the class comes to an end, ask all students who will be serving as spokespeople to raise their hands. Make sure all groups have selected one to two spokespeople before they leave the classroom.

	
	
	class period 6

	10
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	50
	Culminating Project Work: Pitching the Client
Students present their ideas to the client.
Prepare to project each PowerPoint presentation to the client as students make their pitches.
Briefly review Student Resource 6.4, Resource: Pitch Tracking, with students. Explain that they need to complete this resource as they watch the pitches being delivered to the client. They will use this information in the next class period.
Then call on the spokespeople from each group to come up one at a time and present their pitch to the client. Use a stopwatch to keep track of the time and move the groups through the process efficiently so that all groups pitch during this one class period. If possible, have the presenter be in charge of when to switch to the next slide.
After class is over, consult with the client and select a theme for the event from the ones proposed by students. Identify any modifications the client might want and determine how you will share this news with students. If the client is willing, he or she could visit again during the next class period to make the announcement. Alternatively, the client could leave a message for students, or you can simply announce the decision to students directly—it is entirely up to you.

	
	
	class period 7

	11
	25
	Culminating Project Work: Theme Selection
Students learn which theme they will be working with and consider how the client made that decision.
Before you announce the client’s decision, discuss with your students how to handle not being chosen. Remind them that not being chosen can be disappointing, but it’s an opportunity to learn and to try a different angle next time. Accepting not being chosen in a gracious way is an important professional skill.
Announce the client’s decision. Ask students to look back at their notes on Student Resource 6.4 and to consider the following questions:
What did you think of the winning theme?
Why do you think the client chose that theme?
What made that pitch the most effective?
Invite volunteers to share their thoughts, but caution students to keep the conversation professional and helpful. Provide examples such as, “The theme was good because it will make people think about our event as a really great time.” Or, “The client chose this theme because it fit perfectly with what she said she wanted.” These are constructive and positive. 
Share information from the client discussion as appropriate to help students recognize the strengths of the winning theme and its pitch, and answer any questions.
Next, display the chosen presentation so that students can refresh their memory about what was selected. Let students know about any modifications that the client requested. Note that professional event planners must revise their plans according to what the client needs or wants at every step of the way. 
Explain that students will be divided into groups and that each group will have responsibility for a specific segment of the event: decoration, food and beverage, entertainment, promotion/invitation, and so on. Encourage students to begin thinking about which element they might want to work on.

	12
	25
	Small Group Discussion: Reviewing the Sample Event Plan
Students think about the many steps that must be completed to produce a successful event. This activity focuses on the following college and career skills:
Demonstrating teamwork and collaboration
Working effectively with a diversity of individuals and perspectives 
Divide the class into groups of about four students each. Ask students to look over Student Resource 6.5, Reading: Sample Event Plan. Explain that an event plan is like a to-do list for an event; it identifies what steps need to be taken, and in what order, to plan a successful event.
Tell students that this sample event plan is for the grand opening of the restaurant that they are familiar with from studying the example pitch for a theme. Some of the steps that a grand opening requires will be the same for almost all events, but of course some won’t be relevant to the students’ event.
Ask students to read over the event plan and circle or highlight any steps that they think will apply to their project event. While the groups are working, circulate around the classroom, keeping students on task and answering any questions.
When the groups have finished, compile a list on chart paper of the tasks that the project event will require by asking each group in turn to contribute a task. Make sure that all groups agree about each of these tasks; use this discussion to clear up any confusion. Save the sheet of chart paper for use later in this lesson.

	
	
	class period 8

	13
	15
	Culminating Project Work: Committee Responsibilities
Students group the identified steps into areas of responsibility as they prepare to plan their own event.
Ask students to look at the list of steps they compiled in the last class period and group them into areas of responsibility. In other words, if this event were being planned by a large group of people, they would need to divide up the work so that everyone contributes something. How would it make sense to split up the work?
Give students time to group the responsibilities. Call on a volunteer from each group to share his or her ideas with the rest of the class. Use Teacher Resource 6.4, Guide: Event Plan, to guide students to recognize the most likely groupings. Explain that these groupings will be committee assignments for their project event.
Once students have recognized the most likely groupings, assign each student group to one area of responsibility. Reassure students that these assignments are not permanent—in other words, if a student has been assigned food and beverage for this lesson step, it doesn’t mean he or she has to work on food and beverage for the actual event.
Give each group a sheet of chart paper and a marker. At the top of the page, ask them to write down their area of responsibility. Then ask them to make a list, in order, of the steps they think that committee would have to take. For example, if there were a committee for handling music, the committee might follow these steps:
Choose the kind of music that fits the theme and goal of the event.
Research possible bands or DJs, including cost. Alternatively, develop a playlist.
Determine equipment needs.
Hire or appoint students to play music or to be in charge of the playlist and sound system.
Allow time for groups to compile their list. Ask them to display the lists. Call on a volunteer from each group to share what committee/area of responsibility he or she worked on, and what steps the volunteer identified. Emphasize to students that they need to pay attention to these areas of responsibility, because they need to think about which committee they want to be on for the project event. If possible, leave the lists posted in the classroom for use in the next activity.

	14
	20
	Culminating Project Work: Picking Committees
Students select which committee they want to be on for the culminating project.
Post signs for the various committees around the room and ask students to move to the sign that represents the committee they want to work on. Give students a few minutes to choose. Intervene if students are not distributing themselves equally among the committees or if you feel certain students need to be separated.
Once the groups are established, instruct students to exchange contact information (email addresses, phone numbers) as necessary so that they can confer outside of class. If the technology is available, suggest to students that they use Google Keep to keep in good communication with each other. This app works on computers, phones, and tablets and is a good way to share notes, ideas, photos, and so forth. 
Take time to record the groupings as well, and arrange assignments for any students who were not in class.

	15
	15
	Culminating Project Work: Committee Planning
Students begin to work in their committees.
Now that students are in their committees, ask them to look over the committee responsibility list that was created at the start of this class period. Instruct students to make a list of things they need to do or find out. Provide the following example, if needed:
If you were on the music committee, you would need to find out how much it costs to hire a DJ. You would probably want to get prices from multiple DJs, so that you have a price range. You might also need to decide what equipment you would need if you don’t hire a DJ, and how you might get that equipment. For example, could you borrow speakers and a microphone from the school? How would you get music that would be appropriate for your event? 
Encourage students to generate as many relevant questions as possible. Explain that in the next class period, they will have time to do research to find answers to their questions.
If students have a lot of questions that will be difficult to answer in class, because of limited Internet connectivity or other issues, consider having them find those answers for homework. Otherwise, tell students to be prepared with a list of questions to research at the start of the next class period.

	
	
	class period 9

	16
[image: Computer]
[image: ]

	50
	Culminating Project Work: Research
Students find answers for the questions their committee generated during the last class period. They will use these answers in a report to the client, which they will write later in this lesson.
Before this class period begins, prepare Teacher Resource 6.5, Notes: Committee Assignments. Make sure that there is a section for each committee in your class and make copies of the resource for all students.
Begin class by having students move into their committee. Distribute the copies of Teacher Resource 6.5 and ask students to compare the questions in the resource to the ones they generated at the end of the last class period. Instruct students to take a few minutes to answer these questions. Even if they discussed all of these topics in the last class period, it’s a good opportunity to make sure all committee members are in agreement.
Tell students that this class period is their opportunity to do research and find out what they need to know for their committee. Assign students to computers with Internet access and ask students to come talk to you individually if they need to do research in another way, such as making phone calls or speaking in person with someone on campus. You can also provide print materials, such as catalogs, if they are appropriate for your event circumstances and timing.
Let students know that in the next class period, they will begin writing a report for the client that shares what they have found out and what they suggest for their part of the event. Emphasize that students need to have actual numbers and specifics: if they are proposing a DJ for the event, they need to be able to tell the client, “We checked with four DJs and their prices range from $100‒$300 per hour.”
Instruct groups to split up the research tasks. If a group needs to research several different topics, each group member can take a topic. If the group does not need to research many different topics (or if research tools like computers are in short supply), students can team up to do the research, with one person serving as the recorder while others do the research.
Make a point of checking in with each group during their research and encourage students to ask you for help if they can’t find specific information they need. Issues about city ordinances, such as open flame restrictions, city permits, or noise restrictions, may be more challenging for students to find on their own.
When the class period is about to end, ask students to make sure they have taken good notes. If students have a lot of research that still needs to be completed, ask them to do so for homework. Tell students they will begin writing their client report in the next class period.

	
	
	class period 10

	17
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	50
	Culminating Project Work: Client Report
Students develop a report for the client about their progress on their element of the project event. This activity focuses on the following college and career skills:
Utilizing time efficiently when managing complex tasks
Demonstrating the ability to write effectively
At the start of class, ask students to move into their committee and review Student Resource 6.6, Assignment: Client Report. Explain that although students may still have a little bit of researching to do, they will also need to begin writing their report during this class period.
Read the example client report with the class and answer any questions. Then ask students to review the assessment criteria by which their reports will be assessed. Have students work in pairs to evaluate the example report against the assessment criteria to see if they think it meets all of the criteria.
Call on volunteers to discuss each criterion; see if the rest of the class agrees. Use this discussion to clear up any confusion.
Point out that students may need to split up their committees to ensure that everything gets done. For example, some students may continue doing research, some students may write the client report, and some students may be responsible for collecting or creating the supporting documents (e.g., photos) that will be included with the report. Check in with each committee to ensure the work is being divided equitably. Give students time to work. Assign each group to computers with word processing software and Internet access so that students can revise and add to their report as necessary, based on their group mates’ work.
Remind students to use their time wisely. They will have a chance to work more on their reports in the next class period.


	
	
	class period 11

	18
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	50
	Culminating Project Work: Client Report (Continued)
Students complete the reports that they will submit to the client.
Once students reconvene into their committees, tell them to use this class period to complete their reports. Circulate among the groups, answering questions and ensuring that everyone is playing an important role in this process.
Again assign each group to computers with word processing software and Internet access so that students can revise and add to their report as necessary based on their group mates’ work.

	
	
	Class period 12

	19
	20
	Culminating Project Work: Event Budget
Students work together as a class to formulate an event budget.
At the start of class, ask students to move into their committees. Give each committee a stack of sticky notes. Instruct students to write down the costs they have identified for their committee, one cost per sticky note. If students have gotten a range of price options, they should put each price option on a separate sticky note.
On the board (or on several sheets of chart paper), write the likely categories of expenditure for the project event (food and beverage, decorations, entertainment, promotion/invitation, etc.). Ask students to post their sticky notes under the appropriate category. If students have several alternative costs (e.g., three different quotes for a DJ), they should be sure to put those sticky notes together so it is clear that these represent a price range.
Once all the sticky notes are posted, review the expenses as a class and total the costs. This should help students identify very quickly if they are spending too much money.
Once a total number has been determined, revisit any costs that have a price range. Discuss as a class how the overall total might affect that particular item. For example, if the total costs are too high, that item will need to come in at the lower end of its range. On the other hand, if costs are well under the total budget, students could consider spending at the higher end of the range for that item. You may need to referee if different groups refuse to have their costs reduced.
Ask students to make note of any changes they need to make to their client report based on the overall budget. Decide, based on your event and your client, whether you need to share this budget with the client. If you intend to share it with the client, it may be worthwhile to use additional class time to have students work on inputting the budget into a spreadsheet; if the client will not be interested in specific budget details, that class time may be better used for other project tasks.

	20
	20
	Culminating Project Work: Event Timeline
Students work together to develop a timeline for the event.
Ask students to look over Student Resource 6.7, Reading: Sample Event Agenda. While they are doing so, display the sheet of chart paper that students used earlier when discussing Student Resource 6.5, Reading: Sample Event Plan. 
Ask students:
Look at what we wrote down as a class a few days ago about what needed to be on our event timeline. Also take a look at the event agenda you’ve just seen. Now that you’ve done more planning for your event, what else needs to be added to create a detailed timeline of what happens when, both for planning the event and during it?
Work with students to create a timeline for the event. Depending on your circumstances, it may be helpful to create a timeline that covers a longer period, including all the preparation work and the post-event work, or it may be better to create an agenda that focuses solely on the event itself. Students have seen examples of both; you can choose to make one or both of them with your class.
You can use several sheets of chart paper to create your timeline, or you may find it easier to use a long roll of paper. Encourage students to add events to the timeline based on their committee responsibilities: for example, when will the DJ need to arrive to get set up? When will music start to play? When will food be served? If there is a separate dessert course, when will that be served?
Use the timeline discussion to identify any potential timing issues or conflicts that might arise and coach students to work through them. Instruct students to make note of anything they might need to change in their client report.
As with the budget, determine to what extent your client will be interested in this detailed timeline. If the client will want to see the timeline, you may wish to take additional class time to have students decide on the most effective way to present this information to the client. If the client will not be interested in the timeline, save it to refer to in the next class period.

	21
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	10
	Culminating Project Work: Client Report (Continued)
Students put the finishing touches on their client reports.
Tell students they will have the last few minutes of class to make any changes or put finishing touches on their client report before turning it in to you.
Decide whether you will collect the client reports now or allow students to finish them for homework. Whenever you choose to collect them, review the reports and assess them using Teacher Resource 6.6, Assessment Criteria: Client Report. Once you have assessed them, share the reports with the client and communicate key feedback to students as soon as possible.



	
	
	class period 13
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	30
	Culminating Project Work: Layout for the Event 
Students make decisions about the layout for their project event.
Before class begins, obtain or create a floor plan of the event venue. Make multiple copies of the floor plan to distribute to students.
At the start of this class period, project the floor plan so that all students can see it.
Remind students of the layout work they did earlier in the course. Explain that now they need to think about how they would arrange things for their project event, based on what their committee is handling. In other words, if they are on the decorations committee, where will they put decorations? If they are on the food and beverage committee, where and how will food be served?
If you have any committees that are not affected by the layout (such as promotion/invitation), you can give them a specific issue to consider (such as how to collect tickets) or you can split them up and have them participate with the other groups that are impacted by the layout.
Tell students to move into their committee and discuss the layout. After a few minutes of discussion, call on each committee to come up and indicate their ideas on the projected floor plan. Call up any committees with logistical responsibilities (e.g., food and beverage, entertainment) first, followed by other committees (such as decorations). Instruct all students to pay attention and be ready to point out any conflicts or issues that may occur.
Work together as a class to problem-solve those issues. Keep in mind that students may be very protective of their committee’s work, so you may need to balance competing priorities. 
Tell each committee to write down any instructions it will have based on the layout (e.g., where certain decorations will go). Distribute a copy of the floor plan to each committee and have them also use the floor plan to indicate their committee’s tasks and responsibilities. Collect these instructions and floor plans and save them for use during the actual event setup.
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	15
	Culminating Project Work: Staffing Assignments
Students determine who will work during what part of the event.
Post three sheets of chart paper. Label one with “Before the Event,” one with “During the Event,” and one with “After the Event.” Put days, dates, and times on each sheet as well, based on when the setup and cleanup will happen. Also make sure to display the event timeline that students created in the last class period.
Explain that students need to sign up to work the event. Review the three time slots. Then ask students to come up in their project committees to sign up. Encourage students to think carefully about their committee’s responsibilities and to make sure that at least a couple representatives of each group are available during each phase.
After everyone has signed up, double-check to make sure that the Decorations, Food, and Entertainment Committees are well represented during all three phases of the event. Representatives of other committees can be assigned or can sign up to fill in the blanks after those three committees’ members have signed up. 
Assign at least two students during each phase to take photographs and/or video for the class record. Provide disposable cameras, have students use their cell phones, or make sure to bring a digital camera they can use. Point out that other students can also take photos or videos if they wish, but emphasize that the reason for taking photos/videos is to have an accurate record of the event—not solely to take selfies. 
If possible, arrange for another adult to take photos and video of the event as well. Encourage that adult to record both the successful and unsuccessful elements of the event, so that students have an accurate record to look back on.
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	5
	Culminating Project Work: Committee Check-In
Students give a final brief report to the class.
Call on a volunteer from each committee to share with the class how their work is going and what, if anything, is still left to be done. Make note of any unresolved issues that may need to be addressed before the event occurs.
Give students instructions about how to get to the event, how to dress, and when they should arrive. Remind students to write down their assigned work times from the previous task. Also tell students what to do if an emergency occurs and they cannot attend the event: Should they notify you? A classmate? How will they notify you? Is there a time frame that you will need to be notified within?
Let students know that once the event is over, they will evaluate how they think it went and they will also invite feedback from the client. But for now, students should look forward to seeing their hard work pay off as the event occurs!

	
	
	class period 14
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	Think, Write, Share: Our Event
Students begin to evaluate how their project event went. Note: This class period should be saved until after the project event has occurred.
Now that the event is over, ask students to make two lists in their notebook:
Good Things (Things that Went Well/Things I Liked)
Bad Things (Things that Didn’t Go Well/Things I Didn’t Like)
Give students a few minutes to make their lists. Then call on students to share one item they wrote on either list. Use these suggestions to compile a class wide list on the board or on two sheets of chart paper. Tell students to add to their own lists in order to remember as much as possible about the event. They will need to write a thorough evaluation of the event in a later lesson.
Point out that professional event planners always review their work after an event to determine what went well, what could be improved on, and what loose ends need handling (for example, making final payments to vendors, returning lost articles). This list is a good first step in that process, but students will also need to ask for feedback from their client. After all, the client “hired” them for an event—it was their job to create an event that lived up to the client’s expectations.
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	Culminating Project Work: Client Survey
Students work together to develop a brief survey to obtain client feedback on the event.
Explain that the client has agreed to provide feedback to students on their event. To save the client time, students need to come up with a short survey or list of questions that the client can respond to via email.
Invite students to suggest questions they might want to ask the client. Possible questions include:
Did the event meet your expectations? Why or why not?
Did the event fulfill its purpose (e.g., the example event’s purpose was to draw attention to the opening of a new restaurant)?
What went well?
What could have been done better?
Once the class has developed a list of four to six general questions, ask students to move into their project group. Within their group, ask students to come up with at least one or two questions related to their specific area (e.g., What did you think of the food? Did you feel that we handled it well when the band arrived late?). Have each group nominate a spokesperson to share his or her group’s questions with the rest of the class. Write all the questions on the board.
Have students vote by a show of hands on which questions to include in the survey. Limit the survey to 10 questions or fewer, and aim for five to seven total if the questions will require longer responses.
Once students have agreed on the final list of questions, make arrangements to send those questions to the client and obtain feedback before Lesson 13.
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	15
	Culminating Project Work: Evidence Collection
Students gather up any evidence or examples from their event and save these items for review later in the course.
Take the last few minutes of class to gather evidence or examples from the event. Ask students to share any photos or video they may have taken of the event, and give instructions for how you will collect that digital evidence. If you have Internet access, consider gathering evidence using a service such as Dropbox or Google Drive.
You may also wish to have a physical collection of items such as invitations, party favors, and programs.
Save all of these items so that students can refer back to them later in the course when they are writing up their final reports on the project.


Extensions
Content Enrichment
Ask students to consider: What if part of your pitch required explaining how to use a specific venue? How do you think that would change the pitch? Give students three or four different venues (e.g., a hotel ballroom, a historic landmark, a park, and a private home) and ask students to consider how they might need to alter their pitch to accommodate each unique venue.
Have students supplement their pitches by researching actual costs associated with their ideas and providing those costs as part of their proposal. Ask students: Did the cost change what they were suggesting? How did the cost become a possible selling point? How do they think professional event planners handle discussion of cost when pitching an event?  
Have students create a behind-the-scenes video that documents their entire process of planning and hosting the event. Students will need to work with technology or film teachers and students to record and then edit the footage into a manageable short video (the AOIT Digital Video class could team up with your class, if AOIT exists at your school). If possible, post the video online and invite advisory board members or other hospitality and tourism professionals to view it and comment on it.
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