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In this lesson, students learn how event venues and themes are highly connected. They study the six key elements of a successful event venue and consider which themes would work best in different venues. Students conduct research on local venue options and hear from a guest speaker about what it is like to work as an event planner and how a real planner handles venue selection. Finally, students practice laying out an event to explore how layout affects the event experience. 
Advance Preparation
Invite a local event planner, meeting planner, or other event professional to speak to the students during Class Period 2. The NAF academy advisory board may be able to help find someone appropriate. The speaker should be prepared to discuss his or her own professional job and how to prepare spaces in venues ahead of events—how to choose one, what to be careful of, examples of good local venues, and so on. If possible, try to find a planner with experience in sustainable event planning so that the students can ask questions on that topic as well. Tell the guest that students will be asking lots of questions and that the visit will be interactive.
Prior to Class Period 2, compile a list of local event venues and their websites for students to research. You might also need to request material (such as a catering menu or event planning packet) in advance. Try to find enough venues so that groups of three or four students each work on a different one; otherwise, some groups can use the same venue. 
In Class Periods 2 and 3, students will need access to computers for Internet research (one student per computer).
This lesson is expected to take 4 class periods.
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Lesson Framework
Learning Objectives
Each student will:
Identify key components of event venues* 
Summarize the characteristics that make a particular venue a good choice for holding a specific kind of event
Decide how best to lay out a space for a specific event
Describe a particular local event venue 
Demonstrate understanding of how a theme affects an event 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

	Event layout diagram (Student Resource 3.5) 
	Assessment Criteria: Event Layout Diagram (Teacher Resource 3.4)


Prerequisites
Knowledge of the major components of any event
Knowledge of sustainable practices in event planning
Instructional Materials 
Teacher Resources
Teacher Resource 3.1, Springboard Prompts: Event Descriptions (separate PowerPoint slide)
Teacher Resource 3.2, Guide: What’s Wrong with This Picture?
Teacher Resource 3.3, Presentation and Notes: Event Venues and Themes (includes separate PowerPoint file)
Teacher Resource 3.4, Assessment Criteria: Event Layout Diagram
Teacher Resource 3.5, Prompts: Learning Objective Reflection (separate PowerPoint slide)
Teacher Resource 3.6, Guide: Teaching Reflection
Teacher Resource 3.7, Key Vocabulary: Venues and Themes
Student Resources
Student Resource 3.1, Notes: Event Venues and Themes
Student Resource 3.2, Reading: Event Venues and Themes
Student Resource 3.3, Organizer: Venue Research
Student Resource 3.4, Examples: Event Layouts
Student Resource 3.5, Diagram: Event Layout
Equipment and Supplies
LCD projector and computer for PowerPoint presentation
Blackboard, whiteboard, or flip chart
Computers with Internet access (one for each student) or print materials on local event venues
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Lesson Steps
	Step
	Min.
	Activity

	
	
	class period 1

	1
	10
	Think, Pair, Share: What’s Wrong with This Picture?
Students begin thinking about the relationship between events, venues, and themes.
Before class begins, prepare to project Teacher Resource 3.1, Springboard Prompts: Event Descriptions (separate PowerPoint slide). Also review Teacher Resource 3.2, Guide: What’s Wrong with This Picture? so you can refer to it as you discuss the prompts.
When class begins, project Teacher Resource 3.1 and ask students to read the description of each event. Then ask:
What do you notice about these event descriptions?
Ask pairs to discuss this question before inviting students to offer their thoughts. Use Teacher Resource 3.2 to lead a brief conversation. Although there is minimal information provided about each event, students should be able to identify a mismatch between the event and the venue or between the venue and the theme. Guide students to recognize that an event needs to be in the right venue: one that suits the event and also matches the theme of the event. Explain that in this lesson, students are going to learn more about venues and themes.

	2
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	35
	Presentation: Event Venues and Themes
This activity gives students a look at how an event planner chooses a venue and a theme. It also develops students’ listening and note-taking skills.
To prepare, make notes to guide class discussion using Teacher Resource 3.3, Presentation Notes: Event Venues and Themes. Have Teacher Resource 3.3, Presentation: Event Venues and Themes (separate PowerPoint file), ready to show as a full-screen slideshow using an LCD projector.  
Review Student Resource 3.1, Notes: Event Venues and Themes, with students and instruct them to use it to take notes during the presentation.
Present the slideshow. Use the notes you prepared previously and the questions on the slides to encourage class discussion. 
When you get to the slides about event themes, ask students how they would go about helping clients articulate what their vision is for their event. Event planners need to be able to glean this information, or they may come up with something that the client doesn’t want. If nobody suggests them, offer these questions:
Do you have photos of settings, decorations, or lighting that you like from other events? (Gives a sense of the client’s expectations and taste)
What color do you want the tablecloths to be? (Color provides insight)
What does the theme mean to you? (Encourages client to get clear about what he or she wants)
This presentation is duplicated as Student Resource 3.2, Reading: Event Venues and Themes. If an LCD projector is unavailable, students can read the presentation, answer the discussion questions in their notebook, and discuss their answers as a class. This student resource is also useful for review.
After the presentation, divide the class into pairs or groups of three and have them compare their notes for completeness and accuracy. Invite each pair or triad to share their thoughts and questions.
Let students know that in the next class period, they will look in more detail at how a planner works with a specific venue.

	3
	5
	Homework: Preparing for the Guest Speaker
This activity prepares students to question a guest speaker about how an event planner chooses a venue and works with it.
Present a brief introduction of the visitor. Explain that the students’ goal should be to not only learn about what it’s like to work as an event planner but also to talk specifically about venues and themes. 
Ask students to take a moment to think about what they might ask this person, and then have them write down two or three questions in their notebook. Consider sharing the following questions as examples:
How do you choose a venue for an event?
How do you choose a theme for an event?
How did you get started in event planning?
How much does the client’s budget affect the event?
For homework, ask students to write down at least three questions they may want to ask the guest. Let the students know that you may call on any of them to ask the expert a question, so having a list in their notebook is important preparation for that.
Make sure students understand that they are expected to take notes during the speaker’s visit. Have them start a new page in their notebook and label it with the guest speaker’s name and the date of the visit. Suggest that they plan to write down a summary of each question as it is asked and then make notes on the important elements of the speaker’s response. Remind them that they should not aim to write down everything that the speaker says but to focus on key points. Illustrate this idea by noting that one way to capture the key points of these instructions would be to do the following:
Label a new notebook page with the date and name of the guest speaker
Summarize each question and answer
Focus on key points

	
	
	CLASS PERIOD 2

	4
	30
	Guest Speaker: Event Venues and Themes
This activity provides students with the opportunity to ask an industry expert questions and also challenges students to work on their public speaking skills.
Begin the class period by introducing the expert you’ve invited. Ask the visitor to briefly describe the following:
His or her position in the industry and responsibilities in this role 
How he or she came to be an event planner
What kinds of event he or she usually plans
Use these questions together with any additional questions that you think might help set context for your students.
Then invite the students to ask questions. If there are no volunteers, remind students to look at the list of questions they made in their notebook. Then ask for volunteers again. If there are still no volunteers, choose a student. 
At the end of the guest’s visit, make sure that the students thank the expert. Point out to the students that it is not only polite but also a good business practice to thank someone after an interview. 

	5
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	20
	Assignment: Venue Research
Students apply what they have learned about venues to researching options for local events. This activity also focuses on the following college and career skills:
Demonstrating teamwork and collaboration
Effectively using technology relevant to a profession
Review Student Resource 3.3, Organizer: Venue Research, with students. Point out that professional event planners, like the one who just visited, become very familiar with local venues because they book lots of events there. In this activity, students will start to familiarize themselves with one local venue.
Place students in groups of three or four. Assign each group to a computer and give each group a local event venue and its website to research from the list you compiled before class. If you don’t have enough venues, some groups can use the same venue.
Go over the example with students. Call on volunteers to read aloud one section of the example at a time. Answer any questions or add in any specific suggestions you have for completing this activity. Explain that each student needs to fill out the resource independently, but that they are doing the research together. Tell them to take turns finding information.
If time permits, have students begin their research now. Let them know they will be completing their research during the next class period.

	
	
	class period 3

	6
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	25
	Assignment: Venue Research
Students continue to explore local venues.
Ask students to move back into their groups and continue to research their local venue. After about 20 minutes, instruct them to stop and think about the following questions, which may be posted on the board or a sheet of chart paper:
If you were an event planner, would you want to make use of this venue?
If yes, what sorts of events would you have here? If not, why not?
Ask for volunteers to share their thoughts on one or both of the questions. Help students to recognize that they are already on their way to becoming more informed consumers for events they might plan in the future.
You may want to gauge student understanding by collecting this resource and assessing it on a credit/no-credit basis.

	7
	25
	Diagram: Events Layout 
Students explore how layout can affect an event. This activity focuses on the following college and career skills:
Demonstrating teamwork and collaboration
Demonstrating creativity and innovation
Before class begins, consider making additional copies of the blank room form portion of Student Resource 3.5, Diagram: Event Layout.
Place students in pairs.
Remind students that in addition to room size, one of the six key elements of an event venue is the layout. Explain that in this activity, students will get to explore the different ways a room can be set up to meet the needs of a specific event.
Tell pairs to study Student Resource 3.4, Examples: Event Layouts. Note that these replicate layouts that professional event planners use to help them decide how to structure rooms for actual events. Have pairs notice different elements of each layout: where the tables are in relation to entrances and exits, and how tables of different sizes and shapes are laid out to accommodate the guests and leave room for moving around the room. Advise pairs to keep these examples on hand for reference as they complete their assignment.
Review Student Resource 3.5, Diagram: Event Layout, with the class. Tell each pair to choose one of the four event descriptions listed in the Events section. Take time to go over the example event with students and answer any questions; then review the criteria by which their layouts will be assessed.
Give students the rest of the class period to get started on their layout. Let them know that they will need to complete their layout during the next class period.

	
	
	class period 4

	8
	20
	Diagram: Event Layout (Continued)
Students complete their layouts.
Ask students to move into their pairs from the last class period and get started right away on their layout. Emphasize that students have only part of this class period to work on their layout, so it’s important to work efficiently. Remind students to use the examples and to check the assessment criteria to make sure they are doing everything they need to do to successfully complete their layout.
While students are working, circulate around the room, keeping pairs on task and answering any questions. 
When students have had about 15 minutes to work, ask them to begin wrapping up their layout. 

	9
	10
	Gallery Walk: Event Layouts
Students consider each other’s layout and discuss.
Ask each pair to display their layout on their desk or to post it on the wall. Invite students to circulate and look at all the other layouts. As they do, encourage them to pay attention to the many different ways it is possible to lay out the same event.
At the end of the class period, collect the layouts and assess them using Teacher Resource 3.4, Assessment Criteria: Event Layout Diagram.

	10
	20
	Reflection: Key Learning Objective 
Students reflect on whether they met a specific learning objective for this lesson.
Prior to class, prepare to project Teacher Resource 3.5, Prompts: Learning Objective Reflection (separate PowerPoint slide), during this activity.
Note: If your students lack experience with reflecting on their learning or reflecting on whether they met a learning objective for a lesson, refer to Teacher Resource 3.6, Guide: Teaching Reflection. Allocate more time for this reflection activity in order to integrate more direct instruction and practice. 
Write the following learning objective on the board: 
 Demonstrate understanding of how a theme affects an event plan
Project Teacher Resource 3.5, Prompts: Learning Objective Reflection (separate PowerPoint slide). Tell students to choose one of the prompts and think about it in connection with the learning objective on the board. They should then write their reflection in their notebook. 
Give students a few minutes to write down their thoughts. Ask for a show of hands to see who chose the first prompt. Place these students in pairs or triads to compare their reflections. Do the same for each of the other prompts. Their task is to choose the reflection that is most complete, on topic, and thoughtful. 
Ask a member of each group to share the reflection that the group feels best fits these criteria. Generate a brief class discussion to help students develop their metacognitive skills. Complete this activity by telling students that this type of practice will help them when they have to complete professional self-evaluations in their internships or jobs. If your students are participating in NAFTrack Certification, it also prepares them for the reflection component of the culminating project.


Extensions
Content Enrichment
Gather up the venue reports and publish them as a guidebook for local event planners or people planning their own events. 
Give each student a fictional client and event description and ask the student to make a recommendation for a local venue that meets the needs of that client and event. Have students compare their answers with other students who had the same client. Guide students to recognize that there may be different ways to meet the same client/event needs.
Work with the math teacher to create several scenarios for calculating area using examples from this lesson topic. For example: Set up a circular banquet space for a large wedding. The diameter of the space is 120 feet. There is a circular dance floor in the center which is 30 feet in diameter. How many 6-foot diameter tables will fit in the remaining space? Be sure to allow 3 feet to the table diameter for chairs, and at least 3 feet between tables.
Give students a specific layout (such as the example above) and ask them to draw a scale drawing of the arrangement.
Pair students who researched the same venue in Student Resource 3.3, Organizer: Venue Research. Instruct pairs to use the information they recorded to create an event that includes a meal for 125 people. They should consider what kind of event they’d like it to be and how the room should be set up. Tell them to figure out how many tables are required and how many chairs per table are required. Tables rent at $25 each, chairs rent at $4 each, and entrees are $28. The venue charges 18% service charge and 7% tax. What will be the cost of the event?
Tell students to imagine they’re planning an event in a rectangular room that is 100 feet long and 40 feet wide. The room needs to hold 80 people seated. There are two sizes of table: 3 foot x 3 foot square, which seats 4 people, one on each side, and 6 x 3, which seats 6, two on each side and one on each end. There must be at least 4 feet between tables to allow for chairs and the passage of wait staff. Have students diagram how they would set up the room and how many of each table they would use. 
Have students use Google Earth or Google Maps Satellite view to “visit” their local venue. Then discuss: What is different about seeing the venue through an unbiased photo rather than through the photos on the venue’s website? Did they notice any potential issues with their venue that they weren’t aware of previously? Did they notice any potential positives about their venue that they weren’t aware of previously? You can also extend the conversation to a broader discussion of how knowledge of local venues can actually be a reason to hire an event planner, particularly for people who might not know the area as well.
Have students analyze descriptions of venues from a wedding magazine or a catering brochure. Ask students to identify adjectives and adverbs that are used. Do they see a pattern? A common theme? Invite students to think about which adjectives and adverbs are most frequently used and why.
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