AOHT Event Planning
Lesson 3 Venues and Themes
AOHT Event Planning
Lesson 3
Venues and Themes
Teacher Resources
	Resource
	Description

	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



Teacher Resource 3.2
Guide: What’s Wrong with This Picture?
Event Descriptions
Project these prompts via Teacher Resource 3.1, Springboard Prompts: Event Descriptions (separate PowerPoint slide). Alternatively, write each of these event descriptions on a sheet of paper and post them around the room.
A nonprofit nursery school “Family Fun” fundraiser at a hip nightclub
A 50th wedding anniversary party at an amusement park
A luncheon on the beach for women leaders in business 
A New Year’s Eve “Up Till Midnight” party at a petting zoo
A high school prom in an art museum

Discussion Guide
Use these points to guide discussion with your class.
All of these descriptions sound like a mismatch―the wrong venue for an event or a venue that doesn’t match the theme.
It’s always possible to put an event in an unlikely venue and have success. There really isn’t enough information in these one-sentence descriptions for anyone to be able to declare that these ideas are absolutely not going to work. However, in the absence of additional details, these event descriptions sound problematic.

Specific Comments about Each Description
A “Family Fun” fundraiser is not likely to be successful at a nightclub. Most nightclubs are not designed to accommodate small children, and small children do not usually attend events during the business hours of nightclubs.
A 50th wedding anniversary party could be held at an amusement park if that is what the guests of honor (the couple celebrating their anniversary) choose. However, most couples celebrating their 50th wedding anniversary are in their 70s or 80s and are not likely to want to ride some of the more intense or vigorous rides available at amusement parks. Although they might have children, grandchildren, or other friends and relatives who would enjoy the park, it is not an environment that would be conducive to a private party. Guests might end up scattered all over the park rather than being present to celebrate the guests of honor.
A luncheon for women in business would probably be held in the middle of the business day. Presumably the women attending the luncheon would be dressed in business attire, which would not be a good fit for moving around or sitting and eating on the beach.
A late-night party would not be a good event to hold at a petting zoo. The animals might be disturbed by having a lot of people around late at night, and the guests might not be that interested in the animals. Late-night parties tend to have lots of adults and few kids. In addition, petting zoos are usually outdoors, and an outdoor party at night in December is a risky proposition in much of the country because of the weather.
A high school prom could be held in an art museum, but it would not be an ideal fit. Art museums typically do not want food or beverages served inside, but some proms include dinner service. Art museums may not have a lot of floor space or may have expensive or rare items in the middle of the room, which would make it difficult to have a good-sized dance floor or to accommodate the exuberant dancing of some prom attendees. Some museums also restrict photography, which could be a problem at a prom.
Teacher Resource 3.3
Presentation Notes: Event Venues and Themes
Before you show this presentation, use the text accompanying each slide to develop presentation notes. Writing the notes yourself enables you to approach the subject matter in a way that is comfortable to you and engaging for your students. Make this presentation as interactive as possible by stopping frequently to ask questions and encourage class discussion.
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Choosing a venue is one of the most important decisions an event planner makes. Today, we’re going to look at what factors a planner thinks about before selecting a venue for an event. We will also consider how choosing a theme can affect your venue and the overall planning of your event.



	Presentation notes
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Before choosing a venue, a planner needs to consider six key elements: size and layout, ADA/legal compliance, facilities and equipment, cost, transportation, and risks and challenges. Let’s take a closer look at each of these elements.

	Presentation notes
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If you look at the two pictures on the slide, you can see that the size of the venues is obviously very different. If you were planning a small dinner party, the venue in the photo on the right could work well. But if you were planning a dinner party for 25 people, you would never put them in that very large room in the photo on the left.
Layout can have an impact on how big the space feels, too. Look at the large venue pictured. That space has a lot more flexibility than the venue in the photo on the right. Many large spaces you can rent—conference centers, ballrooms, banquet halls—are basically big empty spaces that the event planner can fill in whatever way he or she wants.

	Presentation notes 
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A planner needs to think about traffic flow. How will people get to the bathrooms? The dance floor? If entertainment is provided, can everybody see the performers?
Table size and shape matter. Larger tables can work if you’re trying to fit in a lot of people, but some events may feel better with smaller tables. Where the food will be and how much will be served at one time affects which size and shape of table would be best. For example, do you need space for large serving dishes or wine pairings? Some events may also require a head table, where the guests of honor sit.
Seating is crucial for events. If the venue has bench seating, how will the guests get up and sit down? Have you ever been at an event where the seating affected your perception of the event?
If your event has a buffet, that means people serve themselves. But you have to allow space for buffet tables and manage the line of people. If 100 people get in line at once, it will take forever to feed them! Maybe you could arrange the table so that people can take food from either side—now you have two lines of 50 people each, rather than one line of 100.
The layout can make a space feel large or small. Think about a space you’re familiar with, like your room at home. If the room is packed with furniture and stuff—or if your room is really messy—it can make your space feel a lot smaller than it is. The same thing can happen if a planner doesn’t lay out an event well. 
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Event venues are required by law to meet certain standards.
One of the most important guidelines is that a venue must be ADA compliant—that is, it must comply with the Americans with Disabilities Act. The act is designed to make public places accessible for people with disabilities. The act includes guidelines for public areas, hotel front desks, guest rooms, hallways, alarm systems, door widths, elevator button height, and so on.
Venues have other legal requirements to meet as well, including:
· Fire codes, which may limit the number of people in a location or where cars can be parked
· Health and safety codes connected to food preparation; requirements regarding food storage, heating units, and proper refrigeration
· Liquor license requirements if alcohol will be served
Many professional venues that host events will have all these things handled already. But if an event is to be held in a park, a private home, or another nontraditional location, the planner needs to deal with these issues. Otherwise, the hosts of a large event could get into legal trouble.

	Presentation notes 
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What are your event’s specific needs? Every event needs bathrooms, but if it’s a large event, you may need additional restroom facilities. If food is being served, does the space have kitchen facilities? Are there enough tables and chairs? Dishes, glasses, and silverware? What about Internet access or outlets for computers for a business event? Nowadays it’s important to consider Wi-Fi access for all events, since many people like to post to social media from parties and concerts. If there will be a religious ceremony (like a wedding) or entertainment (like a performance), does the space offer appropriate facilities for that?
If you are renting a hotel ballroom or restaurant banquet hall, most of these issues are already handled. But think about what happens if you’re having an event outdoors or at a private home. Sure, you have bathrooms in your house, and a table and chairs, and dishes and glasses. But what if you’re trying to host a party for 100 people? You don’t have enough tables, dishes, and so forth, and your home bathroom isn’t set up to handle 100 people. So if a client wants to get married in his or her parents’ backyard, you may need to rent port-a-potties, tables, and so on.
These considerations also affect your budget. When you’re looking at venue rental costs, you need to think about what is included in that expense.
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Before you worry about how much a venue costs, you need to determine if it will work for your event. You need to know if it’s the right size, if it meets legal requirements, and if it offers the appropriate equipment. Only then can you determine if the cost is right.
The cost needs to fit into your budget. You need to think about what is and is not covered by the venue rental fee. Picture this:
DeAngelo is a corporate event planner who has been hired to plan a holiday party for an international corporation. He’s trying to decide between two different venues. One is a banquet room at a local restaurant. It’s a beautiful place with great food, and it’s not cheap. The bill for the restaurant will be over $10,000! The other solution would be to use a big empty warehouse that the company owns. 
At first glance, the warehouse looks like the way to go, because it will be free! But DeAngelo starts looking at what the restaurant’s cost includes. It covers all the equipment, all the setting up, and the food and beverage costs. DeAngelo calls a friend who runs a catering company and asks for an estimate on how much it would cost to host the party at the warehouse. It turns out that it will cost just as much to have the party at the warehouse as at the restaurant—and that’s without decorating the warehouse! So it will actually save money to rent the restaurant. That’s why its important to consider hidden costs, or costs that are not obvious at first.
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How will your guests get to the venue? A terrific venue can ruin your event if it’s so out of the way or so inconvenient that no one wants to attend.
Is the venue hard to find or hard to get to? Is there safe parking nearby? Can you put up signs and send out directions to help people? Can people use public transit to reach the event? 
What about out-of-town guests? Whether you’re planning a wedding or an international convention, you’ll often have guests who are strangers in your city. They will have a harder time finding their way and they may not have a car. As the event planner, how can you be responsive to their needs? You might pick out a venue that is close to where they’re staying or one that is near good public transportation. You also could consider providing transportation, especially if your venue is very hard to reach. For example, Puget Sound (in Washington State) has some isolated venues that are easiest to reach by boat. If you’re hosting an event there, you may want to hire a ferry to transport your guests.
Nowadays, many people also consider how to make their transportation more environmentally friendly. If your event is located near guests’ accommodations or near good public transit, it will create less pollution to attend. Some events also offer discounts to people who carpool, or find other ways to encourage people to be more green.
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Are there things about the venue that make it a riskier choice? Is it outside where bad weather could ruin the event? Is it a conference on a controversial topic that may draw protests or negative media attention? Is it in a rough part of town where guests could be threatened or their personal belongings damaged or stolen?
The planner needs to weigh these risks and determine how many of them can be mitigated or avoided entirely.
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So you’ve used the six elements to review your venue choices. But you still might have three, four, five, or even more venues that meet your basic requirements. How do you choose? You need to think about the theme of your event. 
Look at the three photos on the slide. If you were hosting a fundraising dinner, you could choose any of these three locations. But the feel—the ambiance—of each venue is different. The venue in the photo in the middle has a more light-hearted, casual feel—maybe something that would be appropriate for a summer event. The venue in the photo on the left has a more traditional feeling—a hotel ballroom, lots of flowers and candles. This could be good for a formal event for a traditional audience—maybe an older audience with more specific expectations. The venue in the photo on the right has a great view of the city. This is also a formal feel, but it’s a little less traditional. It’s also very glamorous and would be appropriate for an event with a theme like “Starry Night.”
This is why it’s so important to know a lot of different venue options, so that you can find a venue that meets the six elements and also is a good fit for your theme.
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You may be familiar with themed events from attending proms or other formal dances. A prom may have a theme like “Enchantment Under the Sea” or “A Night Among the Stars.” Themes are often used for events that happen regularly so that this year’s party is different from last year’s party. 
Sometimes a client chooses the theme. For example, a couple getting married may want a theme that celebrates their families’ cultural heritage. Or the clients don’t have a theme in mind, but they have other requests—like serving certain foods or using certain colors in the decorations. These requests can lead an event planner toward a more  conceptual or suggestive theme. 
Imagine you are hired to plan a fundraising luncheon for a local charity. The person who hired you gives you the photograph of cupcakes shown on the slide and asks you to serve something like that as the dessert. She didn’t specifically tell you a theme, but you can get a clear sense of what she wants the luncheon to look like, just based on those cupcakes.
At a luncheon that includes those cupcakes, you aren’t going to decorate the walls in black and have a DJ playing loud techno music, are you? That doesn’t fit the cupcakes. Instead, you might decorate the room with plants and flowers and play some soft jazz or classical music. Just from this one photo, you can figure out a lot about your theme!
Sometimes a client can have a hard time articulating his or her vision or theme. What questions would you ask to help you fully understand the client’s wishes?
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Let’s continue to use the example of that charity luncheon. Remember: the client didn’t give you a theme, but she did give you that photograph of cupcakes decorated with flowers. Based on that, you come up with a theme of “Springtime in the Garden.” How does that affect your planning?
First, it narrows down which venues are appropriate. Ideally, the luncheon would be in a garden or in a place with lots of windows to see a garden. The decorations and design should fit the theme, too—maybe light springtime colors for tablecloths and little potted plants for table centerpieces.
For food, you know you will serve cupcakes, but what else goes with spring? Maybe fruit or salads (from the “garden”), sandwiches, iced tea or lemonade. With a springtime theme, you certainly wouldn’t serve lots of warm or heavy foods, like thick soups or chili—it doesn’t fit the theme. 
Any entertainment or music also needs to fit the theme. The invitations or ads promoting the event should fit the theme—similar colors, maybe using flowers or plants as part of the image on the invitation. Maybe the invitation is made from plant or seed-based paper and can itself be planted.
If the event includes gifts for guests to take home (like party favors), those should also fit the theme—maybe packets of seeds to plant at home? Finally, the theme may affect the event timeline. In this case, maybe the luncheon includes a guided tour of the gardens at the venue—all in keeping with the theme. 
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The invitation should fit the theme of the event. Based on these invitations, you can probably predict not only the event’s theme, but many other details about it, including the age of the guests, the type of food being served, some of the potential activities at the event, the type of entertainment (if any), and more!
The birthday party invitation in the top row is probably for a young child who likes dinosaurs. Birthday cake is likely to be served, and maybe other foods. They might do a dinosaur-themed activity or take home a toy dinosaur as a party favor.
The BBQ party is probably for adults—the colors and the amount of fire coming from the grill look a little intense for a family party. Obviously, grilled food will be served, possibly accompanied by beer or other alcoholic beverages. The invitation refers to a DJ, which suggests there might be dancing, too.
The Christmas party also seems to be for adults: it’s being held at a club and the design emphasizes music. Since it’s a holiday party, it is likely to include some holiday-themed decorations and/or holiday-themed food, like desserts decorated with snowflakes, or eggnog as a party beverage.
The Royal Birthday Party is probably for a girl who likes princesses or fairy tales. Birthday cake will probably be served, and party favors might include dress-up tiaras. The guests might watch a princess movie as part of their party experience. See how much you can predict, just from an invitation?

	Presentation notes 


Teacher Resource 3.4
Assessment Criteria: Event Layout Diagram
Student Names:______________________________________________________________
Date:_______________________________________________________________________
Using the following criteria, assess whether students met each one.
	
	
	Met
	Partially Met
	Didn’t Meet

	The layout seats the correct number of people using one of the provided table sizes.
	
	□
	□
	□

	The layout includes appropriate arrangements for food service.
	
	□
	□
	□

	The layout meets all the client’s specific requests.
	
	□
	□
	□

	The layout does not create traffic flow issues around the kitchen, bathrooms, or exits.
	
	□
	□
	□

	The layout includes a key and a written explanation.
	
	□
	□
	□

	The layout is neat and easy to read.
	
	□
	□
	□



Additional Comments:
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
Teacher Resource 3.6
Guide: Teaching Reflection
This guide provides ideas for improving students’ ability to reflect on their learning. It includes specific suggestions for helping students reflect on meeting the learning objectives of a lesson. Students participating in NAFTrack Certification will benefit from practicing reflective writing, since they will respond to reflection prompts as part of the NAFTrack Certification process.
All thinking requires some type of reflection in order for learning to take place. Reflection is a cluster of skills that involves observing, questioning, and putting ideas and experiences together to give a fresh meaning to them all. The reflection activities throughout this course bring students a sense of ownership of what they have learned and a better understanding of themselves and their abilities. 
Build your students’ reflection skills by starting with easier reflection questions that lead to more complex ones. The list below, based on Bloom’s Taxonomy, helps students break down what they need to think about so that they gain confidence and strengthen their metacognition. Because each question takes the previous answer a step further, students can come up with answers to each question and eventually wind up with everything they need to work with to craft an answer for the highest-level reflection questions.
	Learning Levels (From Lower to Higher Order)
	Examples of Reflection Questions

	Remembering (retrieving, recognizing, recalling)
	What can I remember? What did I do?

	Understanding (constructing meaning)
	What do I think it means? What conclusions did I come to? What are my takeaways? What did I get out of it?

	Applying (extending learning to a new setting)
	How could I use this [knowledge, experience] again? In what new way could this be valuable?

	Analyzing (breaking material apart, seeing how the parts fit together and what the overall purpose is)
	What are the different parts of this [experiment, assignment, project, experience]? As a whole, what is the purpose/main idea? 

	Evaluating
	What has this [project, assignment, experience, experiment] taught me about myself—my strengths, my challenges? What am I proud of? What could I do better next time? What are my contributions? I used to think…but now I think….

	Creating
	Is there another, better way to put the pieces of this [project, assignment, experience, experiment] together? What could I [create, write, plan] next? 

	Another source of ideas for teaching reflection: http://www.visiblethinkingpz.org/



Follow these tips to guide students in responding to reflection questions on learning objectives:
Read the reflection question aloud to the class and have students rephrase the question using their own words.
Explain that they should use the reflection question to describe what they have learned during the lesson as it relates to the learning objective. 
Review the meaning of the learning objective before students get started on their reflections. 
Refer to the examples below, which represent good responses to these types of reflection questions.
Example
Below is an example learning objective with example student reflection prompts and responses. Although students only encounter the actual NAFTrack Certification prompts once they are on the NAFTrack Certification assessment platform, examples like these give students a sense of the type of reflection they will be asked to engage in. You can copy and paste these examples into a Word document for students to review and discuss as a class. You can add more prompts for students to answer, or customize this content to best suit your students and your goals for them.
Learning objective
Explain the importance of journalizing
Prompts and responses
Think of the assignments that you completed during this lesson. Choose one to use as your work sample as you answer the questions below.
Explain how completing this work sample helped you to meet this learning objective. Describe the ideas and skills that you used. 
For my Then and Now assignment, I compared lodging from a century ago to lodging today. It helped me to meet this learning objective because I evaluated change over time in this sector of hospitality and tourism. This assignment involved thinking about many ideas that show how change has occurred. The idea of comfort, for example: lodging today is much more comfortable than it used to be. Other ideas are convenience and privacy. Today, hotel rooms have their own bathrooms. But in 1914 there might be only one bathroom for 15 hotel bedrooms. Or, there might just be an outhouse and no indoor bathroom at all. Skills I used to complete this assignment include researching and analyzing. I used these skills in order to learn about changes and evaluate them.
Describe what you could improve about your work sample. 
My hotel room pictures for today weren’t always a good match for the pictures from a century ago. It would have been easier to see how much change has happened if the matches were better. I also think my summary was more like a description with lots of details than a summary. It was hard to stick to the main points.
Promoting Reflection in the Classroom
You can also use the following sample questions to promote a culture of reflection in your classroom—during class and small-group oral reflections, during PowerPoint presentations, and when students are having a discussion and you want to draw them out more.
Can you discuss that more?
Why do you think that happens?
What evidence do you have to support that?
Do you see a connection between this and _________?
Does this remind you of anything else?
How else could you approach that?
How could you do that?
Teacher Resource 3.7
Key Vocabulary: Venues and Themes
	Term
	Definition

	ADA compliant
	Adhering to requirements of the Americans with Disabilities Act, which requires public facilities to make accommodations for disabled people.

	ambiance
	Atmosphere, feel, or environment of a particular location.

	Americans with Disabilities Act (ADA)
	Law passed in 1990 that dictates what changes a venue must make in order to allow fair use by disabled individuals.

	buffet
	Food set up on a table or sideboard; guests help themselves to the portion they want.

	compliance
	Acting in accordance with certain standards.

	continental breakfast
	Light breakfast, typically consisting of coffee and/or juice, rolls/bagels/pastries, and occasionally fruit.

	mitigate
	To lessen, minimize, or relieve. To mitigate a risk is to lessen the chances of it occurring.

	plated meal
	Food served in individual portions on plates at the table (as in a sit-down restaurant).

	risk
	Adverse occurrence that would have a negative effect on the event. Fire, heart attack, bad weather, and poor attendance are examples of risks.

	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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Traffic flow and table size affect the layout

You don’t want
people to have to
push past each
other to reach the
bathrooms, the
food, or the exits.
That's why traffic
flow is so important.
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Venues must meet specific legal requirements

1 PUSH IN
PULL DOWN

Can you name two types of legal requirements?
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Facilities and equipment are also crucial

All events have specific
needs for facilities and
equipment. Before you
select a venue, you
must consider your
event’s needs.

What types of equipment might

need to be rented for an outdoor
party like this?
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Cost is always important

» Does the cost fit into your
budget?

« What does the cost
include? (Think about
facilities and equipment
expenses.)

« Are there hidden costs?

Why do you think cost is the fourth item on our list?
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Always remember to consider risks and challenges
I

Remember the contingency section of the budget?
Choosing the right venue can reduce some of the
risks and challenges your event may face.
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The venue needs more than just the six elements

If you are planning an event in a major city, there
may be hundreds of venues that meet your needs in
terms of size, cost, and so forth.
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The theme is one way to make an event unique

« The theme is a
concept or idea that
will influence the
design of the event.

- Any event can have
a theme.

« Not every event is
required to have

a theme. =

Can you think of a themed event you may have attended?
OB
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Theme can affect many elements of an event
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A good venue has six key elements
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