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Teacher Resource 6.1
Guide: Culminating Project
Scheduling the Steps Leading Up to the Project
As soon as you know the date when your event will be held, determine how to schedule the steps for this lesson so that they all occur before the event, with the exception of the last class period, which occurs directly after the event takes place.
The steps required to execute the event have all been aggregated into this lesson to make it easy for you to see how the activities flow and build on each other. However, you will most likely need to divide this lesson up, interspersing these lesson steps with class periods from other lessons in this course. 
Please note that we are introducing the project early in the course so that you can plan against the reality of your scheduling. But the later you wait to have your students work on the project the better, because they’ll have learned more about event planning as this course progresses.
Launching the Project
In order to launch the project, students need to hear directly from their client. A real event planner would typically respond to an email, a phone call, or an in-person discussion with the client. Depending on your circumstances, you can have the client visit your class during Class Period 1 of this lesson, or you can have the client send an email (which you can print out and make copies of), or you can develop some other unique but appropriate way for students to get the following details from the client:
The goal of the event
The date of the event
The selected venue
The number of people expected to attend
The budget
The client’s sustainability priorities/preferences (How important is it to the client that the event be sustainable? Are there specific sustainable choices the client wants, such as locally sourced organic food or a way to compost food waste?)
Any other requests or requirements (e.g., does the client expect a full meal to be served? Does the client have specific wishes about decorations?)  
For example, if the students will be hosting a grand opening celebration for a local restaurant, as they are in the example pitch, they might get an email from the restaurant’s manager that reads: 


Dear Event Planning Class:
We have learned about your expertise at planning events, and we would like your help. In six weeks we will be opening a brand-new restaurant only two blocks from your school. We’d like you to plan and execute the Grand Opening!
The Grand Opening will introduce our restaurant to the neighborhood, including the students at your school. The event will be held on Friday, April 24, 2022, from noon to 3 p.m. in the restaurant. 
We expect about 150 guests and have a budget of $4,500. 
We have some important points for you to consider. Many people will be unfamiliar with the kind of food our restaurant serves: Mongolian barbecue. The name of our restaurant is Kubla Khan, after an ancient Mongolian warrior. The event needs to show people that this kind of food is not only delicious but also really affordable and healthy. We want everyone to know about the unique flavors and huge number of options we will offer on our menu. Also, we’re really trying to be environmentally responsible. We recycle our cooking oil and compost our kitchen scraps, so please try to make sustainable choices when planning the event.
Our restaurant is not very big, so keep that in mind when you’re deciding on decorations and entertainment. In fact, you should come to the space and see where the event will be held. 
I look forward to hearing your ideas for how to make this a memorable and successful event when I visit your class later this week.
Best wishes,
De’Andre Jones
Manager
Forming Groups
You will need to divide the class into groups of four to five for the pitch part of the assignment. Keep in mind that although these groups are important, students will not necessarily stay in these groups beyond this part of the project. Other, larger groups will be formed later in the lesson.
Venue Packets
Students cannot propose an appropriate theme for the event until they are familiar with the venue where the event will be held.
Before Class Period 1, gather the following information about the event venue to project or display:
The venue’s location (street address, neighborhood, etc.)
Details about the room’s size/capacity
A floor plan
Photographs of the room
Equipment specifications—what equipment is provided with the room (tables, chairs, microphones, podiums, etc.)
Access to kitchens, bathrooms, emergency exits, outdoor areas, parking, and so on
Lighting and sound controls available in the room—for example, can the lights be dimmed? Is there a built-in sound system for playing music, or will any speakers and so on need to be provided?
Any sustainable features—for example, are recycling cans prominently displayed? Does the facility use energy-efficient appliances? Does the venue have a sustainability initiative in place?
Any built-in decorative features—for example, does the venue have a nice view from its windows, or does it have artwork already displayed on the walls?
Any decoration limitations—for example, some venues have limitations on things like rose petals scattered on the floor, and some venues restrict the use of candles because of fire codes
Any additional sources of information—for example, if additional photographs are available on the venue website
Keep in mind that this list may change depending on your event and your venue. As you put the packet together, try to anticipate the types of questions your students are likely to have about the venue and include answers to those questions whenever possible. Also think about how you might be able to find answers to student questions—for example, can you collect students’ questions and then send an email to the venue’s facility manager?
If possible, make arrangements for students to take a field trip to see the venue in person, ideally, before they begin developing their pitch.
Pitching the Client
Students’ next step will be to develop a pitch to the client in which they present their unique ideas about a theme for the event. The client will need to visit the class during Class Period 6 to hear student pitches and select one for the event. 
Teacher Resource 6.3
Assessment Criteria: Proposal Presentation
Student Names:______________________________________________________________
Date:_______________________________________________________________________
Using the following criteria, assess whether students met each one.
	
	
	Met
	Partially Met
	Didn’t Meet

	The presentation clearly describes an appropriate theme for the event.
	
	□
	□
	□

	The presentation includes at least three strong examples of how the theme can be incorporated into the event elements.
	
	□
	□
	□

	The presentation uses visuals (e.g., templates, images) to develop and explain the theme.
	
	□
	□
	□

	The presentation is well organized and easy to follow.
	
	□
	□
	□

	The completed assignment is neat and uses proper spelling and grammar.
	
	□
	□
	□



Additional Comments:
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________



Teacher Resource 6.4
Guide: Event Plan
Use this information to guide the discussion during Class Period 8.
What Is an Event Plan?
An event plan is a to-do list for an event. It identifies what steps need to be taken, and in what order, to ensure the success of the event.
The Sample Event Plan
Event plans are pretty basic documents. The sample event plan provided is for the grand opening of Kubla Khan Restaurant. Some of the steps will apply to just about any event, but some will not apply to the one your students are hosting. They will need to think about how their own event plan will differ from this one. Students will read the sample event plan (Student Resource 6.5) and circle or highlight which steps they think also apply to their own event.
Identifying Committees
Once students have identified all the elements that could apply to their event, ask them to group those elements into areas of responsibility—for example, all the decisions about food in one group, all the decisions about entertainment in another group. Remind students to look back at the elements still left to be planned that were listed during the first activity.
If students have any familiarity with the process of planning a school dance, you can refer to that as well, as dances are often planned by a decorations committee, a DJ committee, and so on.
Students should be able to identify the following committees or areas of responsibility:
Food
Decoration
Entertainment
Promotion/Invitation/Printing (may also include items like menus and programs)
Students should recognize that they need to consider sustainability when planning their event. There are different methods to managing the sustainable planning requirements of an event. Students could:
Form a committee to address sustainability.
Decide that each committee will be responsible for making its own sustainable decisions.
Assign sustainability to a specific committee (for example, the facilities committee).
They may identify other possible groups, depending on the nature of your event. These might include audiovisual, facilities, or transportation. Ideally you will have enough committees so that each one doesn’t have too many people on it.  
Keep in mind that some committees will have a lot to do before the event, such as promotion, whereas others will have very little to do before the event (facilities). Determine the right balance between group size and group responsibilities to suit your particular students and your event. If a class activity focuses on an area of event planning that does not pertain to a particular committee, have those students join other committees, be the ones to write the final assignment, or otherwise participate. 
Once you have determined the committees that you expect to use for your event, revise Teacher Resource 6.5, Notes: Committee Assignments, to reflect these groups. Once it is revised, make copies so that every student can have one.
Teacher Resource 6.5
Notes: Committee Assignments
Revise this as necessary to suit your needs. Then photocopy and distribute it to students.
Student Names:______________________________________________________ Date:___________
Directions: Use this sheet to help you begin planning your committee’s section of the event. 
Decorations
What kinds of decorations would fit your theme? Common types include: table centerpieces, candles, items hung on the wall (e.g., artwork, photographs), items hung from the ceiling (e.g., balloons, draperies).






What does the venue already have that you could use as you choose decorations to fit the theme? 



How will the decorations be created? Will you buy premade ones? Will you make them yourselves? Will you hire somebody (like a florist or an ice sculptor) to make them for you?





General budget allotted for decorations (this amount may change as you learn more details):


Student Names:______________________________________________________ Date:___________
Directions: Use this sheet to help you begin planning your committee’s section of the event. 
Food and Beverage
What kind of food do you want to serve at the event? Hors d’oeuvres? A meal? Explain why.




How will it be served? Plated? Buffet? Explain why.




How will the food be provided? Do you need to hire a caterer? Does the venue have food service? Are you going to have to bring in the food and cook it yourselves?



How does the food fit the theme of the event?



How is this food selection appropriate for the invited audience? Do you know anything about their tastes? Dietary restrictions? 


Budget allotted for food and beverage (this amount may change once you know more details):



Student Names:______________________________________________________ Date:___________
Directions: Use this sheet to help you begin planning your committee’s section of the event. 
Entertainment
What kind of entertainment would fit the theme of this event? Explain why.



Does this activity/entertainment need any special equipment or facilities? Does your venue provide it? If not, how will you obtain it?



Will you have a master of ceremonies, someone to welcome guests and introduce guest speakers? 



Will there be guest speakers at this event? Who will they be and what will they talk about?


Music: Would music add to the theme of the event? If so, what kind?


Where will the music come from—a band, a DJ, someone’s MP3 player? Keep in mind that many events play quiet background music when guests are arriving and during a meal—music doesn’t always have to be blasting loudly or only played when people are dancing.

General budget allotted for entertainment (this amount may change as you learn more details):



Student Names:______________________________________________________ Date:___________
Directions: Use this sheet to help you begin planning your committee’s section of the event. 
Invitation/Promotion/Printing
For your event, will you send out invitations, promote through printed materials, or both? Explain why.




If the event needs invitations, will you send them through the mail, via email, or both? Explain why.



How will you promote this event?



In what ways, if any, will you share information about this event online? Consider Facebook, Twitter, an event website, or an announcement on an existing website. Explain.


Does the event require programs, menus, or other materials? Explain.



How can the invitations/promotional materials, and any other printed materials reflect the theme of the event?


General budget allotted for printing (this amount may change as you learn more details):

Student Names:______________________________________________________ Date:___________
Directions: Use this sheet to help you begin planning your committee’s section of the event. 
Audiovisual
Lighting: What kind of lighting would fit the theme of the event? Explain why.


What resources are already available at the venue? 


What lighting can you bring to the event?


Sound: What kind of sound equipment does this event need? Explain why.


How is the sound coordinated with the music that is planned for this event (if there is any music)? For example, will the DJ bring equipment that can also be used for the speaker, such as a microphone?



Photography: Will this event be photographed? Explain why. Who will take the photographs?


Videography: Will you be videotaping the event? Explain why. Who will be the videographer?



General budget allocated for audiovisual (this amount may change as you learn more details):

Student Names:______________________________________________________ Date:___________
Directions: Use this sheet to help you begin planning your committee’s section of the event. 
Facilities
Permits and licenses: What permits and licenses will you need in order to hold this event? The facilities manager can explain whether the venue is already approved or if you need to have it inspected by the fire marshal. Do you need a sound permit (which is often required if you are holding a public event outside and there’s music)?




Bathrooms: Are the bathrooms adequate for the number of people coming to the event? Is the facilities manager going to ensure that they are well stocked with supplies? 



Tables, chairs, podium, other furniture: Does the venue already have everything your event needs? Do you need to rent anything?




Cleanup: Does the venue have housekeeping or will you need a team to do cleanup before and after the event?


Disability access: Does the venue have good access for people who may be in wheelchairs? Plan to create signs and perhaps post students at key locations to make sure everyone can come to the event.


General budget allocated for facilities (this amount may change as you learn more details):


Student Names:______________________________________________________ Date:___________
Directions: Use this sheet to help you begin planning your committee’s section of the event. 
Sustainability
Priorities: How important is sustainability to your client? Does the client have specific sustainability requests? What are your class priorities for sustainability? What steps can you take that will have the biggest impact on this event?


Reducing waste: What steps can you take to cut down on how much trash is generated by the event? Can you use products with less packaging (e.g., serve water in pitchers rather than in bottles)? Can you find ways to reuse items? If your event will create leftovers—extra food, decorations, and so forth—how can you put those leftovers to good use?


Disposing of trash: Does the facility provide trash cans? Recycling cans? If not, how can you arrange for recycling? What about composting? Is that an option?


Using energy efficiently: Does the facility have any energy-efficient appliances/features? If not, what can you do to reduce energy usage? Think about lighting, heating/air-conditioning, running large equipment like ovens or a DJ booth, and so on.


Making responsible printing choices: What types of things will need to be printed for this event? How can you arrange for the printing to be done more sustainably?


Encouraging responsible guest behavior: What can you do to encourage guests at the event to behave in a sustainable manner? Think about putting a request on the tables or in programs. Also consider how you can make it easy for guests to behave responsibly—for example, by clearly labeling trash cans, recycling cans, and the like.

Teacher Resource 6.6
Assessment Criteria: Client Report
Student Names:______________________________________________________________
Date:_______________________________________________________________________
Using the following criteria, assess whether students met each one.
	
	
	Met
	Partially Met
	Didn’t Meet

	The report describes logical and appropriate recommendations for one element of the event.
	
	□
	□
	□

	The report includes sufficient detail, including estimated costs and potential sources for materials/services.
	
	□
	□
	□

	The report’s recommendations follow the sustainable principles the class has established.
	
	□
	□
	□

	The report draws clear correlations between the expressed wishes of the client and the recommendations.
	
	□
	□
	□

	The report invites the client to give feedback.
	
	□
	□
	□

	The report is supplemented by images, brochures, or documentation that supports or provides additional examples of the recommended ideas.
	
	□
	□
	□

	The completed assignment is neat and uses proper spelling and grammar.
	
	□
	□
	□



Additional Comments:
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
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Teacher Resource 6.7
Key Vocabulary: Hosting an Event
	Term
	Definition

	committee
	A person or group of persons elected or appointed to perform some service or function.

	event plan
	A to-do list for an event; it identifies what steps need to be taken, and in what order, to ensure the success of the event.

	pitch
	To give a verbal presentation to a potential client, “selling” the client on key concepts or ideas.
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