Butler County Community College Nancy Hansen
Business, Technology, and Workforce Development Fall 2003

COURSE OUTLINE
Event Planning |

Course Description: HM116. Event Planning I. 3 hours credit. This course will
enable the student to appraise the management of event planning. Areas emphasized
include understanding world of events, the basic principles and design of event
planning, creating an effective event, planning a successful event, sponsorships of
events, marketing and promoting events, managing volunteers and the management
team of an event, working with food vendors, and documenting and evaluating events.
The student will gain a basic understanding of the role of an event planner and develop
leadership skills that are needed to control, manage, and improve events in the
hospitality business.

Course Relevance: The principles learned in this course will allow the student to
understand the process of researching and planning all types of public and private
events. The principles are relevant in designing and organizing events, executing
events, and then developing his/her ability to think analytically and critically in regard to
the success of the event.

Required Materials:

Textbook:

Wiersma, E. A. CSEP; Strolberg, K. E., (2003). Exceptional events: Concept to
completion. (2" ed.) Weimar, TX: CHIPS Books.

Learning Outcomes:

The intention is for the student to be able to:

1. Identify the process involved in designing a successful hospitality event
2. Demonstrate how to set and measure goals of a successful event

3. Use concepts of event planning in a real-life situation

4. Demonstrate and implement an event plan

Primary Learning PACT Skills that will be DEVELOPED and/or documented in this
course:
Through the student involvement in this course, he/she will develop his/her ability in the
following primary PACT skill areas:
1. Critical Thinking
e The student will appraise the concepts of event planning as it relates to the idea
stage through the execution of a special event.
2. Coping with Change
e The student will respond to the effects of event planning needs based on market
changes and unforeseen execution changes through the execution of a special
event.
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3. Teamwork

4.

e Through a variety of committee and classroom activities, the student will respond
to the dynamics of group interaction, as well as the impact of individual behavior
on groups.

Field Related Technology

e Through the planning of a special event, the student will demonstrate skills in
Microsoft Project software as a tool for documenting the activities and details
needed to plan an event.

Secondary Skills (developed but not documented)

Self-concept

Time management
Leadership
Problem solving
Reading

Writing

Listening
Computer literacy
Speaking

Major Summative Assessment Task(s):
These learning outcomes and the primary Learning PACT skills will be demonstrated

by:

1.

Preparation of a Microsoft Project plan for the scheduled event being
executed by the Event Planning Class. Present, analyze and critically
appraise the steps necessary for the successful implementation of the event
Preparation of a detailed written analysis of the results of the execution phase
of the special event for the semester

Course Content:
I. Themes — Key recurring concepts that run throughout the course:

A. Goal setting and measurements of success
B. Eventideas

C. Event management

D. Event sponsorships

E. Recruitment of employees and volunteers

. Issues — Key issues that will be addressed in this course: areas of conflict

that must be understood in order to achieve the intended outcome:

A. Correctly evaluating and identifying the needs of the event being planned

B. Communication skills to achieve the best outcome for the event

C. Identifying the differences in work culture within the workforce and volunteers
D. Effective training for satisfactory execution of the event

Concepts — Key concepts that must be understood to address the issues:

A. Goals and strategy of the event

B. Understanding of tactics needed to meet goals
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C. Efficient methods of retrieving the pertinent information to make the event run
legally and efficiently
IV. Skills / Competencies — Actions that are essential to achieve the course outcomes:
A. Application of concepts of event planning
B. Analytical thinking
C. Computer literacy in Microsoft Project

Learning Units:
I. The World of Events
A. Definition
B. Overview of opportunities

Il. Basics of Event Planning
A. Setting goals and measurements of success
B. Event strategy plan

lll. The Creative Process
A. Brainstorming
B. Adding the “WOW?” factor
C. ldea development
D. Going beyond the conventional
E. Organizing the possibilities

I\V. The Planning Process
A. Systemizing
B. Sponsorships
C. Marketing and PR component
D. Team and volunteer management

V. Implementation
A. Organizing your team/committee
B. On-site implementation
C. Crowd movement and traffic flow
D. Working with food vendors

VI. Event documentation and evaluation

Learning Activities:

Independent and collaborative learning activities will be assigned within and outside the
classroom to assist the student to achieve the intended learning outcomes. Learning
activities will be geared toward practices and analysis of managerial situations to
understand the principles of management in the hospitality industry. Field trips and
guest speakers will allow the student to know what is required of managerial jobs in the
hospitality industry. Use of computers, written assignments, examinations and oral
presentations will be the medium by which those skills are expressed.
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Grade Determination:
The student will be graded on satisfactory completion of assessment tasks (learning
activities), attendance, adequate participation (discussion) and the projects assigned.
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