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Event Planning 
	Syllabus 2026-2027	
Shawna Littleton, Instructor
Shawna.littleton@acboe.net

COURSE DESCRIPTION:
This course is designed for students interested in learning to create and present gatherings for groups of people to enjoy or attend for corporate goals or individual benefits.  The course emphasizes the many facets of this multi-billion-dollar industry, including site selection, financial management, time management, promotion, and catering.  Students will organize, plan, and evaluate various meetings and events such as conferences, sporting events, weddings, and workshops. 
Foundational standards, listed below, are an important part of every course.  Through these standards, students learn and apply safety concepts, explore career opportunities and requirements, practice the skills needed to succeed in the workplace, develop leadership qualities and take advantage of the opportunities afforded by Career and Technical Student Organizations (CTSOs), and learn and practice essential digital literacy skills.  The foundational standards are to be incorporated throughout the course.	

COURSE OUTLINE: 
Foundational Standards
1. Incorporate safety procedures in handling, operating, and maintaining tools and machinery; handling materials; utilizing personal protective equipment; maintaining a safe work area; and handling hazardous materials and forces.
2. Demonstrate effective workplace and employability skills, including communication, awareness of diversity, positive work ethic, problem-solving, time management, and teamwork.
3. Explore the range of careers available in the field and investigate their educational requirements, and demonstrate job-seeking skills including resume-writing and interviewing.
4. Advocate and practice safe, legal, responsible, and ethical use of information and technology tools specific to the industry pathway.
5. Participate in a Career and Technical Student Organization (CTSO) to increase knowledge and skills to enhance leadership and teamwork.
6. Discuss and demonstrate ways to value diversity.
Content Standards
Organizational Development:
1. Explain the goals of the event planning process.
a. Explain the decision-making process for selecting event locations and venues.
b. Describe types of social, educational, and business events and meetings.
2. Identify the steps in creating the vision, purpose, and goals for a proposed event.
a. Determine the need for a theme for a proposed event.
b. Identify client expectations for a proposed event.
3. Explain the purpose and value of identifying the intended audience for a variety of events.
4. Establish overall event timelines and deadlines clearly indicated.
5. Create and event itinerary to be used during the event.
Financial Strategy:
6. Describe the importance of a financial strategy and budget for a proposed event.
a. Estimate the cost allocation for expense items for an event.
b. Describe the negotiating skills needed to obtain the best return on investments.
Logistics and Legal Issues:
7. Identify space and site requirements for a proposed event, including the physical layout and flow of facility for business/educational events and spatial design, layout, and flow for special events.   
Examples: banquet rooms, theaters, convention centers, boardrooms, reception halls 
a. Describe the laws and regulations associated with facilities. 
Examples: Americans with Disabilities Act, fire and safety codes
b. Calculate the risks associated with hosting events.
Examples: physical damage, excessive alcohol consumption
c. Determine the types and amounts of insurance needed when hosting events.
8. Identify the legal components of a contract for a proposed event and the ramifications of breaching a contract.
Logistics and Financial Strategy:
9. Plan food and beverage services
a. Determine the need for caterers and servers both on and away from the event site.
b. Calculate menu and meal expenses, including costs per person attending.
Logistics and Event Management:
10. Determine necessary staffing for all areas and functions of an event.
Examples: audio/video technicians, security, ushers, greeters, parking attendants
a. Create contingency plans to be used in case of an emergency.
11. Identify various types of transportation and accommodations for an event.
a. Research costs and occupancy of shuttles, charter buses, taxis, and public transit available to the site.
b. Plan and execute procedures for securing hotel and lodging applicable to site, including negotiations of pricing and room blocks.
Promotion:
12. Describe types of promotion for event planning and identify the appropriate types of promotion for specific events.
Technology:
13. Explain how the use of technology can facilitate and enhance an event.
Examples: event-specific software, mobile apps, registration, live streaming, public reviews, social media  
Evaluation:
14. Analyze methods of evaluating an event to identify areas of strength and weakness.
a. Use data from an event to inform the planning of future events.
Career Exploration:
15. Research and analyze entry-level positions available in event planning and management and describe opportunities for advancement in the field.
a. Assess characteristics necessary for career success in event planning and management.
b. Discuss legal, ethical, safety, and security responsibilities of event planners/managers.
c. Research certifications available in event planning and management.
d. Research and compare salaries for careers in event planning and management.
Management:
16. Demonstrate teamwork, problem-solving, and decision-making skills in implementing an event.
a. Demonstrate conflict resolution strategies in managing events.
17. Explain the importance of communication among clients, vendors, and partners while planning.
a. Discuss strategies for working with people with different backgrounds, cultures, beliefs.
18. Describe the role of the planner on site at the event and the mindset necessary to oversee successful event coordination. 
a. Explain the importance of positive staff morale during an event.
Ethical Issues:
19.  Conduct standard and customary ethical, legal, risk management, safety, and security analysis for an event.
20. Research and identify ethical issues in event planning and managing.  


CULMINATING PRODUCTS: 
Planners Portfolio (Birthday party, Halloween Party, Thanksgiving Luncheon, Christmas Dinner, Fundraiser, Valentine Ball, Baby Shower, CTSO Banquet/Student Award Ceremony, Retirement Celebration, Wedding, etc) and activities associated with each event. Presentation Boards, Floor Plans, Financial Spreadsheets, Decoration Samples, Table Setting, Entertainment Options, etc will be components of each event.  Hands-on opportunities will be available throughout the semester, and each student will be required to complete a minimum of 10 hours of activities associated with event management responsibilities.  That can be anything from set up and planning, to day-of hosting and assisting, to clean up and reorganization after the event is over.  Must have paperwork completed for each event completed.

CLASSROOM MATERIALS:
· Paper and pencils/pens 
· Binder or folder to keep up with assignments
· Course fees - $55 total
· $35 Semester 1 fee (required BEFORE being permitted to participate in field trips, large projects, etc…)
· $20 FCCLA annual membership  (Family, Career, and Community Leaders of America CTSO)
· Online platform (GiveBacks; located on our ACTC website…look for Littleton); Cash (exact amount, can’t make change); Checks made out to ACTC (not PHS)
· At least 2 additional classroom items OR at least 1 item from the Amazon Classroom Wishlist.
               Additional Classroom Items   (these are items we use frequently and can go through very quickly):
1 large bag mini hot glue sticks 			Large pack of paper plates/bowls
Pack of copy paper / colored printer paper	1 box plastic forks and spoons
3pk paper towels 				1 large pack of plastic cups (8-12 oz size is best)
1 container stainless steel wipes		    	Box of mechanical pencils
Package of colored sharpies			Variety snacks (candy, chips, snack cakes, drinks, etc)

Grading: 	Minor Grades		35%		Daily work, class assignments, employability grade 
[image: Vector Hand Drawn Style Illustration Circled Stock Vector (Royalty ...]Major Grades		65%		Tests, projects, labs

· I don’t do extra credit assignments.  Do the work correctly when it is assigned and your grade will not need anything extra.  If you do want to see about a few points for something, review the bonus points list in this packet.  But do not ask for extra credit assignments.  
· Assignments turned in past their due dates will have a deduction of 10 points per day for up to 5 days.  After 5 days, a zero will be earned.  
· If you are absent on the day a test is taken or an assignment is completed, you MUST have an EXCUSED absents to make up the missed work.
		
Grading Scale:    0-59     F	     60-69    D	      70-79   C	   80-89    B	   90-100    A 

Available Industry Credentials:    ServSafe Food Handler and/or Food Manager

Instructional Methods: PowerPoint presentations, cooperative group activities, class discussions, demonstrations, note-taking, online coursework, pictures and videos, hands-on event management activities, others as needed.

Assessment Procedures: Daily assignments (bell ringers/Workplace Simulator job), tests and quizzes, performance assessments, laboratory work, project reports, assignment completion, class discussion/participation, and project presentations are used in assessing student learning and progress throughout the course. Work not turned in or attempted will receive a zero. Students who have an excused absence will have 3 days to make up work. 

[image: Student Links - Groton Public Schools]Schoology: Event Planning is not a computer-based course, however Schoology will be a primary component for classroom instruction.  Sign in and join the Event Planning course using the following code: ______________.  You will use Schoology to see daily assignments, upcoming projects (descriptions and due dates), and what work you missed while absent.  It is your responsibility to find out what you missed when absent and complete/submit within 3 days. 






Class Rules & Expectations: Students will adhere to the guidelines of student conduct set forth in the handbook.  
Expectations						Consequences
[image: This Week In Education: #TBT: Michelle Rhee Waving A Ruler In Your ...]1. Be Respectful	 of everyone and their belongings	1.  Student/Teacher conference
2. Be Responsible for yourself and your choices		2.  Parent contact
3. Be Resourceful and try your best			3.  Parent/Teacher/Administration conference
							4.  Office referral
*A severely disruptive student will skip steps 1-3 and be sent straight to administration.

Tardiness and Transitioning out of the room:  You are expected to be in the classroom BEFORE the bell rings. Tardiness is not tolerated.  You cannot have permission to go to another teacher’s room to complete assignments or makeup work. After 3 tardies have been accumulated, an office referral will be issued.  Gather belongings and clean area 5 minutes before dismissal in order to be ready to go.  Tardy passes will not be written to next class due to dawdling.  

[image: House Cleaning Clipart | Free Download Clip Art | Free Clip Art ... -  ClipArt Best - ClipArt Best]Cleanliness/Organization: Clean up after yourselves.  I am the parent of 3 teenagers, not 70!  I will allow you to eat in my classroom, but if it becomes obvious that people can not be responsible and throw trash in the garbage then that privilege will be revoked!  You have been warned. 
[image: 12 Mistakes You Make While Charging Your Phone - YouTube]
Personal Devices:  Cell phone, earbuds, headphones, cameras, etc usage is not allowed during school hours! This is a law, not just a request.  This is the first warning for all students.  

[image: Candid Cheated Images, Stock Photos & Vectors | Shutterstock]Academic Dishonesty:  Cheating is unacceptable, and any student caught cheating will receive a grade of a zero. Cheating includes exchanging papers/files with another student, the use of unauthorized notes, books, or any other sources, copying work from another student, or talking/communicating during times when graded work is given.  Copying AI is also considered cheating.  I do have AI detectors and will use them when I expect AI was used excessively or without permission.

Equal Education Opportunity Statement:
The Autauga County Technology Center does not discriminate on the basis of race, color, national origin, sex, disability, or age in its programs and activities and provides equal access to the Boy Scouts and other designated youth groups.  
Computer/Chromebook Guidelines:
1. DO NOT visit any unnecessary websites – work only on assigned projects.  
2. DO NOT download ANYTHING without permission to do so!!
3. DO NOT change ANY settings such as screen savers, wallpaper, or cursors.
4. If you fail to follow these guidelines, or do not get your Internet Usage form turned in, you will complete assignments without technology (research in books and magazines; draw pictures by hand; etc…).
5. Depending on class size you may have to share or take turns with the computers if we have to go to the computer lab.   

Safety Guidelines
1. No visitors will be allowed in the classroom unless they have clearance from the ATC front office.  This will be enforced for other students, parents, as well as faculty from PHS.  EVERYONE must go by the office first.
2. Students are to remain in the classroom unless issued a pass by the teacher /sub.
3. Fire Drills:  Students will exit the classroom quickly and in an orderly fashion.  We will exit through the classroom door and exit straight across the parking lot between buildings C and D.  Students MUST stay with the instructor at all times.  We will gather at the grass line and remain together until permitted to return to the classroom.
4. Tornado/Severe Weather:  Students will follow instructor and sit against the wall in the dining room.  Students must sit in the severe weather position with a book protecting the head/neck and listen carefully for instructions.
5. Intruder Alert:  Whether during a drill, or in a real situation, we will go to the kitchens, sit on the floor, and stay QUIET until the all-clear is announced.  
6. Project Work:  Students may be using scissors, other cutting tools, heating elements, chemicals, hot glue, etc. to complete projects.  Students are expected to use extreme care in handling the equipment and to adhere to all guidelines demonstrated by the instructor.  Students are NOT allowed to use equipment without permission from the instructor.  Students are not allowed to be in the kitchen doing projects without teacher knowledge/supervision.  

Bonus Point Items:
Students are permitted to bring in donation items that will allot them a designated number of bonus points to be added to one project grade each semester.   No more than 25 bonus points will be permitted per semester.  See the chart below for a list of supplies and points for each.  

	Points
	Classroom Supplies

	5 points
	Package of #2 pencils or mechanical pencils, Package of loose-leaf paper, Box of staples, Box of paper clips, Bag of rubber bands, Roll paper towels, Package of paper plates/plastic bowls/plastic silverware/aluminum foil/saran wrap/Zip-lock bags/etc, box of Band-Aids, bottle of Lysol, etc

	10 points
	Pack of copy paper, Bag of hot glue sticks, Box of hanging file folders, Package of colored cardstock, Box of trash bags (13 gallon or 30 gallon), Stainless steel wipes, Clorox wipes, Pack of Expo markers, Pack of sharpies, box of Uno cards, etc

	15 points
	12 pack sodas, Bag of individually wrapped candies, Pack of pop-ice popsicles, Box of microwave popcorn, Bag of frozen food item (fries, chicken strips, sausage, mixed veggies, etc),  Box of variety chips/snacks, etc

	20 points
	Package of laminating sheets, Box of vinyl sheets (for Cricut machine), School appropriate (new) board game, etc










Once you have reviewed the syllabus, please sign and date that you are aware of all policies, procedures, fees/supplies, etc...  Return the bottom portion of this page to be filed.  Thank you!


Student Printed Name__________________________		Parent Printed Name____________________________

Student Signature_____________________________		Parent Signature_______________________________

Date_________________					Date__________________


If you have any questions you would like for me to answer/address, please include that below:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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