GORDON S.

=LANG

SCHOOL of BUSINESS AND ECONOMICS

HTM * 2070 Event Management
Tuesday/Thursday 8:30am-9:50am
Winter 2023 (0.5 Credits)

General Course Information

Instructor: Dr. Katie Lebel (she/her)

Email: klebel@uoguelph.ca

Office Location: Macdonald Hall, Room 102

Office Hours: By appointment

Department/School:  Gordon S. Lang School of Business and Economics
Class Schedule: Tuesdays/Thursdays 8:30am-9:50am; LA 204

Course Description

This course examines the sales, servicing, and management of the meetings, events,
conventions, exhibitions, and trade show industries. Emphasis is placed on both the supply
(product and service providers) and demand (meeting and convention managers) elements of
the industry. Planning or hosting a convention or meeting for a corporation, association, or
special group will be covered. The course focuses on the unique operational and managerial
functions of this multifaceted component of the tourism and hospitality industry.

Course Learning Outcomes

Upon successfully completing this course, you will:

Knowledge and Understanding:
1. Distinguish between different types of events and their markets.

2. Understand the scope of the events industry including types of events/meetings, who
holds events/meetings, and emerging types of events and facilities.

3. Understand various types of events and facilities.
4. Identify resources available to event planners.

5. Identify the services required before, during, and after the hosting of a successful
event.

Discipline/Professional and Transferable Skills:
6. Understand the various types of sales and marketing strategies for events.

7. Synthesize information to assist in the marketing and planning of events.
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8. Understand the purpose of negotiations between event planners and hospitality
offerings and outline how to prepare for such negotiations.

9. Create an operational plan to implement an event, including budgeting, resourcing,
volunteers, services, security, and sponsorship.

Attitudes and Values:

10. Develop teamwork skills.

11. Understand the new health & safety challenges that event mangers face in a post-
pandemic environment.

12. Understand the shift to virtual event delivery.

Summary of Course Content and Materials

(Jan. 24 & 26)

Feasibility Screening (Ch. 3)

Date ‘ Weekly Schedule Notes
Module 1: The Event Management Landscape
Week 1 Introduction to the Course & the Event
(Jan. 10 & 12) Management Industry (Ch. 1)
Week 2 . .
(Jan. 17 & 19) The Event Planning Model (Ch. 2) Team Sign-Up
Week 3 Research, Concept Development and

Team Contract Due

Module 2: Event Management Strategy

(Feb. 14 & 16)

(Jan \gvlegk:eb 2) Fent Programmine (€ 4
(Ft‘a’\lloe(;k&59) Venue Selection & Site Planning (Ch. 5)
Week 6

Production & Operational Logistics (Ch. 6)

Event Proposal Due

READING WEEK: FEB. 20-24

Module 3: Event Management Logistics

(Mar. 7 & Mar. 9)

Finance, Budgeting and Event Procurement
(Ch.9)

Week 7 _
(Feb. 28 & Mar. 2) Event Marketing (Ch. 8)
Week 8 Staffing and Human Resources (Ch. 7) Event Analysis

Assignment Due

Week 9
(Mar. 14 & 16)

Event Implementation Preparation

Module 4: Event Execution

Week 10 . Final Event Plan Due
(Mar. 21 & 23) Practical Event Management (Ch. 10)
Week 11 Event
M ing Event S Ch. 11
(Mar. 28 & 30) easuring Event Success ) Implementation
Week 12 The Future of Events (Ch. 12)
(Apr. 4 & 6) Final Exam Review

--- The course outline/format is subject to change based upon the instructor’s discretion ---
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Course Assessment

Evaluation Item Gr.o.u o/ Marks Associ'ated Due Date
Individual LO's

Quizzes [ 20 LO1-8,11&12 Weekly
Team Contract G 2 LO 10 Jan. 26
Event Proposal G 18 LO 1-5 Feb. 16
Event Analysis Assignment I 20 LO 6-8 Mar. 9
Final Event Plan G 10 LO 1-12 Mar. 23
Event Implementation G 10 LO 1-12 TBD
Final Exam I 20 LO 1-12 Apr. 20
TOTAL: 100%

Teaching and Learning Practices

This course will incorporate an experiential learning format. Event Management has become
a thriving segment of the hospitality and tourism industry. While most courses in event
management are lecture-based with semester projects planning fictitious events, this class
will center around the planning and execution of a “real” event to provide an immersive
learning experience that offers meaningful event management practice.

Guidelines Around COVID

Ongoing health situations remain fluid. The University of Guelph sets the protocols
and guidelines that must be followed by staff, students, faculty, and visitors. Please be
sure that you have reviewed all information relating to COVID protocols and any other
health-related restrictions for face-to-face interaction in class and on campus. Any
changes made by the University once the course has started will be also shared
through our CourseLink announcements and email.

Please remember that we are community members within the class and on campus. If
you are experiencing symptoms of illness, it is always best to remain at home and
connect with your peer team about missed content.

Keep up to date with the following links:

COVID Information for Students:
https://www.uoguelph.ca/covid19/covid-info-for-students

UofG Wellness Centre:
https://wellness.uoguelph.ca/
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Course Resources

Required Text:

Dowson, R., Albert, B., & Lomax, D. (2022). Event Planning and Management: Principles,
Planning & Practice, 3™ Edition

Course Website:
Courselink (courselink.uoguelph.ca) is THE source for all things related to HTM 2070.
Assignment descriptions, news, discussion boards, course notes and electronic
DropBoxes can all be accessed through our CourseLink website.

Course Policies

Email Correspondence:

Electronic communication between students and faculty should be sent from your official
University of Guelph email account.

e Due to a very high volume of emails, Dr. Lebel will do her very best to respond to your
direct emails within 72 hours, between the hours of 9:00am-5:00pm ET, Monday
through Friday

e ALL emails should include the course code in the subject line (e.g., HTM 2070)

e Please be mindful of the increased capacity levels everyone is operating under and
the fact that this is a large class

e You are encouraged to be resourceful and embrace communication strategies that are
professional, kind, and empathetic. Here are some resources with helpful email
etiquette tips ©

@ 10 TIPS FOR EMAILING YOUR PROFESSOR

1. Before emailing your professor, check your course outline, notes, CourseLink,
and talk to classmates to find out what you missed.

Use your University of Guelph email account to email your professors.

In the subject line, include the course code and reason for your email.

»

Use a formal greeting, your professor’s title and their last name. For example, write
‘Dear Dr. Smith’ or ‘Hello Professor Smith.’

Always check spelling and grammar before you send your email.
Avoid abbreviations and words in all capital letters.

Keep your email professional and concise. Do not share unnecessary personal information.

e

If you would like your professor to do something for you (such as meet outside of office hours
or act as a reference), ask with a polite and flexible question.

9.  Write out your full name, and thank them for their assistance at the end of your email.

10. When you hear back from your professor, send a short email thanking them for their time.
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g SAMPLE EMAIL

To: profguelph@uoguelph.ca

Subject: ABCD*1001: Appointment Reguest

Dear Professor Guelph,

| am emailing you to request a meeting regarding the last assignment. | have met with my
T.A., but | would like to receive further feedback from you about how | can improve for the
next assignment.

May | arrange a time to meet with you? | am available today after 2:30pm, tomorrow
morning, or Friday after 10:30am.

Thank you for your time,

Ima Gryphon
imagryphon@uoguelph.ca
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Source:
https://learningcommons.lib.uoguelph.ca/item/10-tips-emailing-your-professor

Teamwork Expectations

Team collaboration is an increasingly important skill set in the corporate landscape and a
critical component of successful event planning. This course will focus on teamwork
development as a key learning outcome in the course. There will be several assessments and
checkpoints to help support this learning outcome. It is your responsibility to reach out early
if team challenges occur. Work submitted by a team of students will be allocated as one
grade. Teams should work together and communicate with one another to ensure that their
submissions are representative of the entire team.

Assignments

Students will honour deadlines for projects, evaluations, and other assignments set forth by
the instructor. Specific deadlines will be provided. The instructor has the right not to accept
assignments after the stated due date. All special requests will be evaluated at the
instructor’s discretion.

Grading Policies

The Courselink DropBox timestamp will be the sole arbitrator to determine whether an
assignment is late or not. DropBox is set up so that you can submit early drafts of work. While
only the last submission will be graded, all submissions will be saved. Submit early and submit
often to avoid late penalties.

Unless you have discussed an extension well ahead of the due date with the instructor, late
penalties of 5% per day (including weekends) will be assigned to late assessments (i.e.,
deducted from the total mark). The penalty per day for team assessments is 10% per day.
Extensions will only be granted on the basis of valid medical or personal reasons. These need
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to be requested via email to the instructor as soon as possible. Late assignments will not be
accepted once graded assignments have been returned officially to the class at large, unless
circumstances permit, and alternative arrangements have been made.

Students who find themselves unable to meet course requirements by the deadlines or the
criteria expected because of medical or personal reasons, should review the regulations on
academic consideration in the Academic Calendar and discuss their situation with the
instructor, program counselor or other academic counselor as appropriate.

http://www.uoguelph.ca/registrar/calendars/undergraduate/current/c08/c08-grds.shtml

Missed Assignments:

A grade of zero will be assigned if you fail to submit an assignment, unless you are ill or have
other compassionate reasons. Please read your Undergraduate Calendar for the regulations
regarding illness and compassionate grounds. Please note, vacation travel, moving, and/or
outside work commitments will not be accepted as valid reasons for missing deadlines.

If you have religious observances which conflict with the course schedule or if you are
registered with Student Accessibility Services, please contact the course instructor in order to
make arrangements for your assessment if appropriate.

Make-Up Exam Policy

There are NO make-ups for exams, quizzes, or in-class assignments. Taking a make-up exam or
quiz is a privilege, not a right, and will be granted only in rare circumstances.

Attendance

Students are expected to attend classes on a regular basis and conduct themselves in a manner
that is respectful and courteous to their colleagues.

Document Format
All graded documents must be submitted in PDF format.
Technology Policy

Technology-related issues will NOT be considered grounds for an extension to assignment
deadlines or a reason to forgive a penalty for late or wrong format submissions. You need to
ensure your plan for potential technology challenges or issues in advance of all submissions.

Turnitin

Turnitin software is integrated with the CourselLink DropBox tool to detect possible plagiarism,
unauthorized collaboration or copying as a part of the ongoing efforts to maintain academic
integrity at the University of Guelph.

ALL submitted assignments will be included as source documents in the Turnitin.com reference
database solely for the purpose of detecting plagiarism of such papers. Use of the Turnitin.com
service is subject to the Usage Policy posted on the Turnitin.com site.

A major benefit of using Turnitin is that students are able to educate and empower themselves,
preventing academic misconduct. In this course, you may screen your own assignments
through Turnitin as many times as you wish before the due date. You will be able to see reports
(i.e., Originality Reports) that show you exactly where you have properly (or improperly)
referenced outside sources and materials in your assignments.
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University Policies

Academic Consideration

When you find yourself unable to meet an in-course requirement because of illness or
compassionate reasons, please advise the course instructor in writing, with your name, ID#,
and e-mail contact. See the academic calendar for information on regulations and procedures
for Academic Consideration:

https://www.uoguelph.ca/registrar/calendars/graduate/2018-2019/genreg/sec_d0e2502.shtml

Academic Misconduct

The University of Guelph is committed to upholding the highest standards of academicintegrity
and it is the responsibility of all members of the University community, faculty, staff, and
students to be aware of what constitutes academic misconduct and to do as much as possible
to prevent academic offences from occurring.

University of Guelph students have the responsibility of abiding by the University's policy on
academic misconduct regardless of their location of study; faculty, staff and students have the
responsibility of supporting an environment that discourages misconduct. Students need to
remain aware that instructors have access to and the right to use electronic and other means
of detection. Please note: Whether or not a student intended to commit academic misconduct
is not relevant for a finding of guilt. Hurried or careless submission of assignments does not
excuse students from responsibility for verifying the academic integrity of their work before
submitting it. Students who are in any doubt as to whether an action on their part could be
construed as an academic offence should consult with a faculty member or faculty advisor.

The Academic Misconduct Policy is detailed in the Undergraduate Calendar:

https://www.uoguelph.ca/registrar/calendars/graduate/2018-2019/genreg/sec_d0e2952.shtml

Accessibility

The University of Guelph is committed to creating a barrier-free environment. Providing
services for students is a shared responsibility among students, faculty and administrators. This
relationship is based on respect of individual rights, the dignity of the individual and the
University community's shared commitment to an open and supportive learning environment.
Students requiring service or accommodation, whether due to an identified, ongoing disability
or a short-term disability should contact Student Accessibility Services as soon as possible.

For more information, contact SAS at 519-824-4120 ext. 56208 or email sas@uoguelph.ca or
see the website: https://wellness.uoguelph.ca/accessibility/

Equity, Diversity, and Inclusion Statement

At the Lang School of Business and Economics, we are committed to developing leaders with
a social conscience, an environmental sensibility, and a commitment to their communities. A
core tenet within this vision is that diversity is a strength with which we can experience
greater connection and understanding.
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As such, we affirm the importance and shared responsibility of our students, faculty, and staff
creating and promoting equity and inclusion within our learning spaces. Creating these kinds
of learning cultures is a process, not a destination; it requires ongoing willingness on the part
of each person to thoughtfully and critically listen, unlearn, learn, and engage as they are
exposed to a multitude of perspectives and lived experiences. We encourage dialogues
between students and instructors to address and advance opportunities for fostering greater
diversity and inclusion in the learning environment. Openness to conversations with each
other enables us to reflect and grow as we learn from one another respectfully and
holistically.

As a department that is training the professionals of the future, we expect our learning
spaces to abide by all institutional policies and guidelines, in particular those outlined by the
Office of Diversity and Human Rights and the University of Guelph Human Rights

Policy. Discrimination and harassment, as defined by our policies, will not be

tolerated. Individuals should inform the appropriate party as per University policies if they
experience any such behaviours.

Course Evaluation Information

Please refer to the Course and Instructor Evaluation Website

Recording of Materials

Presentations which are made in relation to course work—including lectures—cannot be
recorded or copied without the permission of the presenter, whether the instructor, a
classmate or guest lecturer. Material recorded with permission is restricted to use for that
course unless further permission is granted.

Important University Dates
The schedule of important university dates can be found at:
https://calendar.uoguelph.ca/undergraduate-calendar/schedule-dates/

Drop date

The last date to drop one-semester courses, without academic penalty, is April 10, 2023. For
regulations and procedures for Dropping Courses, see the Academic Calendar:

https://www.uoguelph.ca/registrar/calendars/graduate/current/

More information about Dropping Courses can also be found here:
https://www.uoguelph.ca/registrar/coursesadddrop

Mental Health & Wellbeing

At Guelph, we recognize that things can come up throughout the term that may interfere
with a student’s ability to succeed in their coursework. These circumstances are outside of
one’s control and can have a serious impact on physical and mental well-being. Seeking help
can be a challenge, especially in times of crisis. Below are resources we encourage all Guelph
community members to access to ensure support is reachable: https://wellness.uoguelph.ca/
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If support is needed immediately, you can access these outside resources at any time:
Distress Line
e 24/7 line for if you are in crisis, feeling suicidal or in need of emotional support
(phone: 416.408.4357)
Good2Talk

e 24/7 line for postsecondary students (phone: 1.866.925.5454)

Please also note that there are several campus resources that you might find helpful
including free, confidential counselling services: https://wellness.uoguelph.ca/mental-health-
support-services

e You can make an appointment for University Counselling Services by phone at 519-
824-4120 x 53244. Same Day Drop-in Service is available to provide 1:1 support,
information, and referrals, to students dealing with a variety of same-day, emerging
or crisis situations.

e The Gerstein Centre 24/7 Distress Line, is a free, confidential support line for anyone
experiencing an emotional crisis and needing immediate assistance: 416.929.5200

o Keep.meSAFE, is a mental health counselling service that specializes in student mental
health support and provides 24/7 access to licensed counsellors through telephone
and mobile chat: 1.844.451.9700

Date Submitted to Chair:

Chair Signature (Approval): A

Date Approved by Chair: Jan 5, 2023
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