Columbus State Community College
Hospitality Management Department
Hospitality Management Technology

Course: HOSP 2271-Catering & Event Services
Course Synonym: 

Instructor:     
	             E-mail: 
		Phone: 
Instructor:     
	             E-mail: 
		Phone: 
Office hours:		

Credits:  2       CLASS HOURS PER WEEK:  2    LAB HOURS PER WEEK:  2	
PREREQUISITES: HOSP 1104

Class Meeting Dates: 
Class Meeting Time: 
Classroom:  

HOSPITALITY PROGRAMS MISSION STATEMENT:
The School of Hospitality Management & Culinary Arts provides students from diverse backgrounds with innovative, applied quality education in preparation for leadership roles in hospitality, travel/tourism, hotel/lodging, nutrition, culinary arts, baking, & pastry arts, and restaurant management. 

DESCRIPTION OF COURSE 
This course covers the principles of and practical experiences in meeting planning and catered functions. Students will plan, organize, execute, and evaluate meeting and catering functions to meet the needs of clients and guests. Emphasis is placed on how customer service is measured. 
This course will be coordinated with the catering events to put into action the planning, marketing, and contracting lessons. Participation of these events is mandatory. The Instructor will assign. Please note the catered events are NOT scheduled during the classroom session.

UNIFORMS REQUIRED:
While in the laboratory, dress in a professional manner, adhering to proper Servsafe®, and departmental requirements consisting of a CSCC Chef Uniform purchased at the campus Bookstore: CSCC Chef Uniform chef's jacket, black chef pants, neckerchief, white apron, chef's skullcap or hairnet/beard net, black closed toe & non-skid shoes, black crew socks, a personalized name tag, pocket thermometer, black or blue pen, and black Sharpie marker. 
· All hair must be tucked under the skull cap.
· No jewelry is permitted except plain, banded rings. 
· No nail polish or fake nails. 

While working in Degrees Restaurant and/or Blend Café + Bakery, students must wear a complete uniform. The service uniform consists of the following: black button-down shirt/blouse, black chef pants, Bib apron, black non-skid, closed- toe shoes, black crew socks, a personalized name tag, and black or blue pen. The service uniforms are purchased at CSCC Bookstore
· Long hair must be tied back at all times. 
· No jewelry is permitted except plain, banded rings. 
· No nail polish or fake nails.

STUDENT LEARNING OUTCOMES
Upon successful completion of this course:
· Provide the student with a thorough understanding of event management and meeting planning industry.
· Describe the contractual obligations of the industry.
· Provide student with thorough understanding of the financial management of an event.
· List and describe legal compliance issues associated with the industry.
· Describe the elements necessary for planning, managing, marketing, and staging events.
· Provide student with ideas of event management and meeting planning future.


INSTITUTIONAL LEARNING GOALS
Columbus State Community College's Institutional Learning Goals are an integral part of the curriculum and central to the mission of the college. The faculty at Columbus State has identified the following institutional learning goals for this class:
· Critical Thinking 
· Quantitative Skills 
· Cultural and Social Awareness 
· Professional & Life Skills

COURSE MATERIALS REQUIRED
Classrooms, laboratories, food transporting equipment and multimedia equipment supplied by Columbus State.

TEXTBOOK, MANUALS, REFERENCES, AND OTHER READINGS

	TEXTBOOK REQUIRED:
	Rutherford-Silvers, Julia, CSEP, Professional Event Coordination. Second Edition. 	Hoboken: John Wiley & Sons, Inc., 2012. Print.

Students are required to purchase the textbook.  The textbook must be purchased by the 2nd class meeting.


GENERAL INSTRUCTIONAL METHODS
Lecture, discussion, homework assignments, event management practical experience

ASSESSMENT
Columbus State Community College is committed to assessment (measurement) of student achievement of academic outcomes.  This process addresses the issues of what you need to learn in your program of study and if you are learning what you need to learn.  The assessment program at Columbus State has four specific and interrelated purposes: (1) to improve student academic achievements; (2) to improve teaching strategies; (3) to document successes and identify opportunities for program improvement; (4) to provide evidence for institutional effectiveness.  In class you are assessed and graded on your achievement of the outcomes for this course.  You may also be required to participate in broader assessment activities.

STANDARDS AND METHODS FOR EVALUATION
Assignment 1    Quiz                                            50   pts
Assignment 2    Quiz                                            50   pts
Assignment 3    Quiz                                            50   pts
Assignment 4	  Quiz				 50   pts
Assignment 5	  Quiz				 50   pts
Assignment 6	  Quiz				 50   pts
Assignment 7	 Quiz				 50   pts
Class Participation and 
Attendance 8 class session @10pts    	 80   pts
Catered Event                                                       150 pts 
Student Course & Instructor Evaluations         20   pts  					
	                             Total Points: 	600points

GRADING SCALE
600 – 540 = A
539 – 480 = B
479 – 420 = C
419  - 360 = D
359 or below = E or Failing

There will be no makeup exams.  All work turned in late will be reduced by 10% per class day late.  No make-up for missed in-class worksheets.  

All homework will be word-processed, except that assigned on pre-printed forms.  Failure to do so will result in a 10% reduction in the student's grade for that assignment regardless of the quality of content.

The class will utilize the textbook.  

Assignments are due at the start of the class meeting, as indicated.  

No credit will be issued for quizzes and exams not taken.  

Student will be required to participate in group activities and to make individual contribution.  Class participation will be evaluated based on the completion on in-class exercises, response to instructor’s questions, and voluntary participation in discussions.  Attendance alone WILL NOT qualify for class participation points.

SPECIAL COURSE REQUIREMENTS
Student will be required to participate in group activities and to make individual contribution.  Class participation will be evaluated based on the completion on in-class exercises, response to instructor’s questions, and voluntary participation in discussions.  Attendance alone WILL NOT qualify for class participation points.

ATTENDANCE POLICY
Students are expected to attend all scheduled in-class, on-line sessions and mandatory, assigned, catering events.

Failure to officially withdraw from a course will result in a failing grade recorded on your transcript.  Schedule Adjustment Forms are available in the Hospitality Department Office, Counseling Center (UN 048) or the Registration Office. 

STUDENT CODE OF CONDUCT
As an enrolled student at Columbus State Community College, you have agreed to abide by the Student Code of Conduct as outlined in the Student Handbook.  You should familiarize yourself with the student code.  The Columbus State Community College expects you to exhibit high standards of academic integrity, respect and responsibility.  Any confirmed incidence of misconduct, including plagiarism and other forms of cheating, will be treated seriously and in accordance with College Policy and Procedure 7-10.

AMERICANS WITH DISABILITIES ACT (ADA) POLICY
It is Columbus State policy to provide reasonable accommodations to students with disabilities as stated in the Americans with Disabilities Act (ADA) and Section 504 of the Rehabilitation Act. If you would like to request such accommodations for access, please contact Disability Services: 101 Eibling Hall, (614) 287-2570. Email or give your instructor a copy of your accommodations letter from Disability Services as soon as possible.  Accommodations do not start until your instructor receives the letter, and accommodations are not retroactive.  
Delaware Campus students may contact an advisor in the Student Services Center on the first floor of Moeller Hall, (740) 203-8000.

AUDIO/VIDEO RECORDING OF CLASS
Audio-and videorecording, transmission, or distribution of class content (e.g., lectures, discussions, demonstrations, etc.) is strictly prohibited unless the course instructor has provided written permission via the syllabus or a signed form.  Authorization to record extends solely to students in that particular course.  Transmitting, sharing, or distributing course content onto public, commercial, or social media sites is strictly prohibited.

TITLE IX
Columbus State Community College is committed to creating a learning and working environment that is free of bias, discrimination, and harassment by providing open communication and mutual respect. If you have encountered sexual harassment, sexual misconduct, sexual assault, or discrimination based on race, color, religion, age, national origin, ancestry, sex, sexual orientation, gender identity and expression, genetic information (GINA), military status or disability, please see the information below on how to contact the office.

For additional information about your options at Columbus State Community College or to file a complaint online, please visit our webpage at: http://www.cscc.edu/services/title-ix/

TOBACCO FREE COLUMBUS STATE 2015
As a result of a proposal by the Ohio Board of Regents in 2012, Columbus State became a tobacco-free institution, as have colleges and universities across the nation, including The Ohio State University, which made the change in 2014.  In an effort to support the health and well-being of all students, faculty, and staff, the College has adopted a tobacco free policy which prohibits the use of all tobacco-related products on College property. The primary emphasis of this approach is to focus on the elimination of tobacco use on all College property with cessation left as a choice for the individual.  The effective date for the tobacco free policy was July 1, 2015.
INCLEMENT WEATHER OR OTHER EMERGENCIES 
In the event of severe weather or other emergencies that could force the college to close or to cancel classes, such information will be broadcast on radio stations and television stations.  Students who reside in areas that fall under a Level III emergency should not attempt to drive to the college even if the college remains open.

Assignments due on a day the college is closed will be due the next scheduled class period.  If an examination is scheduled for a day the campus is closed, the examination will be given on the next class day.  If a laboratory is scheduled on the day the campus is closed, it will be made up at the next scheduled laboratory class.  If necessary, laboratory make-up may be held on a Saturday.  If a clinical is missed because of weather conditions: (insert department policy).

Students who miss a class because of weather-related problems with the class is held as scheduled are responsible for reading and other assignments as indicated in the syllabus.  If a laboratory or examination is missed, contact me as soon as possible to determine how to make up the missed exam or lab.  Remember!  It is the student’s responsibility to keep up with reading and other assignments when a scheduled class does not meet, whatever the reason.

In the event the college is forced to close during Final Examination Week, exams scheduled for the first missed date will be rescheduled for (date), in the same location at the same time scheduled.  Exams scheduled for a second missed date will be rescheduled for _____.  Thus, our final exam is scheduled for (date) at _____ o’clock.  If the college is closed that day, the exam will be held on (date) at _____ o’clock.  If our exam is the second day the college has been closed, the exam will be held on (date) at _____ o’clock.

FINANCIAL AID ATTENDANCE REPORTING
Columbus State is required by federal law to verify the enrollment of students who participate in Federal Title IV student aid programs and/or who receive educational benefits through the Department of Veterans Affairs. It is the responsibility of the College to identify students who do not commence attendance or who stop attendance in any course for which they are registered and paid. Non-attendance is reported quarterly by each instructor, and results in a student being administratively withdrawn from the class section. Please contact the Financial Aid Office for information regarding the impact of course withdrawals on financial aid eligibility.

For the purposes of financial aid reporting, a student meets the participation and attendance criteria if s/he has actively engaged in the class and demonstrated a meaningful attempt toward completion of the course. Examples of active engagement may include but are not limited to: completing a graded course assignment (e.g., homework, quiz, essay, project, or lab); actively participating in studio or practicum sessions; making content-related contributions to an online discussion forum (including responses both to prompts and to student/instructor posts).

NOTE:
Student Central, located on the upper level of Madison Hall, is the place to stop for guidance and assistance you need to be a successful student. The Student Services Specialists at Student Central are well versed in every area of Columbus State and will work closely with you to find answers and connect you to the resources you need.


	



HOSP 2271 Catering and Event Service
Units of Instructions
	
*Schedule & assignments subject to change*


	WEEK
	UNIT OF INSTRUCTION
	LEARNING OBJECTIVES / GOALS
	ASSESSMENT METHODS
	ASSIGNMENTS
	ASSIGNMENT 
DUE DATE

	Week1



	· Course Introduction
· Syllabus review 
· Course Schedule review
· All students sign up on 4 catering events (prep day or event day)
· Uniform standards
· Tour MH event center
	Cultural and Social Awareness

Professional and Life Skills
	Graded assignments

Classroom & Event Discussion Participation

Graded Event Protocol & Professionalism
	Quizzes
	

	Week 2 






	Chapter 1- Anatomy of an Event 
Chapter 2-Creating the Event Plan
Chapter 3-Developing the Event Site

Classroom lecture and group discussions 
	Critical Thinking

Cultural and Social Awareness

Professional and Life Skills
	Graded assignments

Classroom & Event Discussion Participation

Graded Event Protocol & Professionalism
	Quizzes
	Quiz 1 Chapter 1 Quiz 2 Chapter 2 & 3


	Week 3

	Chapter 4-Providing the Event Infrastructure
Chapter 5- Accommodating the Audience

Classroom lecture and group discussions
	Critical Thinking

Cultural and Social Awareness

Professional and Life Skills
	Graded assignments

Classroom & Event Discussion Participation

Graded Event Protocol & Professionalism
	Quizzes
	- Quiz 3 Chapter 4 & 5


	Week 4









	Chapter 6 Coordinating the Environment
Chapter7- Fundamentals of the Production

Classroom lecture and group discussions
	Critical Thinking

Quantitative Skills

Cultural and Social Awareness

Professional and Life Skills
	Graded assignments

Classroom & Event Discussion Participation

Graded Event Protocol & Professionalism
	Quizzes
	- Quiz 4 Chapter 6 & 7




	Week 5







	Chapter 8- Staging an Engaging Experience
Chapter 9- Ancillary Programs
Chapter 10- Food and Beverage Operations

Classroom lecture and group discussions
	Critical Thinking

Cultural and Social Awareness

Professional and Life Skills
	Graded assignments

Classroom & Event Discussion Participation

Graded Event Protocol & Professionalism
	Quizzes
	Quiz 5 Chapter 8 & 9 & 10


	

Week 6


	Chapter 11- Making Event Memories
Chapter 12- Safe Operations
Chapter 13- Vendors and Volunteers


Classroom lecture and group discussions
	Critical Thinking

Quantitative Skills

Cultural and Social Awareness

Professional and Life Skills
	Graded assignments

Classroom & Event Discussion Participation

Graded Event Protocol & Professionalism
	Quizzes
	- Quiz 6 Chapter 11 &12 &13


	Week 7


 


	Chapter 14- Knowledge Management
Chapter 15- Sustainable Success


Classroom lecture and group discussions
	Critical Thinking

Quantitative Skills

Cultural and Social Awareness

Professional and Life Skills
	Graded assignments

Classroom & Event Discussion Participation

Graded Event Protocol & Professionalism
	Quizzes
Event Catering May 3rd Time TBA
	- Quiz 7 Chapter 14 & 15


	Week 8

	
Classroom lecture and group discussions

	Critical Thinking

Quantitative Skills

Cultural and Social Awareness

Professional and Life Skills

	Graded assignments

Classroom & Event Discussion Participation

Graded Event Protocol & Professionalism 
	Quizzes
	NO FINAL
Final Grade submitted 
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