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San José State University
Dept. of Hospitality Management
HSPM 140 
Meetings, Conventions & Event Industry, Fall, 2014
10:30-11:45 am T and Th
	Instructor:
	Dr. Kate Sullivan, Professor

Call me Dr. Kate



	Office Location:
	SSC/Student Services Center  534

	Telephone:
	408-924-3201

	Email:
	Kate.Sullivan@sjsu.edu (preferred communication method)

	Office Hours:
	Email, by appt. or  T and Th 1-3 pm

	Class Days/Time:
	T and Th 10:30-11:45 am  

	Classroom:
	Clark Hall 226



MYSJSU Messaging and CANVAS Learning Management System
Course materials such as syllabus, handouts, notes, assignment instructions, powerpoints, etc. can be found on the Canvas learning management system course website.  You are responsible for checking with the messaging system through MYSJSU and/or CANVAS to learn of any updates.

Course Description

Leisure service system planning through explanation of the scope and segmentation of the conference, convention, and event market.  Strategies in planning, developing and implementing meeting and convention services. 
Prerequisites:  HSPM 001, 065, BUS 20 or 20N
Course Learning Outcomes (CLO) 
Upon successful completion of this course, students will be able to: 

1. CLO  The student will become acquainted with the size and scope of the MEEC industry (meeting, exhibition, event and conventions)

1.1 The student will become familiar with a variety of meeting types:



corporate meeting



association meetings



trade shows and exhibits



conventions, conferences and special events

1.2 The student will understand the key elements of the MEEC market such as:
Strategic planning
Project management

Risk Management

Stakeholder management

Accounting and Financial Management

Event Program Planning

Planning and Designing the Environment

Site Planning and Management

Food and Beverage Planning

Marketing of MEEC

Promotions Planning

Sales Initiatives in the MEEC Industry

2.0  CLO The student will comprehend the value and economic impact of the MEEC market on the over-all economy of the United States and the larger global marketplace.

3.0 CLO The student will recognize the key financial and managerial elements of the MEEC market including:


exhibit space


insurance requirements


meeting housing


program planning


negotiations and contracts


site selection


leases, confirmation letters


space use and set-up design


registration


billing and post convention review

4.0 CLO The student will experience the environment of a live "meeting in progress" in terms of client needs including:


speaker needs

virtual meetings

face to face meetings

lighting/heating/

 special event planning
hybrid meetings

VIP services 


meeting space assessment
virtual tradeshows
Required Text
Planning and Management of Meetings, Expositions, Events and Conventions
2015 edition    Author: George Fenich   ISBN  :    978-0-13-261043-8
Additional resources:
Meeting Professionals International   (MPI) Become a student member!  Northern California chapter
International Special Event Society (ISES)   Become a student member!

Professional Convention Management Association (PCMA) Become a student member! 

Convention Liaison Manual, (2010) Convention Liaison Council.

Library Liaison 

Our liaison in MLK Library is Christina.Mune@sjsu.edu  Students can always access our HSPM Research guide at libguides.sjsu.edu/hospitality- it provides support for research and writing in this discipline. 
Course Requirements and Assignments
SJSU classes are designed such that in order to be successful, it is expected that students will spend a minimum of forty-five hours for each unit of credit (normally three hours per unit per week), including preparing for class, participating in course activities, completing assignments, and so on. More details about student workload can be found in University Policy S12-3 at http://www.sjsu.edu/senate/docs/S12-3.pdf.

NOTE that University policy F69-24 at http://www.sjsu.edu/senate/docs/F69-24.pdf states that “Students should attend all meetings of their classes, not only because they are responsible for material discussed therein, but because active participation is frequently essential to insure maximum benefit for all members of the class. Attendance per se shall not be used as a criterion for grading.”

Assignments, Grading Policy
Course Requirements



Points


A. Class Participation



10




B. Trends/Issues presentation


15 (paper 5, oral 10)



C. Midterm and Final



15 and 15

D. Off campus visits



10

E. Quizzes




10
F. Event management 



25





Total points
100


Explanation of the above requirements:
A. Class Participation 
As a community of adult learners, we all bring to this class an assortment of life and educational experiences, cultural and racial backgrounds, and individual perspectives.  Participation in this class, whether face-to-face or online, is vital because shared experiences and perspectives allow us to learn from each other. Participation is more than just attending and talking.  It is reading, doing assignments, discussing the topic at hand in a meaningful way.  Therefore, participation in this class includes the following:

Discussion Board:
Post questions, comments and observations on the Discussion Board, whenever you want.  The better grade will go to the students who post at least to comments or questions per chapters in this course.  Do not wait until the last day of discussion to post your questions or comments. 

Discussion Board guidelines: 

Simple statements like “That’s a good point”  or “I agree with what you just said” are not substantive.  They state the obvious and do nothing to further the discussion.  You should add new perspectives, information or experience to the discussion thread, or you can ask a question that forces the discussants to reconsider a topic or moves the analysis to a deeper lever or new but related direction.  It is perfectly acceptable for you to disagree or challenge ideas and question material.  However, you are required to engage in appropriate, respectful interaction and proper etiquette. 

Discussion boards have a maximum value of 100% Scores parallel the SJSU grading system. It is imperative to post the required one original post and a response to two of your classmates to achieve a passing grade.  

Class Activities

During many class meetings, there will be activities that will count toward your participation grade.  This includes group work, writing minute papers based on readings/lectures, evaluating a guest speaker, attending a field trip, etc.  Students therefore must be in class to receive credit for the activity.  

Attendance

This rests with you.  You must attend to be successful in this class. Punctuality is noted, notes should be taken on class lectures and on reading material.  Material covered in in class power points will not be posted on Canvas.  
B. MEEC trends/issues presentation
Using the schedule of lectures and discussions, select a partner and both of you identify a trend or issue within the MEEC industry.  Then select a presentation date for a 3 minute oral presentation to the class.  This will be a powerpoint, prezi or other visual presentation accompanied by your oral interpretation of your trend or issue.  Do not read from the power points!  Your job is to effectively teach the class about your trend or issue in a 5 minute presentation using visuals such as a power point or display board. Be sure to include at least 3 references/sources. This presentation should be more of a broad spectrum, do not spotlight the trend or issue. Do not get up and start talking about one product from one company!  You are not a commercial for a company. Think about what is a trend or what is an issue in the MEEC industry.  

On the day of your presentation, you should be “plugged in” {powerpoint }, up in front of the class and ready to go when Dr. Kate arrives in class.  You will be timed and you must respond to two questions from the audience before being seated.  If you have a tech glitch, you will be asked to fix it and present the next day.  If an off campus class is scheduled during your presentation date, you must be ready the following class period.  If you are absent for your presentation, an entire grade level will be deducted unless you have informed me of an illness and a desire to reschedule.  You must post your powerpoint and a one page summary of your interpretation of your trend and issue to Canvas under one of your names but be sure the paper lists both of you.  
C. Midterm and Final Examinations
A midterm and comprehensive final examination are given to assess your ability to absorb the information covered in the class.  Examinations will include true and false, multiple choice, short definitions, matching, and mini-essay.  Follow the schedule of classes that is attached for the specific dates of both exams.  It is to be determined whether they will be in class or online. 
D. Off campus class meetings
A one week notice of an off campus class will occur. You will be asked to meet at a specific location at a specific time, hopefully, class time but not always.  All tours will give you a behind-the-scenes look at the site. You are required to attend 1 out of 2 field trips.  Car pooling is suggested.  A follow up evaluation of what you observed will be required. 1 page, 12 pt font and double spaced.
E. Event Production and Management
As a class you will be asked to conduct a major special event.  Details to be discussed in class.
Grading      
Final total percentage range and letter grade:


96 – 100
A+


93 – 95
A


90 – 92
A-


86 – 89
B+


83 – 85
B


80 – 82
B-


76 – 79
C+


73 – 75
C


70 – 72
C-


66 – 69 
D+


63 – 65
D


60 – 62
D-


59 and below
F

University Policies

Dropping and Adding

Students are responsible for understanding the policies and procedures about add/drop, grade forgiveness, etc.  Refer to the current semester’s Catalog Policies section at http://info.sjsu.edu/static/catalog/policies.html.  Add/drop deadlines can be found on the current academic year calendars document on the Academic Calendars webpage at http://www.sjsu.edu/provost/services/academic_calendars/.  The Late Drop Policy is available at http://www.sjsu.edu/aars/policies/latedrops/policy/. Students should be aware of the current deadlines and penalties for dropping classes. 

Information about the latest changes and news is available at the Advising Hub at http://www.sjsu.edu/advising/.

Consent for Recording of Class and Public Sharing of Instructor Material

University Policy S12-7, http://www.sjsu.edu/senate/docs/S12-7.pdf, requires students to obtain instructor’s permission to record or tape this course: 

· “Common courtesy and professional behavior dictate that you notify someone when you are recording him/her. You must obtain the instructor’s permission to make audio or video recordings in this class. Such permission allows the recordings to be used for your private, study purposes only. The recordings are the intellectual property of the instructor; you have not been given any rights to reproduce or distribute the material.” 

· Speak to me to understand what needs to be included in the instructor’s process for granting permission, whether in writing or orally and whether for the whole semester or on a class by class basis. 

· In classes where active participation of students or guests may be on the recording, permission of those students or guests should be obtained as well. 

· “Course material developed by the instructor is the intellectual property of the instructor and cannot be shared publicly without his/her approval. You may not publicly share or upload instructor generated material for this course such as exam questions, lecture notes, or homework solutions without instructor consent.”

Academic integrity

Your commitment, as a student, to learning is evidenced by your enrollment at San Jose State University.  The University Academic Integrity Policy S07-2 at http://www.sjsu.edu/senate/docs/S07-2.pdf requires you to be honest in all your academic course work. Faculty members are required to report all infractions to the office of Student Conduct and Ethical Development. The Student Conduct and Ethical Development website is available at http://www.sjsu.edu/studentconduct/. 

Campus Policy in Compliance with the American Disabilities Act

If you need course adaptations or accommodations because of a disability, or if you need to make special arrangements in case the building must be evacuated, please make an appointment with me as soon as possible, or see me during office hours. Presidential Directive 97-03 at http://www.sjsu.edu/president/docs/directives/PD_1997-03.pdf requires that students with disabilities requesting accommodations must register with the Accessible Education Center (AEC) at http://www.sjsu.edu/aec to establish a record of their disability.

Student Technology Resources 

Computer labs for student use are available in the Academic Success Center at http://www.sjsu.edu/at/asc/ located on the 1st floor of Clark Hall and in the Associated Students Lab on the 2nd floor of the Student Union. Additional computer labs may be available in your department/college. Computers are also available in the Martin Luther King Library. A wide variety of audio-visual equipment is available for student checkout from Media Services located in IRC 112. These items include DV and HD digital camcorders; digital still cameras; video, slide and overhead projectors; DVD, CD, and audiotape players; sound systems, wireless microphones, projection screens and monitors.

SJSU Peer Connections 

Peer Connections, a campus-wide resource for mentoring and tutoring, strives to inspire students to develop their potential as independent learners while they learn to successfully navigate through their university experience.  You are encouraged to take advantage of their services which include course-content based tutoring, enhanced study and time management skills, more effective critical thinking strategies, decision making and problem-solving abilities, and campus resource referrals.  

In addition to offering small group, individual, and drop-in tutoring for a number of undergraduate courses, consultation with mentors is available on a drop-in or by appointment basis.   Workshops are offered on a wide variety of topics including preparing for the Writing Skills Test (WST), improving your learning and memory, alleviating procrastination, surviving your first semester at SJSU, and other related topics.  A computer lab and study space are also available for student use in Room 600 of Student Services Center (SSC). 

Peer Connections is located in three locations: SSC, Room 600 (10th Street Garage on the corner of 10th and San Fernando Street), at the 1st floor entrance of Clark Hall, and in the Living Learning Center (LLC) in Campus Village Housing Building B.  Visit Peer Connections website at http://peerconnections.sjsu.edu for more information.

SJSU Writing Center 

The SJSU Writing Center is located in Clark Hall, Suite 126. All Writing Specialists have gone through a rigorous hiring process, and they are well trained to assist all students at all levels within all disciplines to become better writers. In addition to one-on-one tutoring services, the Writing Center also offers workshops every semester on a variety of writing topics. To make an appointment or to refer to the numerous online resources offered through the Writing Center, visit the Writing Center website at http://www.sjsu.edu/writingcenter. For additional resources and updated information, follow the Writing Center on Twitter and become a fan of the SJSU Writing Center on Facebook. (Note: You need to have a QR Reader to scan this code.) [image: image2.png]


 

SJSU Counseling Services 
The SJSU Counseling Services is located on the corner of 7th Street and San Fernando Street, in Room 201, Administration Building.  Professional psychologists, social workers, and counselors are available to provide consultations on issues of student mental health, campus climate or psychological and academic issues on an individual, couple, or group basis.  To schedule an appointment or learn more information, visit Counseling Services website at http://www.sjsu.edu/counseling.

Dr. Sullivan’s Classroom Protocol
It is my responsibility to be punctual and prepared to assist you to learn.  It is also my responsibility to maintain my office hours or be available to you if you need assistance during my scheduled office hours.  I want to promote a classroom environment conducive to learning.  We can have fun along the way, too!  Here’s a few tips: 
-If you are sick, coughing or otherwise contagious, stay home!  Bring tissues and use hand sanitizers. You do NOT need to email me, call me, etc. to tell me you will miss class.  It is up to YOU to get notes from your classmates.  Do not say to me “I won’t be in class Thursday, am I missing anything
-Coming in late is distracting to all of us; eating in class is, too.  
-Please do your best to show excellence in your behavior.  When a fellow student is presenting something, all screens down and away! Shut your phones off during class; I would prefer no texting or reading text messages while I am speaking. These rules are common courtesy especially for an Hspm major!  If I look around during trends/issues presentations and you are texting, playing on your laptop, etc.  I will walk up to you and ask you to see me after class for an explanation.  You will lose participation points. 

-If there is an earthquake, know to duck and cover.  Do not take my lead as I am from the East coast and am still not calm during them!  Go to your MYSJSU account and sign up for ALERT SJSU immediately!  That is the SJSU police’s way to contact you should something bizarre happen on campus and evacuations are occurring. While you are in your account, be sure your email address is accurate because I will be sending out occasional messages to you via the roster. 

-There are times when I may be late or ill and I will give you notice via MYSJSU as best as I can so as not to inconvenience you in anyway.  Also, I have some hearing loss so bear with me!  If you are sitting in the back of the room and say something I cannot hear, I may ask those in the front to relay what you said so that I can hear it.  Sometimes I misinterpret what you said because I can’t hear certain intonations, so please don’t be offended.  I also prefer not to be laughed at. 
