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Course information
Online learning site: Canvas https://canvas.rutgers.edu/
Online format: Asynchronous
Class lectures will be provided using: YouTube via Canvas
Technology requirements for this course: 

1) Microsoft Office (Word, PowerPoint, and Excel). A free student version of this software is 
available for students here: getoffice.rutgers.edu.

2) Webcam & Microphone. 
3) Supplemental videos will be provided via LinkedIn Learning. Free membership available to 

students at it.rutgers.edu/linkedin-learning.

Instructor information
Instructor: Jason V. Henderson, MMS, JD
Email: jason.v.henderson@rutgers.edu
Virtual office hours: Tuesdays and Thursdays 3:00-4:30pm
Virtual office hours format: WebEx, recurring meeting invitation will be provided on Canvas.
Canvas email will be used for all information/communication related to this course.

Required Course Materials
Managing Sport Events (2d) (2020)
Greenwell, Danzey-Bussell, & Shonk
Human Kinetics Press, Champaign, IL
ISBN-13: 978-0-4925-7095-0

Course Description
This course explores the myriad of challenges surrounding event management. Providing an in-depth 
examination of essential techniques to deliver memorable events while coordinating safety, spectator and 
facility systems.

This course partially fulfills the Sport Management Major and Minor elective requirements.

Course Learning Objectives
1) Students will be able to conduct an event feasibility analysis to identify target market, potential 

event sponsors and partners
2) Students will be able to design the theme, attractions, performers, food and beverage for their 

event.
3) Students will have an understanding of the operations, crowd management, security and 

accessibility needs of an event.
4) Students will understand how to conduct a risk assessment and develop an emergency 

management plan for their event.
5) Students will understand the need for proper project management, accounting and 

sponsorship/sales plans for a successful event.
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Online Learning 
This course will provide optimize the online learning medium to deliver robust content and simulate a 
decentralized workplace of the modern age. Lectures will be provided in short 15-20 minute clips 
covering both the core concepts and applied skills. Supplemental foundational skills will be provided via 
Rutgers institutional membership to LinkedIn Learning. The assignments will be mapped with the 
specific activities and videos that provide the specific instruction on the topics, so students may re-watch 
these as needed. 

All of the written assignments in the class are specifically designed to build upon one another to collect 
key information that will augment the final group project. The group project is designed to be a robust 
activity, that builds upon the entire semester and all of the assignments. The online learning environment 
will allow student to simulate the project management experience of today’s workplace when 
collaborating towards the group project.

Grading Policy
 This class uses a points-based system to calculate grades. The description of each assignment 

includes how many points it is worth. The total numbers points for this class are:
Meeting Notes 26%

Individual Activities 26%
Participation & Discussion 8%

Individual Papers (2) 20%
Group Project 20%

 Assignments are due by 11:59 PM on the due dates listed below unless otherwise noted. 
 Assignments turned in late will receive 0 points unless the student communicates with the 

instructor BEFORE the due date and receives written approval of an extension. 
 Concerns about a graded assignment must be brought to the instructor within seven days of 

receiving the grade. Assignment grades are finalized after this seven day period. 
 Grades on Canvas will be updated regularly; if you notice any discrepancies or have questions, 

please do not wait until the end of the semester – let your instructor know right away.

Letter Grade Percent Points Needed
A 90-100 450+
B+ 85-89.9 425-449
B 80-84.9 400-424
C+ 75-79.9 375-399
C 70-74.9 350-349
D 60-69.9 300-349
F 0-59.9 299 or lower

Assignments
Meeting Notes (10 points/each x 13, 26% of grade)
Students will work in groups towards a group project. Each class will have specific discussion points the 
students must address towards the planning of their event. These meeting notes provide the preliminary 
decisions, research, and planning elements of the event management process. Meeting notes will be 
completed online and will be utilized in various aspects of the course. Online submission must be made to 
Canvas by 11:59 PM on the dates assigned. Each student’s grade will be based on the caliber of work 
presented by the entire group.



The purpose of these notes is to facilitate the complex planning process with specific key decisions made 
throughout the planning process. Event planning is conducted over an extensive period of time with 
numerous incremental decisions made along the way. These meeting notes facilitate the planning process 
with hands-on experience learning how to collaborate with team members to complete a large event.

Activities (10 points/each x 13, 26% of grade)
Students will be required to complete various online activities, such as finding specific articles, 
completing simple training modules or completing an online survey based on the topic of the class. These 
activities will be graded individually. However, the information submitted will provide resources helpful 
towards the overall group project.

Participation/Discussions (40 points, 8% of grade)
Students will be required to engage with some online interactive components such as an online survey for 
each of the groups, and post detailed comments on each of the group presentations.

Written Assignment (50 points x 2, 20%  of grade)
There will be two (2) individual papers; Request For Proposal (2 pages) and an Emergency Management 
Plan (1,500-2,000 words); Papers shall consist of the student’s analysis of course materials, external 
research and supplemental readings assigned during the semester. 

The purpose of these assignments is to provide student with experience of the in-depth analysis required 
for planning an event. These papers will also provide necessary research towards the final group project. 
All submitted papers should be in specific business formats. Samples will be provided, and formatting 
conventions will be discussed in class. Papers will all make extensive use of external research, students 
should be familiar with proper use of formatting elements including the followings: Headers, headings, 
footers, footnotes, reference list, table of contents, table of figures, captions for images and graphics. 
Papers should have 1” margins, use 12 pt Times New Roman font. Papers should be submitted using 
Canvas Assignments and are due by 11:59 PM on this date. For the assignment, save the file as: “EM333 
– Year – Semester – Assignment – Full Name” (e.g., EM333 – 2020 – Fall – Emergency Management 
Plan – Jason Henderson.docx). Submit in Microsoft Word or PDF format (.doc/.docx or .pdf).

Group Project (100 points, 20% of grade)
A written group paper describing the complete operational setup of the event and formal group 
presentation (approximately 20 minutes long) is required. Students will be assigned to a group of four to 
six students. Projects will be evaluated as a group. Each student’s grade will be based on the caliber of 
work presented by the entire group. Group members must be present for credit. Detailed instructions and 
timelines will be distributed in class.

Summary of Assignments with Due Dates

Assignment Due Date Points Percent of Grade
Meeting Notes Each class 130 26%
Individual Activities Each class 130 26%
Participation/Discussions Various 40 8%
Paper 1: Request For Proposal 9/18/20 50 10%
Paper 2: Emergency Management Plan 10/9/20 50 10%
Group Project 12/11/20 100 20%
Total 500 100.00%



Course Policies and Procedures

Academic Integrity
Students are responsible for becoming familiar with the definitions, procedures and sanctions outlined in 
Rutgers University Academic Integrity Policy before submitting any assignment or exam. The policy can 
be found at: http://academicintegrity.rutgers.edu/academic-integrity-policy/.

All students should conduct themselves with the highest standards of academic honesty. Examples of 
academic dishonesty include: copying others’ written work, not citing sources, and submitting the same 
assignments/papers multiple times in different courses. All incidences of questionable academic integrity 
are a serious matter and may result in a no grade (0.0) for the assignment or course. Academic dishonesty 
will not be tolerated and will be treated in accordance with Rutgers University Academic Integrity Policy.

Expectations
Edit as appropriate for your class

 Engage with all online class material
 Complete all assigned readings and assignments on time
 Actively participate in all class activities, including online discussions.
 Follow the honor code when completing all quizzes, and exams
 Ask questions to enhance understanding of the material
 Communicate with the instructor if you have questions pertaining to the material or the course
 Check your email and Canvas announcements regularly to stay informed about class updates

Email Etiquette
When emailing your instructor, please use your Rutgers e-mail address and identify yourself by full name 
and course number. Students are expected to place the course number, followed by the subject, in the 
subject line, use appropriate e-mail etiquette, and maintain reasonable expectations for instructor 
responses. The instructor will respond to student emails within 1-2 business days.

Plagiarism
By enrolling in this course, you are indicating implicitly that you have read, understood, and accepted 
Rutgers University’s policies and procedures regarding academic integrity and dishonesty. Plagiarism and 
cheating will not be tolerated and all University policies apply. Specifically, if plagiarism or cheating is 
suspected, the student(s) will be asked to meet with the instructor. If the instructor concludes that an 
instance of plagiarism or cheating has occurred, the student(s) will be subject to an appropriate sanction 
or penalty outlined in Rutgers University Academic Integrity Policy.

Please note that plagiarism is using the ideas or writings of another as one's own. It varies in degree and 
severity. The most severe is the use of another's entire paper word-for-word. Less severe is the use of 
another's sentence, paragraph, or ideas without giving credit to that individual (i.e., without providing a 
reference).

Make-up Policy
No make-ups or extensions will be offered for missed assignments except in one of the following 
situations, provided that the instructor is notified in advance:

 Athletic or other Rutgers sponsored trips: Travel dates and times accompanied by a signed memo 
from the group’s advisor/coach must be presented to the instructor prior to travel dates.

 Religious observances.
 Extenuating circumstances: This includes (but is not limited to) family emergencies, severe 
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illnesses, accidents, etc. It will be up to the prerogative of the instructor whether or not the student 
will be allowed to take the make-up or receive an extension.

Diversity & Inclusion
The Department of Kinesiology and Health supports an inclusive learning environment wherein diversity 
and authenticity are valued. We are committed to creating a culture of equality that respects the diverse 
voices of our students, faculty and staff. We will continuously strive to create a curriculum and academic 
environment to reflect the community we serve, and drive innovation, social responsibility and 
excellence. Our diversity in thought, skill, and academic discipline is a resource and strength, which 
stands to benefit the whole and positively contribute to University and global reach.



UNIVERSITY SERVICES
Although many of these offices remain closed to in-person visits, all remain accessible virtually. We 
encourage students to continue to use these resources during this semester of remote learning.

Service Description Contact Information

Student 
Accommodations

If you are a student in need of 
accommodations, please register with the 
Office of Disability Services in order to 
initiate the accommodations process. Please 
present your letter of accommodation to your 
instructor during the first week of the 
semester. Please note that accommodations 
are not retroactive.

(848) 445-6800
Lucy Stone Hall, Suite A 145, 
Livingston Campus,
54 Joyce Kilmer Avenue,
Piscataway, NJ 08854 
https://ods.rutgers.edu/

Just In Case Web 
App

Access helpful mental health information and 
resources for yourself or a friend in a mental 
health crisis on your smartphone or tablet and 
easily contact CAPS or RUPD.

http://codu.co/cee05e

Counseling, 
ADAP & 
Psychiatric 
Services (CAPS)

CAPS is a University mental health support 
service that includes counseling, alcohol and 
other drug assistance, and psychiatric services 
staffed by a team of professional within 
Rutgers Health services to support students' 
efforts to succeed at Rutgers University. 
CAPS offers a variety of services that include: 
individual therapy, group therapy and 
workshops, crisis intervention, referral to 
specialists in the community and consultation 
and collaboration with campus partners.

(848) 932-7884
17 Senior Street, 
New Brunswick, NJ 08901
www.rhscaps.rutgers.edu/
Medical Services: 
http://health.rutgers.edu/medical- 
counseling-services/medical/
Counseling Services: 
http://health.rutgers.edu/medical-
counseling- services/counseling/

Violence 
Prevention & 
Victim Assistance 
(VPVA)

The Office for Violence Prevention and 
Victim Assistance provides confidential crisis 
intervention, counseling and advocacy for 
victims of sexual and relationship violence 
and stalking to students, staff and faculty. To 
reach staff during office hours when the 
university is open or to reach an advocate 
after hours, call 848-932-1181.

(848) 932-1181
3 Bartlett Street
New Brunswick, NJ 08901
www.vpva.rutgers.edu/

Scarlet Listeners
Free and confidential peer counseling and 
referral hotline, providing a comforting and 
supportive safe space.

(732) 247-5555
https://rutgers.campuslabs.com/engag
e/organization/scarletlisteners

Academic 
Support

School of Arts and Sciences Academic 
Advising for personal, career, and educational 
goals.

Department of Kinesiology & Health 
Academic Advising for questions about 
Exercise Science or Sport Mangement 
major/minor requirements.

SAS:
https://sasundergrad.rutgers.edu/

Dept. of Kinesiology & Health:
Daria Gonzalez
Loree Gym, Room 110
Email: Daria.Gonzalez@rutgers.edu
https://kines.rutgers.edu/academics/ac
ademic-advising
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COURSE OVERVIEW
We still encourage you to have a course overview even when the class is offered asynchronously to keep 
students on track and help them manage their time.

Week Day Date Topic Reading Assignment 
Due

Wednesday 9/2 Introduction Chapter 11
Monday 9/7 Target Market, 

Sponsors and Partners
Wednesday 9/9 Design, Attractions and 

SEP
Chapter 22

Monday 9/14 Site Selection, 
Transportation, Hotels 
and Local Vendors

Wednesday 9/16 Food and Beverage Chapter 33
Monday 9/21 Facility, Grounds, and 

Maintenance
Wednesday 9/23 Staffing and OSHA Chapter 4 Paper 1 (9/25)4
Monday 9/28 Risk Assessment, 

Emergency 
Management, 
Recovery Plan, and 
Insurance

Wednesday 9/30 Crowd Behavior, 
Security, and Fire

Chapter 55

Monday 10/5 ADA and Accessibility
Wednesday 10/7 Operations, Complex 

Processes and 
Timelines

Chapter 66

Monday 10/12 Accounting, Expense 
Forecast, and 
Financing

Wednesday 10/14 Sponsorship Proposals, 
Marketing, 
Promotions, and Sales 
Plan

Chapter 7 Paper 2 (10/16)7

Monday 10/19 Group Presentations Operational 
Setup & 
PowerPoint 
Presentation 
(10/18)


