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SPTA 611
Sport Facility and Event Administration
Spring, 2026



Classroom: HP 250
Class Time: Tues 6:30 pm – 9:10 pm
Instructor: Dr. Zachary Evans
Email: zachary.evans@bsu.edu  

Office: HP 330
Phone: 765-285-1458
Office Hours: By appointment



COURSE DESCRIPTION
Affords students the opportunity to study techniques and strategies for successful planning, implementation, and evaluations of events as well as the planning, construction, and maintenance recommendations for sport-related facilities. Students will gain practical experience in creating and conducting an event during the course.

COURSE FORMAT 
This course will be delivered in person. Please ensure that you check the schedule for all important course dates. Course content including lecture slides and assignment information can be found in the course Canvas site under the “Modules” and “Assignments” tabs, respectively. Announcements will be made using Canvas, which should notify students via email; however, it is important to check the course website frequently to ensure that no announcements are missed. 

LEARNING OUTCOMES
By the end of the course, students will be able to: 

1. Understand, describe, and apply the managerial process undergirding the management of sport facilities.
2. Understand the planning process and be able to demonstrate the ability to perform critical task analysis. 
3. Demonstrate competence in applying functional level skills to managing sport events. 
4. Describe operations management procedures employed to create successful sporting events.
5. Demonstrate a fundamental understanding of how risks are identified and treated in sport organizations.
6. Understand and demonstrate successful sponsorship acquisition. 
7. Create a constructive collaborative climate. 
8. Apply previous knowledge or skills to demonstrate comprehension and performance in novel situations. 

COURSE READING MATERIALS:
There is no textbook for this course. Readings will be available on Canvas and/or Library Reserve. 

Access to course Canvas site: The site will be used for lecture content, assignment submissions, grades/feedback, and announcements.

Note: It is YOUR responsibility to read the relevant readings/chapters listed in the course schedule BEFORE each class meeting. Lectures will not comprise exhaustive overviews of each reading. Please ensure that you have confirmed the important academic dates that are provided on the website of the Office of the Registrar (https://www.bsu.edu/calendar/calendars/academic-calendar).  

COURSE EVALUATION
Students will be assigned grades based on the successful completion of the following class components (Note that an attempt for each assignment must be completed in order to successfully complete the course):

1. In-Class Participation 				10%
2. Organizational Structure Assignment		5%
3. Critical Task Analysis Assignment 		5%
4. Sponsorship Plan				5% 
5. Sponsorship Update 1				5% 
6. Sponsorship Update 2				5%
7. Sponsorship Achievement			10%
8. Registration Achievement			10%
9. Event Day Performance			7.5%
10. Event Evaluation (Parts 2 & 3)		7.5%
11. Exam 1					15%
12. Exam 2					15%

Assessment Descriptions:
· In-Class Participation (10%):
· Actively contributing to class in a meaningful way (e.g., questions, comments) is a basic expectation of graduate students, and will be graded accordingly. Note that the quality of participation (e.g., thoughtfulness, insight) is more important than quantity of participation, and simply attending class does not constitute participation (though you cannot participate if you are not present). If you are unable to attend class for a university-approved reason, you will be given an alternate assignment to earn your participation score for that week. If you have personality traits you believe hinder your professional/group communication skills (e.g., shyness), this class will be an ideal environment for your development. There are a multitude of highly effective public speakers for whom those skills did not come naturally – they had to be practiced, like anything else. 

· Organizational Structure Assignment (5%): 
· Each student will individually create a proposed organizational structure for the golf tournament. The assignment should include: A visually appealing organizational chart and 2) an allocation of the number of students from the class needed to support each functional area. The assignment will be used to guide the in-class discussion that will determine the organizational structure for the immersive learning activity. 

· Critical Task Analysis Assignment (5%): 
· The class will work together to create a Critical Task Analysis outlining all that class members must achieve in order for the event to be a success. Completed by each functional group, credit accordingly. Spend time with the leaders of each group to get this all into one master version. 

· Sponsorship Assignments (25% total): 
· Students will develop a sponsorship plan that they will utilize in order to attract sponsors for the golf tournament, provide updates of sponsorship progress at two checkpoints during the semester, and ultimately collect sponsorship payments for the event. For full sponsorship achievement credit, each student must collect the full value of the sponsorship goal set by the class (and approved by the instructor). Partial credit will be pro-rated based on the percentage of the full value of the sponsorship goal that a student collects. Extra credit points will be awarded for each 10% increment that a student exceeds the full value of the sponsorship goal, up to a maximum for 150% of the full value of the sponsorship goal being collected. Full details of this assignment will be available on the course’s Canvas site. 

· Registration Achievement (10%): 
· The maximum number of participants that the event can accommodate will be agreed upon between the class and the course. The class will then determine a registration achievement goal that will be applied to each student. The registration achievement goal must be approved by the instructor. For full participant registration achievement credit, each student must achieve the goal that is established by the class (and approved by the instructor). Partial credit may be awarded for any pro-rated percentage of the goal that is reached. Extra credit may be awarded for students who exceed the registration achievement goal established by the class, up to a maximum. 

· Event Day Performance (7.5%)
· Each student is required to work at the golf outing (Date TBD). Event day performance worth of full credit means: attending the event and arriving on time, performing set-up/take-down tasks as applicable, performing all tasks expected of the student’s specific role, positively interacting with all staff, participants, sponsors, and class colleagues, exhibiting a positive attitude throughout the day, demonstrating imitative to complete tasks, and resolving any issues that may occur during the event day. 

· Event Evaluation (2x7.5%)
· The week following the event, each student will participant in a two-part evaluation of the event. Full details will be available on the course’s Canvas site. 

EXAM INFORMATION:
There will be two exams, each valued at 15 percent. Exams will be based on any and all information and materials utilized in class lectures, class discussions, and any additional readings made available through the Canvas course site. Exams may include true/false, multiple choice, matching, fill-in-the-blank, and short answer questions.

Exams will be offered online via Canvas in a timed format. Students will only have one attempt at each exam, must complete the exam in one sitting, and will be presented questions one at a time without the ability to go back. Consequently, it is recommended that students be fully prepared before beginning an exam. 

Exams must be taken during the scheduled window of availability. If students have prior knowledge of an extenuating circumstance such as an official University activity, medical procedure, etc. that will prevent them from taking an exam during the scheduled window, students may request to take the exam before the scheduled test window, but not after. Students must request such accommodations by contacting the instructor at least one (1) week prior to the scheduled exam window. There are only two exceptions to this rule:

1. Personal illness or injury that prevents the student from taking the exam and can be documented by the proper authority.
2. Death or serious illness to a member of the student’s immediate family that can be documented by the appropriate authority.

A missed exam will result in a ZERO.

Exams in this course require the use of LockDown Browser and Respondus Monitor. These tools prevent students from opening additional browsers or browser tabs, turn off copy/paste/screen capture for the duration of the exam, and disable printing. The software also flags if the student's face leaves the frame or if someone else's face becomes visible. Video and audio will be recorded during the exam session. Offline resources, including, but not limited to notes and the textbook, MAY be utilized during an exam. However, working with other individuals in any manner during an exam is NOT allowed and will be considered cheating per the course’s Academic Integrity and Dishonesty policy.

If you experience any computer issues during an exam (internet access issues, accidental submission, computer restarts, shuts off, etc.), e-mail the instructor immediately. If a student fails to report an incident to the instructor, the exam will be graded as submitted. If the incident is confirmed, then the exam may be cleared, and the student can re-take the exam.


[bookmark: _Toc316473107]GRADING SCALE

	A: 100-93
	B-: 82-80
	D+: 69-67

	A-: 92-90
	C+: 79-77
	D: 66-63

	B+: 89-87
	C:76-73
	D-: 62-60

	B: 86-83
	C-*: 72-70
	F: < 60



*If you are a Sport Administration Major, you must complete this course with a “C-” or better in order to receive credit.

PROFESSIONAL EXPECTATIONS
Attendance will be taken throughout the semester. You will not earn attendance points as part of this class, but deductions will occur for missing more than the allowed number of classes. There will be ONE (1) unexcused absences permitted without penalty. There will be a deduction of FIVE (5)  percent of the final grade in the course for each additional unexplained absence.

Attendance and participation in class are key elements to successful course and degree completion, as well as career development. Therefore, it is expected that students will attend class having done the assigned reading and contribute to the discussions in a substantive manner. You are expected to ask and respond to questions, as well as be prepared for discussion, in every class session. 

Professionalism – When you are in class, you are expected to act in a professional manner. Chronic lateness, lack of attention (e.g., texting, web browsing, sleeping), disruptive behaviors (e.g., talking), inappropriate language, or any other actions that suggest a lack of respect for other members of the class will not be tolerated. Leaving early, without notifying the instructor before the start of class, is worse than being late. Finally, use of electronic devices is limited to class-related purposes. You may use your laptops or iPads to take notes, but if you are seen using a cellphone in class (unless you have notified the instructor prior as to the reason why this is necessary) will result in you being marked absent for that class. This also includes headphones of any kind. 

Communication – Developing professional communication skills is another critical learning experience for sport administration students (ESPECIALLY in this class). Professional email communication is an especially important skill. Emails should contain a greeting (i.e., Hello Dr. Evans), a polite and concise summary of your query, and a conclusion (i.e., Thanks, Jane). Emails written in text message language (e.g., how r u 2day?) or incoherent grammar will not be returned. To ensure your own protection and privacy, students must use their BSU email account when communicating electronically with the University (including corresponding with faculty and staff).

Excused Absences
There are three situations which constitute an “excused absence” from the class meeting time. They are: 

1. University Sponsored Activity: University sponsored activities (e.g., athletic participation, band, ROTC, etc.) will be considered excused absences. Any student that anticipates missing class due to a university sponsored activity should discuss this policy with the instructor during the first week of class to ensure they clearly understand the policy. Students attending university sponsored activities should inform the instructor before they miss class (every absence) to generate a plan to “catch up” on the work they will miss. If students do not inform the instructor of university sponsored events before they miss class, the instructor reserves the right to consider the event an excused absence. Students must also supply documentation to confirm the sponsored activity. 

2. Medical: Unavoidable medical situations will be considered an excused absence. This includes any emergency situation or prolonged illness that occurs during class time. Students must provide documentation from the facility addressing the medical issue and the documentation MUST be provided by e-mail on the day of and a hard copy by the next class the student attends. The documentation must include the time of the medical visit and when the student should return to class. Without documentation, no matter the medical event, the instructor reserves the right to determine if the absence is considered excused. A “family emergency” does not qualify as an excused absence unless it is an unexpected, unavoidable, medical emergency to an immediate family member and is accompanied by documentation verifying the medical emergency and the need for the student to miss class due to that emergency. The instructor reserves the right to count any claim of a family emergency as an unexcused absence.


3. Funeral and Bereavement Leave: as defined by the Ball State Student’s Bill of Rights and Responsibilities, will be considered as an excused absence. Please note: “A student may contact the Office of Student Rights and Community Standards to request that an informational notice (without verification) be send to the student’s instructor(s). The student will provide documentation to each instructor. Given proper documentation, the instructor will excuse the student from class and provide the opportunity to earn equivalent credit for assignments missed. If the student is not satisfied with the outcome, he or she may appeal as outlined in the Ball State University’s procedure for Student Bereavement Appeals.” 

Extenuating Circumstances
If a student anticipates an absence due to extenuating circumstances, they will have the opportunity to appeal in advance of the absence by communicating the extenuating circumstances to the instructor during the first week of the semester and providing written documentation to verify the excuse. Outcome of the appeal will be up to the discretion of the instructor. 

If a student is absent due to unexpected extenuating circumstances, they are responsible for contacting the instructor within 24 hours of the missed class if they wish to appeal the absence. Please visit https://www.bsu.edu/about/administrativeoffices/vice-provost/student-services/attendance-policies for more information regarding absences.  

ASSIGNMENT POLICIES
Assignments will NOT be accepted after the posted date/time except under medical/compassionate circumstances. Assignments submitted late without appropriate documentation will be given a grade of zero (0). No additional assignments/make-up work will be given to allow students to upgrade. Pending formal appeal, your final grade will stand.

In the event of a missed mid-term exam for medical or other compassionate reasons and appropriate supporting documentation is provided, the percentage will be allocated to your final exam. In the event of a missed final exam for medical or other compassionate reasons and appropriate supporting documentation is provided, a make-up exam will be scheduled. Arrangements for make-up exams must be made as soon as possible. A missed quiz/exam without appropriate documentation will result in a zero (0) grade.

Exam/assignment grading – Please bring errors, discrepancies, or other questions regarding your grades to the attention of Dr. Evans within two weeks of receiving your grades, so that they can be resolved in a timely fashion. Grade disputes initiated after this two-week period will not be considered. Solutions to midterm exam questions will be discussed in class shortly after they have been graded. If you wish to review your exam, you may do so during office hours, or by appointment.

Unless there are major errors in grading, the instructor will not re-mark your entire exam/assignment. Likewise, the instructor will not comb through your exam/assignment to look for extra marks. 
Assignment formatting – Unless otherwise instructed, all assignments for this class are to be submitted via Canvas. APA will be the required style for all assignments within this course. Note that some documents may have alternate formatting requirements that will be made clear in the assignments’ instructions. For further information, please refer to the Purdue Online Writing Lab or consult the Publication Manual of the American Psychological Association (7th ed.). 

ACADEMIC HONESTY
Students of the university must conduct themselves in accordance with the highest standards of academic honesty and integrity. Academic dishonesty by a student will not be tolerated in activity or academic areas and will be treated in accordance with the policy in the faculty handbook. Please refer to the specific sections in Undergraduate Rights and Responsibilities for information regarding academic honesty. These will be strictly enforced. Please visit https://bsu.edu/viceprovost/academicethics for more information. 

COURSE MATERIAL USE AND COPYRIGHT
Audio or videotaping, and photography of lectures (lectures, tutorials, classroom discussions, presentations or performances, or other activities taking place in a physical or virtual classroom setting conducted by the course instructor) is only permitted for personal use. Where the recording captures the image of classroom activities (e.g., video-recording or other image capture technology), such recording must only capture the instructor or the presenter within the classroom setting. The recording of a guest lecturer or classmate presentation is not permitted without the written consent of the presenter.

UNIVERSITY STATEMENT
We are committed to ensuring that all members of the community are welcome, through valuing the various experiences and worldviews represented at Ball State and among those we serve. We promote a culture of respect and civil discourse. If you need course adaptations or accommodations because of a disability, please contact the instructor of record as soon as possible. Ball State’s Disability Services Office coordinates services for students with disabilities; documentation of a disability needs to be on file in that office before any accommodations can be provided. Disability services can be contacted at 765-285-5293 or dsd@bsu.edu. 

FREEDOM OF EXPRESSION
In this course, we are committed to fostering a learning environment that values intellectual diversity, encourages free expression, and promotes open inquiry. As members of the Ball State Community, we treat each person in the Ball State Community with civility, courtesy, compassion, and dignity and respect and learn from differences in people, ideas, and opinions. Please review Ball State University’s Statement on Freedom of Expression, the resources on Ball State’s Freedom of Expression webpage, and Ball State’s Beneficence Pledge.  

TITLE IX
Ball State University is committed to providing a safe and inclusive learning environment for all students. If you or someone you know has experienced sexual harassment—including sexual assault, dating violence, domestic violence, or stalking, please know that you are not alone. The University offers support services and resources. For more information or to report an incident, please visit bsu.edu/titleix or contact the Title IX Coordinator at 765-285-1545 or at titleix@bsu.edu

As your instructor, I am a mandatory reporter under the Title IX policy and required to report any information I receive about possible sexual harassment. This includes information shared in class discussions, assignments, or private conversations.

What happens after I report? The Title IX Coordinator will email the person who experienced sexual harassment (complainant) and invite them to schedule a meeting. If the complainant chooses to meet with the Title IX Coordinator,
· Title IX Coordinator will offer supportive measures (e.g., counseling, extensions on deadlines, course-related adjustments, changes to work or class schedules, and/or referrals to campus offices), review the policy, and discuss options to move forward.
· If a complaint is filed by the complainant or the University, an investigation will begin following University policy.

GRIEVANCES AND SOLVING PROBLEMS
Code of Student Rights and Responsibilities 1.5.4 (www.bsu.edu/studentcode): If a student is concerned about any issue in the classroom, including a perceived academic freedom issue, this student may:
a. Consult with the Associate Dean of Students, AD 238, 765-285-1545, to explore options available to the student.
b. Options available to the student include:
1. The student may meet with the faculty or staff person to discuss the student’s concerns and to come to an understanding about the situation.
2. If resolution is not satisfactory, the student may request a meeting with the individual’s department chair or supervisor to discuss the concern further.
3. The chairperson or school director, will meet with all parties involved and will determine an appropriate resolution, conclusion or recommendations about the issue. The chairperson or school director will keep a written record of the issue and the conclusions and recommendations.
4. If the student’s concern involves a grade appeal issue, the student may be referred to the grade appeal process outlined in Section 6.7 of the Code of Student Rights and Responsibilities.

ACADEMIC ACCOMMODATIONS FOR STUDENTS WITH DISABILITIES
If you need course adaptations or accommodations because of a disability, please contact me as soon as possible. Ball State’s Disability Services office coordinates services for students with disabilities; documentation of a disability needs to be on file in that office before any accommodations can be provided. Disability Services can be contacted at (765) 285-5293 or dsd@bsu.edu.

THE LEARNING CENTER 
The Learning Center offers free tutoring for most courses in mathematics, writing, and many of the other courses that are part of the University Core Curriculum. You’ll also find workshops and other group learning experiences that will help you achieve academic success. Call (765) 285-1006 or visit NQ 350 to make an appointment.
International Students
The Learning Center has tutors trained to address some of the challenges specific to International Students and if you are having trouble understanding information presented in class, you are encouraged to contact the Learning Center. Bilingual tutors may also be available upon request.

THE WRITING CENTER
Want extra feedback on your papers? The Writing Center is a community of Ball State students and faculty who value writing. Come and collaborate with one of our trained peer tutors on any project for any major. The Writing Center is a comfortable, supportive environment for writers from all communities and backgrounds. It is located in Robert Bell 291. We have both online and face-to-face appointments. To make an appointment go to www.ballstate.mywconline.com.

TECHNOLOGY & SOFTWARE
The use of Canvas is employed in this course for receiving the syllabus, course materials, assignment distribution and submission, and communication (via Canvas email). Students will need a Ball State username and password to access the site.

Students will need Microsoft Word (Office 2007 or greater is recommended) to complete the assignments. Students will also need 2 sources of reliable internet access (a primary source and a backup source). Both sources are available on Ball State’s campus public computing sites.

TECHNICAL ASSISTANCE
If you have technical questions, you can contact Ball State's Help Desk. In addition, the Help Desk staff has put together many how-to video clips in its Tech Clips section that can guide you through many of the most common questions. The helpdesk can be contacted at:
1765-285-1517 or email at helpdesk@bsu.edu.

COURSE WITHDRAWAL
There is only one withdrawal period. It extends from the 6th through the 45th day of classes during fall or spring semester.
For fall and spring semesters, a student has the entire first week of courses to drop a course with no penalty. They do this through “Add/Drop/Registration” from the website www.bsu.edu/studentservices. After the first week, a student can withdraw from a course with a grade of “W” up until the decided upon withdrawal date. They accomplish this by completing a Withdrawal form and turning it in to the Registrar located in Luncina Hall. After this withdrawal data a student may only withdraw and receive a grade of “W” (instead of an “F”) if they are confirmed to have proper extenuating circumstances. 


MY PROMISE TO YOU
With the above policies in mind, I always try my best to accommodate student needs and be as flexible as possible, while maintaining fairness to the other members of the class. If you need extra assistance, do not hesitate to email and/or set a meeting. Most minor issues can be resolved over email, which is my preferred method of communication. I check email frequently during business hours (but rarely outside of business hours) and will usually get back to you within 1 business day (excluding Saturday, Sunday, and holidays), or often sooner than that. If you do not receive a response from me within 2 business days, please email me again asking for an update – I won’t get mad. You can also meet with me during my office hours or by appointment. For anything more than a quick question, I ask that you please let me know in advance that you are coming (rather than just ‘drop in’) so that I can be ready to give you my full attention and better prepared to help you.
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