
 
Department of Apparel, Events, and Hospitality Management (AESHM) 

Contemporary Club Management (3 Credits), HspM/EVENT 289 

Fall 2017, MWF 3:10-4:00 PM; Science 0152 

 

Instructor: Mrs. Carolyn Elbert, Lecturer, Apparel, Events, and Hospitality Management 

Office: 4 MacKay Hall 

Office Hours: Email to set up an appointment 

Office Phone: 515-294-8814 

Email: celbert@iastate.edu 

Twitter: @CycloneCMAA #Event289 

 

Prerequisites: HspM 101 

 

Course Description: The organization and management of various types of clubs, including city, 

country, and other recreational and social clubs. 

 

Mission of the Hospitality Management Program: Create, share and apply knowledge to develop 

leaders for the hospitality industry. 

 

Mission of the Event Management Program: Create, share, and apply knowledge to develop 

leaders for the event management industry. 

 

College of Human Sciences Learning Outcomes: All graduates from the College of Human 

Sciences should be able to demonstrate the general learning outcomes of 1) Communication; 2) 

Self-assessment/self-reflection; 3) Critical Thinking; and 4) Ethics, Diversity, and Social 

Responsibility.  

 

Hospitality Management Learning Outcomes: Undergraduate program outcomes addressed 

within Contemporary Club Management include: analyze financial documents and data; human 

resources; marketing; technology; leadership; professional communication; customers’ 

expectations; and managerial certification. 

 

Based upon these learning outcomes in addition to regular class attendance; participation; and 

the successful completion of course readings, materials, activities and assignments; by the 

completion of this course each student will be able to:  

 Recognize and classify the different types of private clubs. 

 Identify and explain the activities and services clubs provide to their members. 

 Recall and clarify the different functional areas within clubs. 

 Summarize the responsibilities of a club manager.  

mailto:celbert@iastate.edu


 Recognize the attributing factors that are impacting the field of club management. 

 Interpret the unique aspects of club management relative to other segments of the 

hospitality and tourism industry. 

 

Required Materials: 

Perdue, J. and Koenigsfeld, J. (editors) (2013). Contemporary Club Management with answer 

sheet, 3rd edition. Educational Institute of the American Hotel & Lodging Association.  

ISBN 978-0-86612-408-9 

 

Course Textbook: If you choose to purchase a used book you will need to purchase the answer 

sheet (scantron) separately. The answer sheet (scantron) is REQUIRED, as you cannot take the 

certification exam (our final exam) without the answer sheet (scantron) found inside the new 

text. Answer Sheets (scantron) can be purchased through AH&LA at 

https://ahlei.org/Products/Exam_Scan_Sheets/ for fifty (50) dollars.  Failure to have the correct 

answer sheet (scantron) will prevent you from taking the final exam in the course and will 

untimely result in a zero (0). Should you purchase a used text, or no text, you have no excuse for 

any eventual difficulties in the course, and the instructor is not responsible for particular 

situations that may arise. This text has been chosen as it has been written by experts from the 

Club Managers Association of America (CMAA). The final exam in the course is a certification 

exam prepared based on this text. This exam serves as a measure of performance for course 

learning objectives. This serves as an outcome assessment for our program, in that it measures 

how well you know and understand the basic principles of club management. 

 

Top Hat © tophat.com  

$17 semester, $25 annual, and $50 “lifetime” access, Tophatmonocle Corporation.  

Top Hat: We will be using Top Hat (www.tophat.com) classroom response system in class. You 

will be able to submit responses using smartphones, tablets, laptops, or through text message. 

Credit will not be given due to late class arrival, early class departure, missed class or a forgotten 

or nonfunctioning devices. Missed in class points cannot be made up; optional extra credit 

assignments can be utilized. Earned credit will be posted weekly in your Blackboard gradebook. 

Errors or omissions need to be reported within one (1) week of their posting in order to receive 

reconsideration of the posting.  

You can visit the Top Hat Overview within the Top Hat Success Center 

www.support.tophat.com/hc/en-us/articles/200019034-Top-Hat-Overview-Getting-Started which 

outlines how you will register for a Top Hat account, as well as providing a brief overview to get 

you up and running on this system.  

Top Hat access requires a paid subscription. As an enrolled Iowa State student you are eligible to 

receive the discounted rate of $17 for semester, $25 for annual and $50 for five year access.  

An email invitation will be sent to you by email, but if don’t receive this email, you can register 

by simply visiting our course website https://app.tophat.com/e/987753. Please note the course 

join code is: 987753  

https://ahlei.org/Products/Exam_Scan_Sheets/
http://www.tophat.com/
https://app.tophat.com/e/987753


Should you require assistance with Top Hat at any time, please contact their Support Team 

directly by way of e-mail (support@tophat.com), the in app support button, or by calling 1-888-

663-5491. You may also contact the IT Solution Center at 515-294-4000 or solution@iastate.edu 

for on-campus assistance. Additional information on the use of Top Hat app can be found on the 

ISU web page https://www.it.iastate.edu/services/tophat.  

 

Additional Textbook Excerpts:  

 

Perdue, J.,Montgomery, R., Shock,P., & Stefanelli, J.(1998). A Club Manager’s Guide to Private 

Parties and Club Functions, 1st edition. John Wiley & Sons.   

 

Club Managers Association of America. (2012). Social Media and the Private Club, CMAA. 

 ISBN # 1-889587-63-8 

 

Club Managers Association of America. (2011). Club Programming and Event Management, 

CMAA. ISBN# 1-889583-59-X 

 

Club Managers Association of America. (2013). Fitness, Spa and Wellness in the Private Club, 

CMAA. ISBN# 1-889588646 

 

Classroom Policies: Faculty at Iowa State University and in our Hospitality Management & 

Events Management Programs are committed to providing a professional learning environment 

that is fair and responsible; supports, nurtures, and rewards educational and employment growth 

on the basis of relevant factors such as ability and performance; and is free of discriminatory, 

inappropriate, and disrespectful conduct or communication. If you believe that I have exhibited 

behavior that is inconsistent with this policy, please bring it to my attention as soon as possible.  

If you believe that other students have created an inappropriate environment, please let them 

know or bring it to my attention. If you do not believe your concerns have been appropriately 

addressed, you should contact the Associate Dean for Undergraduate Education in our College of 

Human Sciences. 

 

Cell phones, laptop, notebook or tablet computers are required within this course. My 

expectation is that you are using your devise for active course participation and are not wasting 

time in class by surfing the internet or messaging. Respect others in the class by not interrupting 

them or disturbing them. If you come in late, or leave early, please try to do so quietly. The 

university rules state NO CONSUMPTION OF FOOD OR BEVERAGES IN CLASSROOMS. 

No cell phones, laptop, notebook or tablet computers will be allowed during a quiz or exam, it is 

grounds for ejection, as well as a violation of the Academic Integrity policy of this course (see 

below). 

 

Academic Integrity: No form of academic dishonesty is acceptable. Respect yourself and others, 

and do your own work at all times. Any student found to be engaged in academic misconduct 

will be subject to the sanctions imposed by the university. Students should be aware of the 

Undergraduate Academic Advising Handbook and the Office of Judicial Affairs. Students should 

be aware that a faculty member has full discretion over resulting grades, including final course 



grade. By taking this course, you agree that your papers and other written assignments may be 

subject to evaluation for originality and intellectual integrity (i.e. plagiarism) by use of 

Blackboard SafeAssign. All papers submitted for review will be included as source documents in 

Iowa State University’s Institutional SafeAssign database so that future student work can be 

compared to it too. 

 

Students with Disabilities: Iowa State University is committed to assuring that all educational 

activities are free from discrimination and harassment based on disability status. All students 

requesting accommodations are required to meet with staff in Student Disability Resources 

(SDR) to establish eligibility.  A Student Academic Accommodation Request (SAAR) form will 

be provided to eligible students. The provision of reasonable accommodations in this course will 

be arranged after timely delivery of the SAAR form to the instructor.  Students are encouraged to 

deliver completed SAAR forms as early in the semester as possible.  SDR, a unit in the Dean of 

Students Office, is located in room 1076, Student Services Building or online 

at www.dso.iastate.edu/dr/.  Contact SDR by e-mail at disabilityresources@iastate.edu or by 

phone at 515-294-7220 for additional information.  

 

Academic Accommodations: Please address any special needs or special accommodations with 

the course instructor at the beginning of the semester or as soon as you become aware. A request 

for accommodation should be presented to the instructor at least 10 business days before the date 

of the accommodation needed. Those seeking accommodations based on disabilities should 

obtain a Student Academic Accommodation Request (SAAR) from the Disability Resources 

office http://www.dso.iastate.edu/dr/ (515-294-7220), which is located in Room 1076 of the 

Student Services Building.  

 

Publicity/Image/Voice Permission: within this course photographs, video, and/or tape recordings 

of lectures, events may occur. Unless you request otherwise, attendance within the course be 

considered permission for Iowa State University and AESHM to photograph, film, audio/video 

tape, record and/or televise your image and/or voice for use in any publications or promotional 

materials, in any medium now known or developed in the future without any restrictions. If you 

object to using your image or voice in this manner, please notify your instructor, in writing, at 

the start of the academic semester.  

 

Classroom or Grade Problems: If a student has a course related problem, she or he should discuss 

it with the course instructor first. If the student is not satisfied, she or he should contact his/her 

advisor to address the situation. The advisor will suggest possible course of actions. For more 

information refer to http://catalog.iastate.edu/academiclife/#appealofacademicgrievances. 

 

Grading and Evaluation: 

Syllabus Quiz          10 points 

Exams     4 @ 50    200 points 

Final Exam (Certification)      100 points 

CMAA University   12 @ 10    120 points  

Tall Corn Education/Meeting Attendance       20 points 

 Pre Report                               15 points 

http://www.dso.iastate.edu/dr/
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 Reflective Essay         15 points  

Club Consultant Report           40 points 

 Peer Evaluation        10 points   

Attendance, Participation, Guest Speakers, etc.…     70 points*  

 

   Estimated total points ~600*  

 

 

Syllabus Quiz: After you have reviewed your class syllabus, you will complete a ten (10) 

question objective based quiz covering the competences of the course syllabus. The quiz will be 

available on blackboard for one week opening on Monday at 4:00pm and closing on Friday at 

4:00pm.You will have twenty (20) minutes and one attempt to complete the syllabus quiz.  

 

Exams: There are four (4) exams in this course. All exams are objective based and consists of 50 

multiple choice, true/false, matching and short answer questions, covering the contents of your 

required course reading. There are NO makeups offered for missed exams.  If you have a 

University permitted excuse, religious conflict or severe personal illness, you MUST provide 

appropriate documentation and/or notification prior at least one week (or as soon as possible). 

Exams will be administered during the 50 minute class period, arriving late will reduce your time 

to complete your exam.  

     

Comprehensive Final Exam: The final exam is a certification exam, and consists of 100 multiple 

choice questions (each question is worth 1 point, for a total of 100 points). The exam is provided 

by, and graded by the American Hotel & Lodging Educational Institute (EI). Certificates of 

Completion are awarded to students who successfully complete the Final Exam. Successful 

completion means scoring 70 percent or better. “With honors” is inscribed on the certificates of 

those students who score 90 percent or better. The certification exam is used to provide a 

measure of performance and serves as an outcome assessment for our program. The exam 

measures how well you know and understanding of club management. You must have the answer 

sheet (scantron) found inside the textbook. You will need a #2 pencil for the exam. If your book 

did not come with an answer sheet (scantron) one can be purchases at 

https://ahlei.org/Products/Exam_Scan_Sheets/ for fifty (50) dollars. Failure to have the answer 

sheet (scantron) on the date of the exam (see schedule) will result in a zero (0) on the exam.  

 

Educational Event/Tall Corn Chapter Meeting: The Tall Corn Chapter of CMAA is holding a 

meeting on date October 30, 2017, at Glen Oaks Country Club. We will attend as a class, a couch 

bus will be provided for transportation. A letter of excuse will be provided for you to give to 

other instructors. The educational event begins at 8 AM, followed by lunch. We will depart from 

Ames at 7:00 AM, so that we are there ready to go at 8 AM. A speaker TBD will be presenting. I 

would estimate we will return to campus around 3 PM. 

 

As you are a representative of Iowa State University, AESHM, and Hospitality/Event 

Management we want to provide the best impression of you and our program. We will adhere to 

proper club attire for this field trip. No t-shirts, no jeans, no shorts, no athletic shoes, no hats, 

think “job interview”. Part of your grade for the field trip is your attire/appearance, attendance 

will be taken via Top Hat at the event (20 points). 

https://ahlei.org/Products/Exam_Scan_Sheets/


 

Each student is required to submit an event report, which has two parts.  

 

Part I: a pre-event report 

 

Submit via Blackboard by 4pm Friday October 27, 2017 No Late Assignments accepted  

 

Part II: reflective essay  

 

Submit via Blackboard by 3pm Wednesday November 1, 2017 No Late Assignments accepted  

 

CMAA University; Club Resource Center: you will receive a subscription to The Club Resource 

Center (CRC) a dynamic online training platform for club managers and staff. Through this 

online system you will have direct access to hundreds of essential training courses, publications 

and resources in a variety of core competency areas. You will be provided with a username and 

password to access the Club Resource Center. Once you access the site you can select which 

training sessions you would like to complete each week, please note you must select different 

training sessions each week for twelve (12) unique training sessions, one (1) “course” is due each 

week by Friday @ 4pm, see calendar for specific dates. Upon successful completion of your 

session you will receive 10 points that will be added to your Blackboard gradebook.   

   

Attendance, Classroom Participation: to be successful in this course student attendance and 

active participation is expected. Arriving to class on time, refraining from side conversations and 

contributing to course discussions is a MUST.  Attendance and active participation will be 

recorded, and contribute to the overall point total through Top Hat. This class is designed as a 

Team/Project Based Learning class, every class there will an activity that requires active 

participation within your team.  

 

Club Consultant Report:  Students will work in teams as “consultants” for Ames Golf and 

Country Club https://www.amesgolfcc.com/ each team will take on the challenge to think long-

term and take planning to the next level, look to the future and be ground-breaking. This is your 

team’s opportunity to be creative and showcase your foresight.  Each team will present their 

report for Ames Golf and Country Club the final week of classes (December 4th-8th).  The formal 

presentation must utilize presentation software (PowerPoint, Prezi, etc.) and/or visual aids. Your 

team’s presentation will be judged (via Top Hat) by your classmates using the following criteria: 

transferability of ideas into a club operation, creativity/clarity/content, uniqueness of idea and 

adherence to the established criteria (framework developed in-class).   

 

Peer Evaluation: this course will use Peer Evaluation to allow you to give and receive feedback 

on preparation, participation, and contribution to the team. Peer Evaluation is an essential 

component of Team Based Learning and a common practice in the modern workplace. In the 

context of this course, peer evaluations ask the teammates to measure the “helping behaviors” to 

https://cmaa.lightspeedvt.com/
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develop a score. Peer evaluations do not measure how much a teammate knows, but how they 

contributed to team cohesion and productivity as perceived by their teammates. The evaluation 

will be completed online using Qualtrics (online survey tool).  

Extra Credit: this course offers two different opportunities for extra credit. The first option is a 

perfect attendance bonus. Students who attend every class (attendance will be taken through Top 

Hat) will earn twenty (20) points extra credit. To receive the perfect attendance you MUST 

attend every class, including the field trip.  Excused absences, illness or other reasons for missing 

class require a formal letter of excuse, (doctor’s note, university excuse, police report, etc.)  

otherwise it will count as an absence. The twenty (20) points extra credit will be awarded at the 

end of the semester. The second extra credit opportunity is joining and becoming an active 

member of the student chapter of CMAA. This means that you will attend at least five (5) 

meetings during the course of the semester, attend events and/or take on a leadership role.  Upon 

doing this you can earn thirty (30) points extra credit, that will be awarded at the end of the 

semester. **There is a $25 fee to join CMAA 

Normal grading distribution: 

A = 555 points or higher; A- = 537 to 554 points; B+ = 519 to 536 points; B = 518 to 501 points; 

B- = 477 to 500 points; C+ = 459 to 476 points; C = 441 to 458 points; C- = 417 to 440 points; 

D+ = 399 to 418; D = 377 to 398 points; D- = 357 to 376 points; and F = below 536 points. 

 

Class Schedule: Note that I reserve the right to revise the schedule if necessary, and if such 

decision is made, I will notify the class via Blackboard. 

 

Date   Topic     Reading  Assignment 

 

August 21  Introduction; Syllabus Review                Syllabus Quiz  

            Due 8/25 @ 4pm 
August 23  Club Consultant Team Project      Team Contract 

August 25       CMAA University: Club Resource Center, 106 MacKay   CRC Username/Password 
            

August 28  What is a Private Club?  Chapter 1 

August 30  Club Governance    Chapter 2 

September 1    CMAA University         CRC Course (1) 

           Due 9/1 @ 4pm  

September 4    University Holiday, No Class   

September 6  Ames Golf and Country Club Site Visit *Meet @ AGCC 

September 8  CMAA University        CRC Course (2) 

           Due 9/8 @ 4pm 

September 11  Leading Clubs Effectively  Chapter 3 

September 13  Leading Clubs Effectively  Chapter 3 

September 15  CMAA University        CRC Course (3) 

          Due 9/15 @ 4pm 

 

September 18  Strategic Planning   Chapter 4 

September 20  Exam 1, Chapters 1-4 



September 22  CMAA University        CRC Course (4) 

          Due 9/22 @ 4pm 

September 25  Effective Communication  Chapter 5 

September 27  Club Marketing   Chapter 6 

September 29  CMAA University        CRC Course (5) 

          Due 9/29 @ 4pm 

October 2  Membership Marketing   Chapter 7 

October 4  Managing Human Resources  Chapter 8 

October 6  CMAA University        CRC Course (6) 

          Due 10/6 @ 4pm 

October 9  Training and Development   Chapter 9 

October 11  Exam 2, Chapters 5-9 

October 13  CMAA University                  CRC Course (7) 

                      Due 10/13 @ 4pm 

October 16  Food and Beverage   Chapter 10 

October 18  Financial Management  Chapter 11 

October 20  CMAA University                  CRC Course (8) 

                      Due 10/20 @ 4pm 

October 23  Technology/Social Media  Chapter 12 

October 25  Facility Management   Chapter 13            Pre-Event Report 

October 27  CMAA University                  CRC Course (9) 

                      Due 10/27 @ 4pm 

October 30  Tall Corn Chapter Meeting, Glen Oaks Country Club  

November 1  Educational Event Follow-up Activity             Post-Event Reflection  

                   Due 11/1 @ 3pm 
November 3  CMAA University                CRC Course (10) 

                    Due 11/3 @ 4pm 
     

November 6                Managing Entertainment  Chapter 14    

November 8  Exam 3, Chapters 10-14 

November 10  CMAA University                 CRC Course (11) 

                     Due 11/10 @ 4pm 

November 13  Golf Operations   Chapter 15 

November 15  Golf Course Maintenance  Chapter 16 

November 17  CMAA University                 CRC Course (12) 

                     Due 11/17 @ 4pm 

November 20th-24th  Thanksgiving Break 

 

November 27  Fitness, Spa, Aquatics &Tennis Chapter 17  

November 29  Exam 4, Chapters 15-17 

December 1  Club Consultant Team Presentations Practice Day  

 

December 4  Club Consultant Team Presentations  

December 6  Club Consultant Team Presentations 

December 8  Club Consultant Team Presentations 

 

December 14th  Final Exam 2:15-4:15      

     



 

There is a considerable amount of reading assigned for this class.  PowerPoints related to the 

course are posted through TopHat. Students are encouraged to review the lecture materials prior 

to class.  Students should READ the text material assigned for each class prior to coming to 

class.  My goal in the course is to give you as much information about the club industry as 

possible. 

 

As instructor, I reserve the right to revise the syllabus. 


