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CONTINUING EDUCATION COURSE PROPOSAL 
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CONTINUING EDUCATION COURSE PROPOSAL FORM
—TO BE COMPLETED BY PROSPECTIVE INSTRUCTOR—

	Select preferred OC campus(es)
	 FORMCHECKBOX 
Bremerton  FORMCHECKBOX 
Poulsbo  FORMCHECKBOX 
Shelton  FORMCHECKBOX 
Other (specify)

	Name
	

	Stree Address
	

	City, State, Zip
	

	Day phone
	
	Evening phone
	

	E-mail address 
	

	Proposed class title (37 spaces or less – may be edited by Continuing Education staff)

	

	Proposed class description (75 word summary – may be edited by Continuing Education staff)

	

	Proposed class objectives (What would you like students to have learned from this class?)

	

	Please describe why you are certain students will sign-up for this course 

	

	Modes of instruction and assessment (What methods will you use to meet the objectives and how will you know when students have met the objectives?)

	

	Topics (Please write in brief the topics to be covered.)

	

	Have you taught a Continuing Education class before? (If yes, when and where? What were your average enrollments? How was this course priced? How often did this class run?)

	


	Brief instructor biography (2-3 sentences on the experiences you have had to prepare you for teaching this class. Please also submit current resume.)

	

	Marketing/promotion suggestions

	

	Min # of students (We typically run our classes with a minimum of 3 students)
	
	Max # of students
	

	Minimum age
	
	
	
	
	

	Session length
	
	# of sessions
	

	Target audience
	

	Suggested date(s)
	
	Suggested meeting time(s)
	

	Suggested quarters?
	

	Type of classroom?
	

	List classroom equipment needed
	

	Textbook(s) needed?
	

	ISBN required
	
	Title
	

	Publisher
	
	Author(s)
	

	Price of book (required)
	$
	

	ISBN required
	
	Title
	

	Publisher
	
	Author(s)
	

	Price of book (required)
	$
	

	Below, list any materials to be purchased by instructor & approximate costs.

(MUST be provided with this proposal in order to be reimbursed if class is adopted and runs with enough enrollments) 

	
	
	
	

	Student supplies list & approximate costs/student

	
	

	Acceptance of an instructor’s proposal does not guarantee class adoption. Applications must be complete to be considered. If hired, an official Olympic College application packet must be submitted and a background check will be completed. If hired, you will be paid as a college employee and taxes will be withheld. In general, Continuing Education instructors are paid $25 per hour in class. Payroll dates are on the 10th and 25th of each month. Olympic College reserves the right to cancel a class for any reason, including, but not limited to, insufficient enrollment. Pricing of Olympic College Continuing Education classes is set by the department. If you have specific expectations regarding how much participants will be charged to enroll, please include that information with your course proposal for consideration.  [image: image2.wmf]


	FOR OFFICE USE
Date received/reviewed ____________________
Reviewed by ____________________
Proposal status _____________________________________________________________________
___________________________________________________________________________________

Prospective instructor notified of course acceptance (include date and person notifying) 
___________________________________________________________________________________
Begin quarter/year ____________________
Course discipline and number ____________________

Course outline submitted to ISS (date) ____________________

Instructor fees ____________________
Text/material costs ____________________ (confirmed with instructor)
Class fee ____________________
HR application received ____________________

HR application processed ____________________
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