Workshop Proposal
(Revised 7/06)

This is an electronic form (you can use MS Word to just type in the blanks) and email it back to us as a Word attachment; or you can print it off, fill it out by hand, and mail it through US mail.
Name:

_______________________________________________________
Date:_____________




First




Last
Address:
____________________________________________________________________________


Street
City
Zip
Phone:
work:
( _____ )__________________________

FAX: __________________________


home:
( _____ )__________________________
E-mail:________________________________

PLEASE READ the instructions on pages 2-3 BEFORE completing the rest of this cover page.  Check one:
(  Vendor

(  EvCC Employee  


WORKSHOP TITLE: ____________________________________________________________

DAYS: (Check one)  FORMCHECKBOX 
 Mon.  FORMCHECKBOX 
 Tue.  FORMCHECKBOX 
 Wed.  FORMCHECKBOX 
 Thurs.  FORMCHECKBOX 
 Sat.  FORMCHECKBOX 
 Tue./Thurs.  FORMCHECKBOX 
 Mon./Wed.

DATES: Beginning: ___________________ Ending: ______________________

TIMES: Start Time: ___________________ End Time: _____________________

TOTAL # HOURS:_______________  PARTICIPANT FEE: $________________

MINIMUM ENROLLMENT: _________________ MAXIMUM ENROLLMENT: ______________

AGES:     FORMCHECKBOX 
 Adult            FORMCHECKBOX 
 Youth Ages ______ to ______

REFERENCES: We routinely check references on all of our new instructors.  Please provide the names, titles and daytime phone numbers for two persons who can speak to your teaching ability as well as expertise in the subject area.


__________________________________________(____)__________________________________________

Name
Business, Agency, or Affiliation
Daytime Phone
email address

__________________________________________(____)__________________________________________

Name
Business, Agency, or Affiliation
Daytime Phone
email address

FOR OFFICIAL USE ONLY – Please do not write in this area.

Compensation: _____________________________________________________

Classroom Preferred: __________________

 FORMCHECKBOX 
 Key(s) needed for room
 FORMCHECKBOX 
 Login needed
 FORMCHECKBOX 
 CEU’s ____________  FORMCHECKBOX 
 Credits ____________ 
 FORMCHECKBOX 
 Clock Hours: ___________

 FORMCHECKBOX 
 Collaboration: ____________________________________________________

 FORMCHECKBOX 
 Description Statements:

 FORMCHECKBOX 
 Materials supplied by instructor $ _____________

 FORMCHECKBOX 
 Handouts supplied by instructor (need copy for file) $ _____________

 FORMCHECKBOX 
 Student supply list mailed $ _________________

 FORMCHECKBOX 
 Purchase optional supplies $ ________________

 FORMCHECKBOX 
 Textbook included

 FORMCHECKBOX 
 Textbook purchased by student:  FORMCHECKBOX 
 Available at EvCC Bookstore:  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No $ ______________

 FORMCHECKBOX 
 Added to “New Instructor Orientation” list

 FORMCHECKBOX 
 Lovah - added to instructor dbase

 FORMCHECKBOX 
 Description/bio/SLOs attached


 FORMCHECKBOX 
 Lovah - added to mailing list

 FORMCHECKBOX 
 Extensive bio/resume attached (for vendors)

 FORMCHECKBOX 
 References to Marilyn

 FORMCHECKBOX 
 Confirm with instructor dates/times/pay

VENDOR OR EMPLOYEE:

VENDOR: You have a business that offers services/instruction/consulting in the subject area proposed for the workshop. As a vendor, you will invoice Continuing Education (CE) for services rendered at the conclusion of the workshop. You will be responsible for paying your own taxes and you will be required to complete a W-9 form.


WA UBI # or Federal ID# _______________________________________

 FORMCHECKBOX 
 Resume Attached (Please attach a one-page resume.)

EvCC EMPLOYEE:  You will be paid as a college employee and taxes will be withheld.  An application to the college will need to be completed at a later date.  Compensation for instruction is initiated within two weeks after the first workshop session (after final enrollment in the workshop is determined).

Social Security #: _______________________________ 

TITLE

The workshop title is very important in promoting your workshop. The title should be intriguing, descriptive and succinct so it will gain the reader’s attention as well as give some insight into the workshop content.

Dates/Calendar

An academic calendar is attached. The guidelines for dates are:

10-week course: your start and end date will follow the regular academic quarter.

8-week course: your course will start the second week of the quarter.

All other classes/workshops: these will start anytime beginning the third week of the quarter to the end date of the quarter.  

AGES  Note: if you will be teaching youth 16 or younger, the college will conduct a routine “Child/Adult Abuse” check with the Washington State Patrol.
SHORT BIO  FORMCHECKBOX 
 Attached (Send as Word.doc attached to email)
Please attach a 3-4 sentence bio describing your experience and education that uniquely qualifies you to teach this workshop. This may be published in the “Meet Your Instructor” section of our brochure. A sample short bio is included at the end of this proposal.
(If you are a vendor, you will also need to supply a resume).


WORKSHOP DESCRIPTION  FORMCHECKBOX 
 Attached (Send as Word.doc attached to email)
The workshop description you develop is, along with the workshop title, the most effective method we have of promoting your workshop.  The description should be factual as well as creatively written to promote interest in your offering.  Please attach a short description (no more than 150 words) which will be used for the College schedule and CE brochure.  (Descriptions are subject to editorial review/change by EvCC.) A sample workshop description is included at the end of this proposal.

PARTICIPANT LEARNING Objectives  FORMCHECKBOX 
 Attached (Send as Word.doc attached to email)
What measurable skills or knowledge will the participant have upon successful completion of the workshop?  In other words, what can a participant expect to gain from taking this workshop?  Please provide four to eight learning objectives by completing the phrase “Upon successful completion of the workshop I will be able to . . . . .”  Each of the phrases completing this sentence must begin with an action verb like “demonstrate,” “describe,” “list,” “recite,” “write,” “use” and “identify” (see attached list of sample verbs). These statements will be used in your participant evaluation forms. Sample student learning objectives are included at the end of this proposal.


Classroom & equipment needs  Please check the type of furniture/special equipment needed.

 FORMCHECKBOX 

Tablet arm chairs

 FORMCHECKBOX 

Tables and chairs 

 FORMCHECKBOX 

Class sponsored by EvCC Art Dept. Room approved for your use: ___________

 FORMCHECKBOX 

AV Equipment: _______________________________________________________________

 FORMCHECKBOX 

Instructor Computer Station

 FORMCHECKBOX 

Applied Technology Training Center (2333 Seaway Blvd.) Computer lab.

 FORMCHECKBOX 

Other ______________________________________________________________________

MATERIALS

A.
Handouts – Instructors are responsible for printing their own handouts for each student and bringing them to class. A copy of the handout must be reviewed and approved by CE prior to distribution. You must adhere to copyright laws, getting approval from author or publisher if you are copying someone else’s work.
 FORMCHECKBOX 

Attach copy of handouts.
Approx. # of sheets/participant _________


B.
Materials - If materials are a significant cost for the workshop (ie art supplies for an art workshop, food for a cooking workshop), please provide details including the materials cost per participant.  An adjustment to the compensation may be made.       $____________/participant.
Explanation: __________________________________________________________________


1. Do you propose to provide these materials to the participants?  FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 

Attach a detailed list of materials that you will provide to the participants.


2. Materials or supplies students are expected to bring to class?
 FORMCHECKBOX 

Not Applicable

 FORMCHECKBOX 

Materials list is attached: Value $________ per student
3. Normally instructors are not permitted to sell materials directly to the participants. However, we have made some exceptions if the materials are relevant to the workshop.  If you are requesting permission to sell materials please describe them to us.
Cost to the participant:  $_______  The materials are:_________________________________


C.
Is student required to purchase a textbook prior to class?  FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
Title: ____________________________________ Author: _____________________________
ISBN # ___________________________ Publisher: __________________________________
Compensation
Standard compensation is a 50:50 split, with the instructor receiving 50% of the participant fee. However, if the course is credit bearing and offered as self-support through CE, the compensation will be capped at the current part-time faculty contract rate. Note: if the workshop cancels three consecutive quarters due to low enrollment, the college reserves the right to cancel any future offerings.
MARKETING

CE will publish your workshop in the college’s quarterly schedule and the CE brochure, as well as post it to the college’s website. However, workshops with high enrollment are often the result of instructors marketing to niche markets. Please list three methods you plan to use to market your workshop. 
______________________________________________________________________________________________________________________________________________________________________

___________________________________________________________________________________

Thank you for your interest in teaching for Continuing Education!  We will be in touch with you within 30 days of receipt of your proposal.

2007-2008 Academic Calendar

	Fall Quarter 2007
	

	September 24
	10-week classes begin this week

	October 1
	8-week classes begin this week

	October 8
	Short workshops begin anytime between this date and the “Classes End” date

	November 12
	Veteran’s Day Holiday

	November 22-23
	Thanksgiving Holiday

	December 7
	Classes End


	Winter Quarter 2008
	

	January 2
	10-week classes begin this week

	January 7
	8-week classes begin this week

	January 14
	Short workshops begin anytime between this date and the “Classes End” date

	January 21
	Martin Luther King, Jr. Holiday

	February 18
	President’s Day Holiday

	March 17
	Classes End


	Spring Quarter 2008
	

	March 31
	10-week classes begin this week

	April 7
	8-week classes begin this week

	April 14
	Short workshops begin anytime between this date and the “Classes End” date

	May 26
	Memorial Day Holiday

	June 9
	Classes End


	Summer Quarter 2008
	Summer quarter is 8 weeks

	June 23
	8-week classes begin this week

	July 4
	Independence Day Holiday

	July 7
	Short workshops begin anytime between this date and the “Classes End” date

	August 15
	Classes End


Student Learning Objectives

Learning objectives must be clear and begin with an action verb.  The objectives should finish the phrase:  “A student will…(action verb) (knowledge or skill statement).”

Samples:

Participants will list nine reasons for conducting a needs assessment.

Learners will summarize in writing their feelings about cultural diversity in the work place.

Participants will demonstrate by role playing effective strategies for dealing with irate customers.

	Knowledge
	Comprehension
	Application
	Analysis
	Synthesis
	Evaluation

	count

define

describes

draw

identify

labels

list

match

name

outlines

point

quote

read

recall

recite

recognize

record

repeat

reproduces

selects

state

write


	associate

compute

convert

defend

discuss

distinguish

estimate

explain

extend

extrapolate

generalize

give examples

infer

paraphrase

predict

rewrite

summarize
	add

apply

calculate

change

classify

complete

compute

demonstrate

discover

divide

examine

graph

interpolate

interpret

manipulate

modify

multiply

operate

prepare

produce

show

solve

subtract

translate

use
	analyze

arrange

breakdown

combine

design

detect

develop

diagram

differentiate

discriminate

illustrate

infer

outline

point out

relate

select

separate

subdivide

utilize


	categorize

combine

compile

compose

derive

design

devise

explain

generate

group

integrate

modify

order

organize

plan

prescribe

propose

rearrange

reconstruct

relate

reorganize

revise

rewrite

summarize

transform

specify
	appraise

assess

compare

conclude

contrast

criticize

critique

determine

grade

interpret

judge

justify

measure

rank

rate

support

test




EBAY AND INTERNET PHOTOGRAPHY

They say a picture is worth a thousand words. On eBay, Craigslist or Web Stores, a picture can be more valuable than that! Do you have products at home that you want to sell on the internet? This course covers simple techniques used to create eye-catching photos to help you sell your products. Explore what to look for when purchasing a digital camera, and how to use composition and lighting to your advantage. Discover how simple set-ups can produce professional looking results, and capture those catalog 'floating on air' photographs while on a tight budget.
I am able to recognize what to look for when buying a digital camera for internet sales.

I am able to identify different lighting types and use them to my advantage.

I am able to critique the composition of my photographs.

I am able to differentiate and identify appropriate backgrounds for my product photography.

I am able to produce eye-catching photographs.

I am able to prepare a photography studio on a tight budget.

(Instructor name) is an eBay Certified Business Consultant & Education Specialist. In 2006 she became the first person in the northwest, and one of the first ten people in the USA, to receive a Business Certification from eBay. Before turning eBay into a full time career, (he/she) spent over 15 years in the photography field. 
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