COURSE PROPOSAL INSTRUCTIONS and SUBMISSION PROCESS
WELCOME!  Thank you for your interest in the Citrus College Community Education program.  

In order for your course to be considered, the following documentation is required:


1.
New Course Proposal Form


2.  
Resume, including two (2) references


3.  
Copies of any handouts, media or supplies you will be selling

 
4.
A brief instructor biography
Please type or print legibly in ink.  Please submit all required documentation via mail or fax to (626) 852-8028.  We will contact you to schedule an interview or let you know why your course proposal was not selected.  
Course Proposal Form
Course Title:  A brief, but descriptive can sell the class and intrigue your customer.  Be creative!

Class Taught:  If applicable, indicate where and when this class has been offered in the past
Prerequisites:  Do students need any prior experience or skills before enrolling in your class?

Brief Description:  Tell prospective students why they should enroll in your class.  We will also use this information in our brochure and on our website.

Student Learning Outcomes:  After completing your course, what will the student be able to do? (2-3 outcomes)

Brief Course Outline:  Outline or list all topics that will be covered.  List what will be covered at each class meeting.

Biographical Information:  Include a brief paragraph about yourself, highlighting your background in the course subject.

Course Preferences & Equipment:  Provide any special accommodations you might need in addition to your preferred meeting dates and times.  We will consider your requests; however, we reserve the right to schedule locations, set meeting dates and times, establish minimum/maximum enrollment numbers and establish course and material fees despite your stated preferences.  Equipment is limited, so please be specific of your needs.  
Materials Fee:  A reasonable materials fee may be requested of students.  We must pre-approve your fee and you must provide copies of materials lists and any media or publication you will be selling in class.  Materials fees are typically collected in class, payable directly to the presenter.

Pay:  Your pay rate will be negotiated after your successful interview; however, the college typically works on a fee split - 60% to the College, and 40% to the presenter.  Community Education instructors are hired as independent consultants on a semester by semester basis.    
Incomplete forms will be returned for resubmission.  If you have any questions, contact us at (626) 852-8022 or email us at conted@citruscollege.edu.
