IVC

IRVINE VALLEY COLLEGE COMMUNITY EDUCATION___
__________

5500 Irvine Center Drive A 304, Irvine, CA 92618    (949) 451-5555 Fax (949) 451-5638
www.123getsmart.com
Dear Potential Community Education Instructor:

Thank you for your interest in Irvine Valley College’s Community Education Program. We are looking for dedicated educational professionals committed to serving our local community and establishing a partnership with IVC Community Education. We encourage you to review our vision and mission statements and be prepared to respond to us in your proposal on how you plan to meet our goals.  You may also want to visit our website to better understand our current programs and offerings at www.123getsmart.com .

Enclosed is a Presenter and Course Application form. Please complete course form for each course you are submitting along with any other materials that may be helpful in evaluating your proposal by the deadline below. Once your proposal and application have been reviewed you will be contacted on its status.

Consideration Due Dates:

Fall

May 15
Spring

October 15
Summer
December 15
Please review the information below for the path to becoming an IVC Community Education Presenter.

Information you should know:

· Compensation for presenters contracted with IVC Community Education Program is based on a 50 -50 split of the course fees collected. Presenter’s compensation is prepared once fees, onsite registration forms, and attendance rosters have been completed and returned to IVC
· Material fees can reflect only those materials directly received by students.

· Courses offered through the program will be posted on the IVC Community Education website. In addition, courses may be advertised in our brochure based upon limited space, which is sent out to local residents and businesses. Although some publicity is provided by Irvine Valley College through the website and other methods, instructors are highly encouraged to publicize their classes and recruit additional students independently.

· In order to assure the quality of the classes that Community Education program provides, Irvine Valley College reserves the right to observe classes at any time.    

· Depending on the level of risk to participants in classes, Irvine Valley College may require instructors to provide professional liability insurance.

· All presenters working with minors under the age of 18 are required to complete fingerprinting through IVC Human Resources.

If you have any further questions regarding the Community Education program or becoming a presenter please contact me at 949-451-5226.

Sincerely,

David Anderson
Director of Extend Education
Attachment

IVC

Irvine Valley College Community Education

5500 Irvine Center Drive A 304, Irvine, CA 92618

Presenter and Course Application

Instructor Information

Date:  __________________


Session: ____________________________

Business Name (if applicable):_______________________________________________

Name: _____________________________ Soc. Security/Tax ID #:_________________


First


Last

Address: ________________________________________________________________



Street


 City



State
   Zip

Work Phone: _____________________ Home Phone: ___________________________

Cell Phone: _______________________ Email: ________________________________     
Releasable: Yes___     No____

Please list qualifications to teach the course(s) including experiences, licenses held, certificates or degrees in the proposed subject matter. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Please list other teaching experiences. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Educational institutions attended.

________________________________________________________________________

 Institution


Degree(s) certificate(s)


Year

________________________________________________________________________


Institution


Degree(s) certificate(s)


Year

________________________________________________________________________


Institution


Degree(s) certificate(s)


Year

Do you currently have professional instructor liability insurance? Yes______ No_____

Please provide 3 professional references relating to the subject matter.
1. Name: ___________________________________________________________

Company: ___________________________________________________________

Title:         ___________________________________________________________

Phone:      ____________________________________________________________

Email:      ____________________________________________________________

_____________________________________________________________________

2. Name: ____________________________________________________________

Company: ____________________________________________________________

Title:         ____________________________________________________________

Phone:       ___________________________________________________________

Email:       ____________________________________________________________

_____________________________________________________________________

3. Name: ____________________________________________________________

Company:  ___________________________________________________________

Title:        ____________________________________________________________

Phone:      ____________________________________________________________

Email:      ____________________________________________________________

____________________________________________________________________

I authorize you to contact these references regarding my application. Yes____      No____
Short Course Information (Duplicate this section to propose additional courses)

Proposed Course Title: _____________________________________________________

Please give a brief description of the course, as you would want it to appear in the program publicity. (Approximately 50 words in length) ________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
Expected Learning Objective ________________________________________________________________________
________________________________________________________________________

How will you determine if this goal has been realized? 
________________________________________________________________________

________________________________________________________________________

What efforts will you make to promote this course? ________________________________________________________________________
________________________________________________________________________

Which category and subcategory will your class best fit within? 

Category: _____________________
Subcategory: ______________________________

Suggested Cost $________________   
Discounts for?   $ ________________

Materials Fee    $ ________________
Are there any materials required for the students?  Yes___ No___ 
If yes, please list ________________________________________________________________________________________________________________________________________________

Preferred days of the week for sessions: _______________________________________

Preferred time of day: _____________________________________________________

How many sessions desired per week? ________________________________________ 
Length of each session: ____________________________________________________
Are their prerequisites for this class? Yes_____ No_____     
If yes, please list__________________________________________________________
________________________________________________________________________

Are there any age requirements? Yes____ No____   
If yes, please list ______________________________

Are there any gender requirements?   Yes___ No___
 If yes, what are they? __________________________

How many students in your class?

Maximum: ___________ 
Minimum:  ___________

Will you provide handouts to the students? Yes____ No____   
If yes, please attach a sample.

What kind of facility/room setup is needed for this class: ________________________________________________________________________
Please list equipment/software needed for this class: ________________________________________________________________________
________________________________________________________________________

Where in the past three years have you taught this class?

________________________________________________________________________Location




Dates




Fees

________________________________________________________________________Location




Dates




Fees

________________________________________________________________________Location




Dates




Fees

Send completed application to the attention of the IVC Community Education Department

5500 Irvine Center Drive A 304, Irvine, CA 92618
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10 STEPS TO OFFERING A 

COMMUNITY EDUCATION CLASS



*Return applications to:


Irvine Valley College Community Education

5500 Irvine Center Drive A 304

Irvine, CA 92618
3. IVC evaluates the proposal, considering things such as community needs and student benefits.





10. A post class evaluation is held and future planning needs are discussed.








9. Class is held.





7. Class details are finalized and submitted to the board.





6. More detailed class information is gathered, such as desired locations and dates.








4. Interview with potential instructor.





1. Pick up a class proposal and instructor application form.





5. Contracts are negotiated and an agreement is formed.





8. The class is marketed, flyers are put out, it is published in the brochure and press releases are made.





2. Complete class proposal form and instructor application and return it. *








