GENERIC

COMMUNITY EDUCATION CLASS PLANNING

I can teach this class in:

Boerne
Kerrville
Bandera
Ingram
Class Title


Total No. of Class Meetings

Length of Each Class
hrs

No. of students (min)

(max)

Age limits


Preferred Day(s) of the Week

Preferred Starting Time


Preferred Dates:

1st choice
 2nd choice


Special Location/Equipment 


=========================================================================

Instructor Name 


Address 


Day Phone

email 


=========================================================================

PAYMENT PROCESS: Check ONE (these options are required):

I am NOT a KISD employee - Pay me as contract labor (submit invoice)

I AM currently a KISD employee - I will be paid by timesheet

Please donate my salary back to the program

=========================================================================

SALARY: Check ONE:

Pay me hourly rate of $16 per hour for class time

Pay me a fixed rate of _______ per student

I would prefer other payment arrangements - please contact me

=========================================================================

SUPPLIES: We must know in advance if you will use supplies. Check any that apply:


Type of supply

Approx. cost
Each student must purchase 

@ $

from teacher

Each student must purchase 

@ $

on their own

Include these supplies 
in class tuition
@ $

per student

Include these supplies 
in class tuition
@ $

for entire class

Must attach a new supply list (if used) - EVEN IF it's the same list you gave us before

=========================================================================
Attach a 100-word description of your class that can be used in the brochure. (see enclosed samples)

It’s how we sell your class! It is also how we place students at the correct level.

Attach a one-page course outline or synopsis.
Attach a short (25 words or less!) biography relating to your expertise and experience in the subject

IF you are teaching somewhere besides the school or center, attach driving directions or map
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Price ________________


Loc __________________


Entered _______





Office Use





Salary _______________











