To propose a course, please use the template provided to ensure that we have all the necessary information. Fill out ONE form for EACH proposed course. Please include your contact information (phone number and email) below. You can email your proposal(s) to mzikovitz@yahoo.ca 

Instructor’s Name and contact information:

Session ie Fall, Winter: _______________________________________________________________
Title of Course: _______________________________________________________________
Description of Course: (We may edit descriptions.)
Class time preferences:

Day of week 
1st choice: ____________________________



2nd choice:____________________________

Time of Day
1st choice:_____________________________



2nd choice:____________________________

Number of classes:_________________________________

Actual Dates:______________________________________
           Total # of Hours:____________________________________
Minimum # of Students: ________________

Maximum # of Students:________________

Supply lists:

Please list below all supplies that students will need to purchase for this class. Be specific about sizes, brands, estimate costs and possible stores for purchasing supplies. Please identify the items that students need to bring to the first class.
If you will be providing supplies for students (ie: items that you need to order or purchase in bulk), please list the supply/material fee per student and a breakdown of what this fee will include.

Artist Bio:

If you do not currently have a biography on file with us, please write a short paragraph about yourself (50-80 words) to be included possibly on our website.
Please submit images of your work with each proposal for reference and to be used on our website
Guidelines:
Cost/Pricing Fee Formula:

· Courses Fees are calculated at $10 per hour, per student. For Example a 6 hour course will cost the participant (member) $60.00.A non-member would pay $75.00. A 4 hour course would cost the member $40.00 and non-member $50.00.
· Additional Non–member fees are applicable: 

            2 -3 hours – additional $5.00

            4-5 hours –additional $10.00

            6 hours and more additional $15.00

· Material/Supply Fees: can be included in your pricing or listed as a separate cost.

Using the example above – Course Fee of $60.00, additional material Fee of $20 will be collected by instructor at the beginning of the class.  OR Course Fee is $80.00 (includes materials)

Minimum and Maximum #s:
· Instructors Rate is $30.00 per hour (preparation and set up time are not included so when calculating your material fees you may consider adding $)

· $30.00 Instructors Rate will come into effect September 1. Currently the Instructors Rate is $27.00.

· Minimum # is set at 4. Instructor may choose to take a cut in payment and run course with less #s.

· Maximum # is set by instructor, taking into consideration space available in the gallery and equipment availability.

Registrations:

· Once course outline has been approved. We ask instructors to manage their own registrations (collecting of fees), adhering to our registration and cancellation policy. Most instructors manage and track payment through e transfer.
· Once the course has successfully been delivered, the instructor is to provide an invoice to the treasurer, who will issue payment via cheque once invoice is approved. Currently our banking does not allow for numerous e transfers without fees.

· A registrants place is only secured once payment has been received. 

Timeline:

· After course has been approved and date of course confirmed, Instructor will email membership providing details of the course, including details of our cancellation policy. Instructor can then also email to their database if applicable. 
· Instructor will also submit course details and image to Janet Porter to post on our web-site and to Elfi Berndl to post on our Facebook page.
· Update to executive 2 weeks out.
Other considerations:

· If course is weekly please design course in such a manner that participants take their projects home if possible. 

· If utilizing guild equipment ,please ensure that equipment is not tied up indefinitely, being mindful that the use of equipment  is one of the benefits of membership.
