	6/3/2015
PROGRAM   WRITE-UP  FORM FOR RETURNING INSTRUCTORS
Instructor Information
[bookmark: Text1]Instructor name Click here to enter text.		E-mail  Click here to enter text.		
Phone  Click here to enter text.		  Cell  Click here to enter text.	
Mailing address  Click here to enter text.	
May we list your phone number on flyers and other class information?  ☐Yes    ☐No
May we list your email on flyers and other class information?  ☐Yes    ☐No    
I understand that this program will be reviewed by SWPRD before approval. Upon approval, instructor must fill out and comply with contractor agreement forms. All instructors working with youth or vulnerable adults are required to complete and successfully pass a criminal history background check. SWPRD reserves the right to cancel a class if minimum or quality standards are not met.
Name ___________________________________________ 		Date____________________

Program Information
Title of program (20 characters or less)  Click here to enter text.			Comment by Carrie: It’s important to catch your audience’s attention with an informative title.  Short and catchy titles are easy to identify and remember.  Avoid being too creative as it may become confusing to the reader.
Subtitle of program (optional, 30 characters or less)Click here to enter text.		Comment by Carrie: Catch your audience’s attention with an fun subtitle or slogan.  Short and catchy titles are easy to identify and remember.  Avoid being too creative as it may become confusing to the reader.
Program description (for publications, 50-100 words)  Click here to enter text.		Comment by Carrie: This is what will be listed in the marketing materials (may be revised by program coordinator). These need to be thorough, but concise.  List the benefits of the program, including the intangible ones (convenience, builds stamina, instills confidence) and tangible ones (quality instructors, brand name equipment). Have someone completely new to the program evaluate the description for weaknesses.  Use active verbs, avoid past tense.  If you are using a description from a previous guide, be sure to update the information. Make sure that you will be able to deliver everything that you write here.
Additional course details (500 characters or less)  Click here to enter text.		Comment by Carrie: Anything else you think we might like to know, but may not necessarily be included in publications. Also, anything that didn't fit in the program description question.
Any relevant websites  Click here to enter text.	
Age & skill level of participants  Click here to enter text.	  	Comment by Carrie: Determine the age group for your program.  Be clear and specific.  If there is a special reason for setting limits, make a note of this.  They will be the ones who may be questioned or asked to “bend” the rules. If designating the group by grade in school, be sure to say grade they will be in at time of program.  Ie, for a summer program, "entering grade 5". In general, we prefer not to limit by gender unless we are able to provide the same service for the other gender.

Preferred location, room or facility  Click here to enter text.			Comment by Carrie: The location of the program should be clearly identified with an address if necessary.
Are there any pre-requisites for class?  Click here to enter text.	
Start date of program  _________________  End date of program _________________
Day(s) of week  ______________  Start time _______________  End time  Click here to enter text.	
Dates excluded from the regular schedule (holidays, early release etc) Click here to enter text.	
Maximum # students  ______    Minimum # students  ______   (May be assigned by SWPRD)
Registration deadline (optional) Click here to enter a date.
Suggested registration fee per participant  Click here to enter text.	  	Comment by Carrie: This is the fee to charge per person. Contract instructors typically receive 80% of this registration fee, or what is agreed upon in the contract.
Should retail sales tax be charged on this registration fee? ☐Yes  ☐No  ☐Unsure 	Comment by Carrie: If it is determined that sales tax must be charged, we will add this to the fee, and you will not invoice us for this part of the fee. For more info, see  HOUSE BILL 1550 re. TAXES--AMUSEMENT, RECREATION, AND PHYSICAL FITNESS SERVICES  http://lawfilesext.leg.wa.gov/biennium/2015-16/Pdf/Bills/Session%20Laws/House/1550.SL.pdf 

Supply list for participants (items that they bring to the program themselves)  Click here to enter text.	
	
Additional materials fee, if any $  ______  Materials fee provides  Click here to enter text.		Comment by Carrie: The materials fee is paid by student directly to instructor, usually at the first day of class. SWPRD does not take a percentage of this fee. Materials fees are typically for items purchased specifically for each individual participant, and usually are something they get to keep. SWPRD may request to see receipts as a proof of purchase. If you're purchasing something for the whole group, this should be built into the cost of the program fee rather than a materials fee.

Instructor Introduction (275 characters or less) Include your training, certifications, accolades, and experience as it relates to this class Click here to enter text.		Comment by Carrie: A little blurb about you to include in promotional materials. Speak in the third person. It’s a good idea to list if you have special creditials, certifications or extensive experience or accolades that will attract attention. 275 characters max.

Images
[bookmark: _GoBack]A picture is worth a thousand words! Please submit any helpful images by email to programs@whidbey.com 



General Information

As a class instructor, referred to from this point on as “Contactor”, you agree to the following if your program is accepted: 

1) The Contractor will provide services in accordance with the provisions in the program description as detailed in the updated program proposal.
2) Contractor will receive payment after the class has been completed. Payment reflects the agreement in the contract. 
3) Contractor must submit an invoice/bill in order to be paid. SWPRD will make payment to the contactor within 45 days of receipt of the Contractor’s invoice.
4) The contractor understands that no insurance of any kind is provided to the contractor by SWPRD.
5) Contractor agrees to hold the class or activity if the minimums are met by pre-registration deadline. If no pre-registration deadline is indicated, the instructor will show up at the first meeting of the class, regardless of pre-registration numbers.
6) SWPRD agrees to provide space for the activity if available, and publicity for the activity by advertising in the Activity Guide publication. 
7) SWPRD will provide prior to the start of class a list of participants, upon request. Contractor agrees to not allow any participant unless they have registered and paid fully.
8) Should changes in the class time or location be made either as a result of the instructor or SWPRD, both SWPRD and the instructor will work to rearrange the class with the participants.
9) SWPRD is not responsible for the damage to any equipment that is the personal property of the instructor used in performing the services.

Contractor  Signature______________________________________________   Date____________________
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