University of Hawaii, Windward Community College
Office of Continuing Education and Training

OCET Office Fax:  (808) 235-7434 ( Phone:  (808) 235-7433

New Course Proposal Form

1.
Course Title 



2.
Course Description  (Try to limit to one paragraph.)


3.
Number of Hours Required to Cover the Material:  
4.
Days and Times (Please provide several alternatives.)



5.
Room (Will you need a special room or equipment?)

 FORMCHECKBOX 
 General Classroom

 FORMCHECKBOX 
 Music Room

 FORMCHECKBOX 
 Open Room (no chairs)

 FORMCHECKBOX 
 Computer Classroom 

 FORMCHECKBOX 
 Executive Boardroom


Describe any special needs:



6. 
What is the minimum amount that you’ll accept in terms of compensation?



7.
Do you have a suggested fee for your course?  If so, please indicate in this space:         
8.  
Will you require a special lab fee for supplies or consumable material?

 FORMCHECKBOX 
 Yes 

 FORMCHECKBOX 
 No 


Please indicate the amount that you will charge for the lab fee:      
9.  
Please attach a résumé that includes the following information:

· Educational background

· Work experience if relevant to course proposal

· Teaching experience relevant to course proposal

· Three Hawaii references and their phone numbers and/or e-mail addresses.

Mail to:  Office of Continuing Education & Training



Windward Community College



45-720 Keaahala Road



Kaneohe, HI 96744  

Drop off:
Office of Continuing Education & Training


Windward Community College


Hale Kuhina Building

