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Request for Online Class Proposals

Writers are cordially invited to submit course proposals to teach online for The Loft Literary Center, the nation’s largest independent literary arts organization. Normally classes may be scheduled for six to twelve weeks.
For the summer of 2012 we are also inviting teaching artists to submit proposals for “crash courses,” self-paced modules that learners could take on demand, with more emphasis on content and less on class interactions. 
Submission & Deadline Requirements
Download and complete the online class proposal template (available at https://www.loft.org/for-writers/teaching-at-the-loft/teaching-online). Email the completed document to kscaletta@loft.org. To have a class considered for Summer 2012, please submit your proposal by December 16, 2011. 
About the Loft’s Education Program

For 36 years, the Loft has been the place where “writers learn from other writers.” The Loft offers hundreds of classes, workshops, retreats and writing conferences at its home at Open Book in the Twin Cities and at libraries throughout the west metro through our partnership with Hennepin County Libraries. An average of 4,500 people of all ages, backgrounds, and interests enroll each year. 
Loft teaching artists are key to fulfilling our mission of supporting the artistic development of writers and fostering a writing community. Our teaching artists inspire, challenge and support our students as they develop their craft.

The Loft’s education program features offerings in poetry, fiction, creative nonfiction, children’s literature and young adult literature. We also invite course proposals for screenwriting, blogging, teleplay writing, spoken word, performance poetry, graphic and comic book storytelling, ‘zines, magazine writing, and humor writing, among many others. Courses may range from general overviews of a genre (e.g., Fiction for Beginners), to a specific focus (e.g., Narrative Poetry), to topical themes (e.g., Essays on Nature). Courses may also focus on categories of a genre, such as mystery, thriller, romance, and science fiction. In addition to teaching the art of writing, the Loft also provides offerings on the business of publishing, the realities of the writing life, and classes and workshops designed to start and sustain the writing process. 
Who are Loft Students?

Students run the full range of writers, from beginners testing the literary waters to advanced writers focused on specific issues of craft. Some students have no interest in submitting their work for publication while others have been published and/or hope to be published in the future. Expect a wide age range in adult classes–from young adults to senior citizens. We are currently not accepting proposals for youth classes to be taught online.

Are Loft classes for beginning, intermediate or advanced writers?

Educational offerings are tailored to writers at all levels of development, including:

Absolute Beginners. These students are interested in writing, but they are often reluctant to describe themselves as writers and may view themselves as not ready to take a beginners’ class. In addition to teaching the basics, making these students feel at home at the Loft and building their confidence as writers are priorities for teaching artists working with absolute beginners. 
Beginners. These students are ready to take the leap into creative writing and are eager to learn the basics. Providing them with the fundamental building blocks and basic tools of creative writing is a priority for teaching artists working with beginners.
Intermediate. These students have learned the basics and want to take their writing to the next level. Students may be interested in improving earlier works or trying their hand at new works that build upon their understanding of the basics.

Advanced. This is a growing area in the Loft’s education program. Advanced writers typically look for thorough and constructive review of their writing along with strategies and ideas for effective revision. These classes may be open enrollment or the teaching artist may require potential students to provide work samples for admission.
For All Levels: Providing potential students with a clear class description of the level of writing expected of students is key to successful enrollment. Teaching artists will also need to be flexible to meet the needs of students who self-select their writing level.
In short, educational offerings run the gamut, from personal enrichment to professional development. All offerings focus on the art and craft of writing, the realities of writing, and the creative process. The Loft does not offer therapeutic writing classes or support groups.

What is the Loft looking for in a Teaching Artist?
The Loft is looking for excellent writers who are passionate about teaching! Teaching artists may have taught at the Loft for years or may be brand new to the organization. As an independent literary arts organization, the Loft contracts with teaching artists who know how to work with students seeking personal enrichment as well as teaching artists who can work intensively with advanced writers seeking initial or further publication.
As writers teaching writers, Loft teaching artists have experience and knowledge to offer writers who are learning, and have demonstrated in their class proposals that they have achieved or surpassed the level at which they propose to teach. Achievement may be demonstrated through teaching experience, class evaluations, publication credits, writing awards and honors, and/or degrees in creative writing. 
Online teaching artists will be asked to participate in training and/or describe their past experience and training in teaching online.

How much are teaching artists paid?

Teaching artists are independent contractors paid per class. Online teaching artists are paid $15.50 per student per week. For example, a 12-week online class with 17 enrolled students will pay $3,162.00. 
The Loft covers the costs of our sliding fee scale (you are paid $15.50 per student per week regardless of where the student falls on the sliding fee scale), all necessary insurances, member discounts on tuition (10%), and all costs in hosting and maintaining the online course website.

Tuition alone does not cover the cost of the Loft’s sliding-fee classes, which are made possible, in part, through support from the Minnesota State Arts Board and The National Endowment for the Arts, donations from individuals, and grants from foundations and corporations.

How do I propose a class?
Complete the online class proposal template and email to kscaletta@loft.org. You can download this at https://www.loft.org/for-writers/teaching-at-the-loft/teaching-online. 
How are course proposals judged?

Loft staff work with a committee of teaching writers to review proposals. Our goal is to offer a diverse range of offerings by gifted writers which are tailored to students at various levels of development. The leading reason why a proposal is declined is because the teaching artist failed to provide enough detail about teaching methods and/or how class time will be organized. Please note: the class proposal process is extremely competitive. The more information you provide, the better your chances at being invited to teach your class. The online program also considers the ability to market each online class to a national audience. 
When do I find out if my course proposal has been approved?
If a proposal is of interest, but needs further development, we will email you.
Is there a risk that my course could be canceled?

Unfortunately, yes. If the minimum enrollment is not achieved, the class is canceled, typically five business days before the scheduled class opening. For online teaching artists, this may mean preparing the class website before you know if it will be offered. However, your site will remain available for future use. 

All teaching artists must read and accept the following terms and conditions of teaching at the Loft Literary Center:

Supervision and Performance Review
Given the Loft’s small staff size, you will receive minimal supervision unless requested by yourself or in response to student requests. Education staff encourages your questions and comments, and wants you to bring to our attention any issue that needs resolution: everything from technical issues affecting your class website to a concern regarding an individual student. 
Our main evaluation tools are student evaluations. We will conduct an online survey of your students and send you an email with a summary of their evaluation. It’s a good idea to survey your students midway through the class in order to proactively address any concerns or issues, and to build upon what students feel are the most helpful elements of the class. This is even more important in an online environment where you lose many of the visible cues as to how a class is doing. Feel free to contact Kurtis Scaletta (kscaletta@loft.org; 612-251-2593) with specific questions.

Your class website will be visited by Loft education staff in response to student queries or to observe your online teaching style. We do respect the privacy of your students and will not share any aspect of your site outside of the Loft staff and board without express permission from you and your students.

In Case of Illness or Emergency

· If you need to go offline to deal with illness or other emergencies for more than a few days, please email kscaletta@loft.org or call 612-215-2593 in addition to notifying your class. 
· If you are unable to tend to your class website for a week or more, we will extend the class availability accordingly. 
· If you can no longer teach the class, we may seek a substitute teaching artist for the course.

· You may not secure a substitute teaching artist for your class without prior consent of the Loft education staff.
· You are expected to teach the entire online class yourself except in cases of illness or emergency.
Policy on Sexual Harassment. 

Prohibited sexual harassment includes unsolicited and unwelcome contact that has sexual overtones. This includes any online communication that has sexually suggestive or obscene comments, threats, slurs, epithets, jokes about gender-specific traits, sexual propositions or inappropriate images, video, or audio files. Sexual harassment also includes continuing to express sexual or social interest after being informed directly that the interest is unwelcome.
Criminal Background Check Requirements
The Loft Literary Center is required by its policies and its insurance carrier to conduct a criminal background check on anyone who will work, in any capacity, with minors. Teaching Artists who refuse the criminal background check will not be eligible to teach classes for children and/or teens.
Student Privacy

Loft teaching artists are expected to respect the privacy of their online students. This includes sharing names and contact information (including email addresses) of any participant with anyone without express permission, and re-posting of discussions, chats, or creative writing by any student without permission. This also includes sharing access to the class website with anyone who is not registered, though you may work with Loft education staff to make short-term access available to a guest who helps attain the goals of the class (e.g., an author or editor may do a Q&A with your students). Teaching artists should also keep students mindful and respectful of one another’s privacy. 
Copyright Policy
Loft teaching artists are expected to understand and comply with laws regarding the use of copyright-protected material in their classes. Please see http://www.lib.umn.edu/copyright/fairuse for more information about what constitutes “fair use” of material in an educational setting. In particular, note that posting copyrighted materials such as stories, poems, or essays in their entirety is often not considered fair use, particularly when it affects market value of that work. For example, you should not make digital copies of entire texts and share with your class for free, though you may copy short excerpts and provide with attribution. When possible, you are encouraged to link to stories and articles instead of posting directly to your website. Teaching artists should also keep students mindful of copyright laws. 
Policy on Controlled Substances

You may not log in to your course website or have other contact with your students while under the influence of alcohol or other drugs. This prohibition includes all forms of alcohol, narcotics, depressants, stimulants, hallucinogens, marijuana and other mood altering substances or substances that could affect job performance. This policy is not intended to include proper use of medically prescribed or over-the-counter drugs, nor is it intended to include coffee, tea, or tobacco.
For further information, please contact: 
Online Education Program Manager Kurtis Scaletta (kscaletta@loft.org)
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