Thank you for your interest in teaching at the Loft, the nation’s largest independent nonprofit literary arts center.
If you are proposing a class you have taught at the Loft before and are making no revisions, please complete pages 2–4 and review the terms and conditions on pages 7–8.  The application process should only take a few minutes.

If you are proposing a new class or a revised class, please complete pages 2–6, and review the terms and conditions on pages 7–8.
If you have never taught at the Loft before, please complete ALL sections of the application.

Complete this application form and e-mail your proposal as an MS Word Document attachment to emcpherson@loft.org by 5 p.m. on Friday, December 16, 2011.
After your proposal is received, it will be reviewed by the Loft Education Committee.  Incomplete and late proposals will not be considered.  Loft staff will notify you about your proposal’s status no later than April 1, 2012.
Questions?  E-mail Edward McPherson, Interim Education Director, at emcpherson@loft.org or call Edward at 612-215-2587.
SUMMER 2012 COURSE PROPOSAL FOR ADULT CLASSES

Teaching Artist Name:


Day Phone:



Evening Phone:



E-mail:



Cell:



Address:



Title of Proposed Class:


Proposal Type (underline ONE  only):  ⁯
New Proposal   ⁯

Repeat   ⁯ 


Repeat with revisions

Genre (underline ONE only)

Basics



Children’s/Young Adult Literature

Creative Nonfiction


Creative Process

Fiction





Graphic Novel/Comic Book

Magazine Writing

Multigenre




New Media

Playwriting*


Poetry





Screenwriting




Writing Realities


*Please contact the Playwright’s Center at www.pwcenter.org to inquire about teaching at the Center. The Loft rarely offers playwriting classes.
Course Level (underline ONE only):
Beginning




Intermediate


Advanced/Open Enrollment
Advanced/Submission Required*

Open to All Levels
*Prospective students must submit a writing sample for your review before they can register.
Course Duration (underline ONE only, UNLESS you are available to teach EITHER 4-week class session):

8-Week Class (Begin week of June 17, 2012 and conclude week of August 12, 2012, with no class the week of July 4)

6-Week Class (Begin week of July 8, 2012 and conclude week of August 12, 2012)
4-Week Class (Begin week of June 10, 2012 and conclude week of July 8, 2012, with no class the week of July 4)
4-Week Class (Begin week of July 22, 2012 and conclude week of August 12, 2012)

Single Session Class (1 Saturday during session)
Please Complete If You Are Proposing A Multi-Week Class

Please underline all days and times that you would be available to teach a multi-week class: 

Monday 
6 – 8 p.m.

       
Tuesday
5 – 7 p.m.

6 – 8 p.m.

7:30 – 9:30 p.m.

Wednesday
5 – 7 p.m.

6 – 8 p.m.

7:30 – 9:30 p.m.
Thursday
5 – 7 p.m.

6 – 8 p.m.

7:30 – 9:30 p.m.
Please Complete If You Are Proposing A Multi-Week Class

Please underline your preferred teaching location(s):

Open Book





Hopkins Center for the Arts



Jewish Community Center (St. Paul)


Oakdale Branch Library

Wescott Branch Library (Eagan)


Stafford Branch Library (Woodbury)
Please Complete If You Are Proposing A Single Session Class

1. Total number of hours for single session (minimum 2, maximum 8):

2. Please underline all days and times that you would be available to teach a single-session class: 

July 14



July 21



July 28

August 4


August 11


August 18

Are You Offering a Scholarship? (underline ONE only)
Yes*



No**
*Reduces your pay by one student if the scholarship is awarded. 
**Not a factor in review of proposal.
Please Complete If You Are Proposing A NEW Or REVISED Class

Enter or cut and paste your class description below for catalog and website (maximum of 200 words):

If you are requiring a text for the class, list the title, author, and edition (you may not assign books you have written):

If you will be charging students a copy fee, enter amount per student below (may not exceed $10):

Enter or cut and paste your class syllabus below. (Please note: the Education Committee will deny proposals with cursory, incomplete, or missing syllabi.):

Learning Objectives (required for all courses: What will student learn as a result of having taken this class?):

Enter or cut and paste a sample writing exercise or class activity below:

Course percentages (what percentage of class time will be spent on the following activities):

Note: Workshopping in beginning classes is strongly discouraged without a clear orientation and direction from the teaching artist.  

% Writing Exercises:
% Lecture or Presentation:
% Sharing of Student Work (not a workshop):
% Review of Master Works:
% Other:
% Workshopping*:  
*Workshop guidelines are required.  Enter or cut and paste your guidelines below:
Enter or cut and paste your Teaching Artist Biography below (150 word maximum):

Please Complete If You Have Never Taught at the Loft Before
Professional References (related to your writing and/or teaching):
Reference 1 Name:

Reference 1 Address:

Reference 1 Email:

Reference 1 Daytime Phone Number:

In what capacity do you know Reference 1?

Reference 2 Name:

Reference 2 Address:

Reference 2 Email:

Reference 2 Daytime Phone Number:

In what capacity do you know Reference 2?

Enter or cut and paste your resume with teaching or writing credits below:
Enter or cut and paste writing sample below (5 page maximum):
Please Review Terms & Conditions (Required for New, Revised and Repeat Class Proposals)

Registration

Registration is handled exclusively by Loft staff.  You must direct any student questions regarding registration, transfers, and refunds to Loft staff.  You will be provided with a roster of registered students and will direct any persons who attend your first class meeting, but have not registered, to do so immediately at the Loft. 

Payment

Teaching artists are paid $6.20 per student per contact hour.  For example: 8 week class @ 2 hours per week = 16 contact hours x 17 students = $1,686.40. Many teaching artists set aside a seat in their class for scholarship students (reduces payment by one student).  Generally speaking, a single payment will be made upon class completion for single session classes and classes of six weeks or less.  Two payments are made for classes of eight weeks.  

The Loft covers the costs of our sliding fee scale (you are paid $6.20 per student per contact hour regardless of where the student falls on the sliding fee scale), all necessary insurances, member discounts on tuition, rent for classrooms, scheduling, staffing, advertising and promotion, website administration, student registrations (including transfers and refunds), evening and weekend security, building and lot maintenance, and classroom equipment.

Tuition alone does not cover the cost of the Loft’s sliding-fee classes, which are made possible, in part, through private and public grants and individual donations.

Each teaching artist must indemnify the Loft against adverse rulings by any taxing authority as a result of the consulting contract or of the consultant's failure to qualify as an independent contractor for tax purposes.

Equipment

A laptop projector is available for use, but you must reserve it with Loft staff prior to your class meeting.  It is also recommend you test its compatibility of your laptop with our projector BEFORE your class meets. Come with a Plan B in case of incompatibility or equipment failure.

A CD player is available for use, but you must reserve it with Loft staff prior to your class meeting.

Non-Loft Services

If students inquire about private editing and/or critique services, you are welcome to provide them with information on the services you offer.  However, you are prohibited from using class time for an “infomercial” about services you provide independently.

Class Cancellation

If the minimum enrollment is not achieved, the class is canceled, typically five business days before the first scheduled class meeting.  To help avoid this scenario, feel free to promote your class on your website, to your mailing list, and other networks. You may cancel due to illness or emergency.  If you cancel a course because another opportunity came up or because you have changed your mind about teaching the class, you will be ineligible to teach at the Loft in the future.  Course cancellations can create a negative student perception of the Loft and the professionalism of our teaching artists.

I HAVE READ AND AGREE TO THE TERMS AND CONDITIONS (underline ONE only):
1. YES

2. NO
E-mail this application (MS Word ONLY) to emcpherson@loft.org by December 16, 2011.

Incomplete proposals will not be considered.
Late proposals will not be considered.
Decisions will be communicated no later than April 1, 2012.
1

