Division CE Courses


Call for Division-Sponsored 2012 Annual Conference
CE Courses

Thank you for your division’s interest in presenting one or more continuing education courses at the SLA 2012 Annual Conference and INFO-EXPO, which will take place 15 – 18 July in Chicago.  Please read the instructions below and contact me at csosnowski@sla.org if you have any questions.    
Carolyn Sosnowski, Information Center and E-Learning Manager

Course Proposal Review Process Milestones

19 August 2011
Submission deadline for course proposals

3 October 2011
Notification of accepted proposals completed

14 October 2011
All accepted courses finalized for preliminary conference program

IMPORTANT NOTES: Please complete all of the questions below; incomplete proposals will not be evaluated. Submitted proposal documentation will not be returned. Please use this form for your submission.  Proposals must be written in English.

SLA reserves the right to refuse proposals submitted after the deadline.

PROPOSAL RANKING AND GUIDELINES FOR MULTIPLE SUBMISSION:

· Divisions submitting more than one proposal must rank their proposals in order of preference.

· To ensure high quality review of proposals by the Professional Development Advisory Council, and in effort to maximize enrollment in each course, the number of proposals that each division is permitted to submit will be limited based on division size as follows:
· 0-199 members:  1 proposal (DEDU, DTRN, DAM, DERM, DFAN, DIEB, DPER)
· 200-499:  2 proposals (DCHE, DNWS, DTAX, DENG, DGI, DMIL, DPAM, DPHT, DSOC, DSOL, DST)
· 500-999:  3 proposals (DCI, DITE, DLMD, DAC, DBIO, DMAH, DKM)
· 1000-1499:  4 proposals (DLEG)

· 1500 and above:  5 proposals (DBF)
· To have additional proposals considered, please provide a strong argument for waiving the maximum listed above to Carolyn Sosnowski.

· Submission of a proposal does not guarantee acceptance.  
· We encourage divisions to collaborate with one another and co-host courses
Part I: Course Information

Course Title  ____________________________________________________________________________________________________________________________________

· Title should be concise (maximum of 100 characters, including spaces).  Course titles are subject to editing by SLA for length and clarity.
· Use descriptive words that will both attract attention and convey the focus of the course.
Sponsoring Division(s)  Please indicate which is the lead division
__________________________________________________________________
Course Planner Contact Information*
· Name:
· Division role (e.g. conference planner, CE planner, PD chair):

· Title:
· Organization:
· Address:
· Phone Number:
· Fax Number:
· E-mail Address:
* Please also list the same information for any additional planners from other co-sponsoring divisions
Course Pricing
Please indicate pricing for this course.  Recommended prices are provided below.
	
	SLA Members
	Students/Retired (Members)
	Non-members

	Half-day (8-12 or 1-5; includes break)
	[$199]
	[$99]
	[$299]

	Full-day (8-5; includes lunch)
	[$299]
	[$199]
	[$399]


ADDITIONAL PRICING INFO: 
· The recommended pricing above is meant to serve as a guideline. Divisions may set their own prices for courses within the parameters outlined below.

· Divisions should not price courses below the following amounts for half-day courses:

· $99 for members

· $50 for students

· $199 for non-members

· Divisions should not price courses below the following amounts for full-day courses:

· $199 for members
· $99 for students

· $299 for non-members

· If divisions wish to price tuition more than 33% ABOVE the recommended prices in the grid above, please provide rationale to Carolyn Sosnowski for doing so.

· Once pricing has been approved by SLA, it cannot be changed.
REVENUE SHARE
· To ensure a stronger chance of success for CE’s at SLA 2012 in Chicago, SLA headquarters will no longer conduct its own CE courses, as it has in the past. Please note that headquarters will continue to offer certificate courses. The intent is to reduce the number of CE’s offered, decrease courses that need to be cancelled due to low registration, and increase registration numbers for all courses. SLA will work with the planners to actively promote and market all division courses to the entire membership as part of overall conference and CE promotion in 2012. Divisions will be charged 15% of gross revenues received from all course enrollments to offset these marketing efforts and administration. Please take this fee into account when setting your course prices. 
Course Day - Indicate your first and second preferences
· ______  Saturday, 14 July
· ______  Sunday, 15 July
Course Duration

•    ______  Half Day (4 hours)
•    ______  Full Day (8 hours)

SCHEDULING NOTE:  Although every effort is made to grant schedule requests, this is not always possible. Once SLA HQ approves CE course times, the schedule cannot be changed without the approval of Carolyn Sosnowski (Click University) or Caroline Rives (Events).
Attendance - All courses must accept at least 25 participants

· Maximum number of participants:  _______

· If your teaching methods require fewer than 25 participants, such as computer-based training, please explain and indicate preferred maximum attendance.
· Please note that you may want to impose a participant minimum in order for your division(s) to break even or generate a profit after payment of expenses related to instructor compensation, audiovisual equipment rental, association costs, and food & beverage purchases. 
___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

Audiovisual Equipment – Please indicate the A/V equipment that the instructor may require for the course.  Examples:  microphone, LCD projector and screen, flip chart(s), hard-wired Internet access (wireless Internet access will be provided, but may not be reliable).  Note that actual A/V orders will be added to the online system by the division planner(s).
______________________________________________________________________________

______________________________________________________________________________
New Course - Is this the first time this course has been offered at the SLA annual conference?

· ______  Yes

· ______  No

Repeat Course – If this course has been taught within the past 3 years at an SLA annual or regional conference, provide the following information. If not, write “N/A”:

o
Course Title:

o
Date(s) Taught:

o
Instructor(s) Name(s):

o
Length of Course:


____  4 hours


____  8 hours


____  Other


Attendance:________

Repeat Course Content Evaluation – If the course was offered before, provide specific comments drawn from the course evaluations about the value of the content. If it received critical comments, comment on how you plan to address the problems to ensure a more positive workshop for the participants.

Part II: Course Description and Relevance
Course Description - Provide a clearly articulated 900-character or less description (including spaces) of the proposed course.  If the course is accepted for presentation, SLA reserves the right to edit the course title and description for length and clarity.  The finalized description will be added to the online system by the division planner(s) and published in the online conference planner and in the final conference guide (a virtual publication), and may be used in other marketing materials.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Course Level – Select one of the following:
· ____  Fundamental – Basic concepts for those new to the topic or profession 

· ____  Intermediate – Concepts beyond the scope of fundamentals for practitioners at all experience levels 

· ____  Advanced – New, experimental or complex concepts for experienced practitioners 

Course Relevance - Provide a thorough explanation of how the proposed course complements the scope, mission, and goals of your division(s).  Also specifically indicate how the course’s key objectives connect with the interests of your division’s membership.
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Why Is This Course Worth Offering? – Please respond to at least two of the following questions:
· How does the topic address leading edge and forward- thinking issues?

· How will the topic attract the attention of people outside the profession?

· If this course has been taught in the past 1-3 years, how do you justify repeating it versus introducing new topics?

· How does it provide content for practitioners in new areas (disciplines, applications, technology, etc.)?
SLA Competencies – Identify one to three competencies from SLA’s Competencies for Special Librarians of the 21st Century with which your course connects, and describe how the course will encourage attendees’ learning and professional growth for each competency.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Course Content

Syllabus –Provide a detailed outline of the topics to be covered in the order presented.

Intended Audience and Prerequisites – Describe your target audience.  Provide specific examples of who should attend the course.  Include a list of all prerequisite skills they may require in order to successfully benefit from the course.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Key Take-Aways – Identify three to five core ideas, concepts, or skills that the participants will learn from this course.

1. ____________________________________________________________________________

2. ____________________________________________________________________________

3. ____________________________________________________________________________

4. ____________________________________________________________________________

5. ____________________________________________________________________________

Teaching Approaches – Describe the teaching approaches that will be used to facilitate the delivery of the content, such as group discussion or exercises, case studies, lecture, and/or hands-on computer work.

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

PART III: INSTRUCTOR INFORMATION AND QUALIFICATIONS
Instructor Contact Information

· Name:
· Title:
· Organization:
· Address:
· Phone Number:
· Fax Number:
· E-mail Address:
Additional Instructor(s) 
· Name:

· Title:

· Organization:

· Address:

· Phone Number:

· Fax Number:

· E-mail Address:
Instructor Qualifications

Provide qualitative evidence of the instructor’s demonstrated teaching and presentation skills.  For example:
· Feedback taken from SLA or other course evaluations 

· Anecdotal feedback

· Attach a copy of a relevant biography, including a list of presentations from the past 3 years
PART IV: Submission Information

Send your proposal as an attachment by e-mail to learning@sla.org. SLA can only accept documents in Microsoft Word. In the subject line of your e-mail, please write “Call for Courses Proposal” and the name of the lead division.
Course Proposal Review Process Milestones

19 August 2011
Submission deadline for course proposals

3 October 2011
Notification of accepted proposals completed

14 October 2011
Accepted courses finalized for preliminary conference program

Questions?

Do you have questions about any part of the CE course process?  If so, please contact Carolyn Sosnowski at csosnowski@sla.org or by phone at +1.703.647.4914.
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