Purdue University North Central
Office of Continuing Education

Thank you for your interest in teaching a non-credit course with PNC. We look
torward to learning more about your ideas. Existing courses may be reviewed at
www.pnc.edu/ce.

The following is general information about the application process and a Course
Proposal Form. After we receive your completed form, we will review the information
and contact you. In the meantime, if you have any questions about the process, call our
Westville staff, Ted Soeka or Denise Sola, at (219) 785-5343, or our Valparaiso
Academic Center staff, Phyllis Dranger or Darlene Livingston, at (219) 531-4200.

General Information

Westville Campus Staff
Ted Soeka — Manager Continuing Education Programs
Denise Sola — Secretary

Oftice of Continuing Education
LSF Building, Room 104
1401 S. U.S. Hwy 421
Westville, IN 46391
Toll free within Indiana: (800) 872-1231, ext. 5343

(219) 785-5343

Fax: (219) 785-5418
conted@pnc.edu
www.pnc.edu/ce

Oftice Hours: Monday — Friday, 8 am. — 5 p.m.

Valparaiso Academic Center Staff
Phyllis Dranger — Manager of Continuing Education Programs
Darlene Livingston — Secretary
600 Vale Park Road South
Valparaiso, IN 46383
(219) 531-4200
Fax: (219) 462-4828
vac@pnc.edu

http://www.pnc.edu/portercounty/

Office Hours: Monday — Friday, 9 am - 6 p.m.



Proposal Deadlines

The Oftice of Continuing Education generally schedules courses in line with the
traditional semester format here on campus. This, however, is not mandatory. We are
willing to work with flexible scheduling. A class may have any number of meetings for
any length of time. We do, however, have deadlines for printing purposes. Currently,
we produce 3 course catalogs each year. The deadlines for course proposals each
semester are as follows:

Spring Semester: January — April
Course Proposal Deadline: October 8

Summer Sessions: May - August
Course Proposal Deadline: January 31
Fall Semester: September — December

Course Proposal Deadline: April 29
Classes can be held here at the Westville campus or at our Valparaiso Academic Center.

We are also able to negotiate other locations if those are more appropriate for your
course.

Role of the Teacher

The teacher’s responsibilities are to design the course, effectively present the course
information as described in the course catalog, demonstrate positive leadership during
the class, and maintain positive relationships with students. Teachers will also
recommend the appropriate number of class meetings needed to cover material, times to
offer the class, course materials, and the maximum number of students acceptable for
the class. Recommendations will be discussed and modified to fit the needs of the
teacher and the department.

Role of the Office of Continuing Education

Continuing Education staft will approve course proposals and materials, handle room
assignments and technology needed for presentations, process registrations, set course
tees and budgets, and produce publicity for the courses. We do all of your copying and
can order materials and course books for you. We also process your contracts and
human resources forms, for example your tax forms.

Instructor Selection Process

You may apply to teach at any time. Courses will be finalized by the dates given under
“Proposal Deadlines.” To apply for a position teaching with Continuing Education,
submit a completed Course Proposal form along with your resume or call us for an
application. If you have questions, we are glad to assist you in completing the form. If
you are proposing more than one class, please fill out additional forms, one for each
course you are proposing. Return the forms via mail, fax, or email. Instructors will be
evaluated by their students and by the Continuing Education staff to ensure we are
providing quality courses at the level expected of a university.



PURDUE

UNIVERSITY Office of Continuing Education
NORTH CENTRAL

Non-credit Course Proposal Form
For deadlines, see prior information.

Suggested Course Title:

Suggested Course Catalog Description:

Description of potential students:

Provide a list of course objectives by completing the following sentence:
Upon completion of this course, students will be able to...

1.

What previous knowledge or skills should a student have before taking this class?

What should the students bring with them to the first class?




In what semester should this course be offered?  Spring Summer Fall

Preferred time (Subject to room availability):
Preferred day: Monday Tuesday Wednesday Thursday Friday Saturday Sunday

Number of sessions: Maximum number of students:

Indicate any special room facilities needed (subject to availability):

Indicate any A/V equipment needed and the session for which each item is to be used.

List any books which students will need for class. List the title, author and ISBN #, along with an
approximate cost. Also, list any special materials the student may have to buy, the place where
any special material or supplies can be ordered by the student, and approximate cost.

Promotion of Business Disclaimer

The Office of Continuing Education is responsible for the content, quality and integrity of
the programs it offers. As a public institution, the university must always maintain an ethical and
impartial position. We ask you to cooperate with the university policy by not promoting,
soliciting, or selling any products or service during the instructional period.

To help ensure that students receive an excellent learning experience, instructors are
required to provide classroom instruction only on generic terms. As such,

* All class examples and illustrations should be generic.

* Instructors should not give sales pitches or offer details about specific products or services
in which they have a financial interest.

* Instructors should not distribute flyers from the personal business during class.

* At the request of the student, instructors may make business literature available before or
after class.

* Instructors may not use class rosters for business solicitation of any kind.
Please sign below to indicate your understanding of these terms and conditions.

Name: Date:

Personal Information

Name:
(last) (first) (initial)
Address:
(Street) (City) (State) (Zip)
SS#: Daytime Phone: Nighttime Phone:
Email Address:

Please attach a brief biography that can accompany promotional material.



