Southland Community Education Class/Activity Planning Form

Name: _____________________________________		Phone: _______________________ 
Email: _________________________________________________________________________
Address: ________________________________________________________________________ 

□ I would like to teach a course listed below. 
□ I can’t teach a course listed below and would recommend this person as a potential instructor:
[bookmark: _GoBack](The person listed below has been talked to and expressed interest in teaching)

Name: ______________________	Phone or E-mail ________________________
 
Class Title: _______________________________________________________________________
ClassDescription:____________________________________________________________________________________________________________________________________________________

Information Below is filled out by teacher/instructor: 
Ages/Grades class is for:_____________________________________________________________ 
Number of Classes: __________ Preferred Time of Classes: ______________Length of Class ________
Minimum/Maximum Class Size: ________________________ Preferred Day: _____________________
Dates Class will be offered: _____________________________________________________________
Room or Venue Requirements: ___________________________________________________________
(If requesting district property (Building or athletic field) for instruction a ISD 500 Southland Schools Facility Use Request form is required)
Transportation to and from activity/course:  _________________________________
(If District transportation is requested, a Southland 500 Field Trip form is required)
Material and supplies requested from Community Education: __________________________________
Materials and supplies required for participant to bring to class: _________________________________
Approximate cost of supplies if required_______________________________________________
****Community Education determines the price of the class that will be charged. This may/may not be what you suggest as our costs can be required to be added. 

Instructor Fee (check one): 
□ Per Student fee (Negotiated with Community Ed) $____________________________
□ $________ per hour of instruction (If outside funding is secured-Negotiated with Comm. Ed) 
□ Volunteer Basis 
 
Completed class planning form should be returned to Southland (Comm. Ed Programming) 
** Community Education will set the final price for class ** 

Please return completed form to: 
Sam Klaehn
507-582-3568	
sklaehn@isd500.k12.mn.us 
200 Water Street NW
Adams, MN 55909
