Keene State College
Division of Continuing Education
Summer Course Proposal

Summer Course Approval Process: summer course planning should incorporate input from your department in order
to provide students with a balanced schedule of program offerings and options. Proposals must be approved by your
Department Chair/Coordinator prior to submitting to the Continuing Education/Summer Session Office.

Enrollment Capacity: summer enrollment is set at the same capacity established during the regular academic year.
Adjustments must be approved by your Department Chair/Coordinator prior to submitting a course proposal.

Name: SS#

Mailing Address:

Home Phone: Campus Extension: Email Address:

New Instructors: please list your date of birth , attach a copy of your resume, and contact the
Continuing Education office to complete the necessary employment forms to ensure timely processing of your contract.

Course Information: (one per proposal form please)

COURSE # SECTION CREDITS COURSE TITLE
SCHEDULING @ PLEASE INDICATE PROPOSED SCHEDULE
Term1 Term 2 Term 3 (12 weeks)
[ 6 weeks: 5/17-6/25 L] 6 weeks: 6/28-8/6 (1 5/17-8/6
[] 4 weeks: 5/17-6/11 L] 4 weeks: 6/28-7/23
6 Weeks: 4 \Weeks:
4 days/week - MTWR 2 days/week 4 days/week - MTWR
1 8:00 am - 10:10 am MW or TR (circle one)
g 10:30 am - 12:40 pm [] 8:00 am - 12:20 pm [ 9:00am - 12:30pm
O 1:00 pm - ?'10 pm [ 1:00 pm - 5:20 pm ] 1:00pm - 4:30pm
3:30pm - 5:40 pm [ 5:40 pm - 10:00 pm ] 6:00pm - 9:30pm

[ 5:40 pm - 7:50 pm

12 Weeks: Summer Institutes Weekend — 1 Credit
Circle one: - MW TR Start Dat Friday 5:00 - 9:30 pm &
art bate . - B
[ 8:00 am - 10:10 am - Saturday 8:30 am - 6:00 pm
(] 3:30 pm - 5:40 pm EndDate_ Start Date
[ 10:30 am - 12:40 pm
[ 1:00 pm - 3:10 pm Day(s) End Date

[] 5:40 pm - 7:50pm Times:

Room Features/Equipment (Note: all media must be scheduled directly through the 1.T. Help Desk at ext. 82532):

SEE OTHER SIDE



COURSE DESCRIPTION

If the course being proposed is not listed in the current Keene State College catalog, please email a description to
Steve Kessler at skessler@keene.edu; for example a 290 (Special Topics), 490 (Advanced Special Topics), 495
(Seminar). Please include a brief description of your instructional style/course format. (e.g. lecture, lecture and
discussion, individual project focus, group work focus, self directed study, or other).

New Description L] (email skessler@keene.edu) On File ? [ Catalog Description []

(TERM)
COURSE SYLLABI
Keene State College now requires that all course syllabi are collected and maintained in digital format. Please submit
your syllabi to the Continuing Education/Summer Session Office by the end of your first week of classes. Email the
syllabi to continuing-ed@keene.edu.

MINIMUM ENROLLMENT

Summer courses are based on a minimum enrollment of six students. Faculty may elect to teach an under enrolled class
(fewer than 6 students) for a pro-rated salary — see pro-rated scale in Summer Session Policies and Procedures. Faculty
will be contacted one week prior to the start of classes to discuss their options if a course is under enrolled.

TEXTBOOK ORDERS
Instructors are responsible for ordering their textbooks. Orders can be placed online, using your KSC Bookstore 1D
and password, at http://bookstore.keene.edu/. Instructors without a current ID and password should contact Helen
Babonis, the KSC Bookstore manager, at hbabonis@keene.edu or by phoning 603-358-2137.

Signature of person submitting proposal Date
Department Chair/Program Coordinator Date
Divisional Dean Date

P.A.T.s and Operating Staff: My supervisor is aware of and has approved my teaching this course. |:| Please Check.

P.A.T. or Operating Staff Supervisor's Name:

Received by: Continuing Education Program Coordinator Date

RETURN TO: Steve Kessler, Assistant Director, Continuing Education Office, MS 2605

*xx OFFICE USE ***

Room Assignment: |:| Off Campus |:| OSHA Ed Center Notified
Section Bill  $ /CR AR Code: Seat Capacity:
|:| On-Line |:| Contract printed # of Students |:| Sent Student Roster/Evals

Notes:




