BASTYR UNIVERSITY

Continuing Education

Seminar Proposal 
Thank you for your interest in Bastyr University’s continuing education seminars.  This form should be used to propose seminars targeting healthcare professionals.  Our seminars focus on physical, emotional, and/or spiritual health.  Bastyr’s Mission and Vision Statements read: 

Vision – As the world’s leading academic center for advancing and integrating knowledge in the natural health arts and sciences, Bastyr University will transform the health and well-being of the human community. 

Mission – We educate future leaders in the natural health arts and sciences. Respecting the healing power of nature and recognizing that body and spirit are intrinsically inseparable, we model an integrated approach to education, research and clinical service.

Before completing the proposal, we suggest you visit our seminar listings on our website www.Bastyr.edu/Continuing_Education to review our current seminar offerings for examples of descriptions, student learning objectives and presenter bios.
Note that the form has text fields that you fill in.  Just type your information in the gray field boxes – they expand as you type.  If you have questions, feel free to email or call:

Susan Newell: snewell@bastyr.edu or 425-602-3349.
Once you complete this proposal form, email to Susan Newell.  
Your email should include these attachments:
· Completed proposal form

· CV or resume 

· Color photo of yourself (minimum 330dpi in jpeg or tif)

Note: if your photo does not meet our minimum standards, we reserve the right to select a “generic topic-related” photo for your class listing within our publications.
· Copy of certificate of professional liability insurance with a minimum of one million dollars coverage (only if planning to demonstrate treatment techniques on participant volunteers and/or participants are practicing treatment techniques on one another)

· Hour-by-hour program outline 
Deadlines:
Fall: May 1st    

Winter: August 1st    

Spring: November 1st
Proposals are reviewed in order received, so the schedule may fill up long before the deadlines. We suggest sending your proposal as soon as you have it completed. Please allow four to six weeks after receipt for us to respond to your proposal.
Again, thank you for considering Bastyr University as a venue for your seminar!
Certificate, Community & Continuing Education


Bastyr University
Quarter:  Which quarter are you proposing this seminar for?  Please note that proposals are reviewed in the order received.  (Note: we do not offer seminars during the summer months which are mid-June to mid-September.)

 FORMCHECKBOX 
Fall (mid-Sept to early Dec)    FORMCHECKBOX 
Winter (mid-Jan to end of March)    FORMCHECKBOX 
Spring (early April to mid-June)

 FORMCHECKBOX 
Any quarter

Date of proposal:     
Seminar title (A seminar title is very important in promoting the event.  The title should be intriguing, descriptive and succinct.):
     



Presenter Information

Last name:
     
First name:       


Prof/Educ Credential Abbreviations (as they appear after your name):     
If a licensed healthcare provider, please provide the following:

Health Profession:      
License #:      
State:      
Expires:      

Health Profession:      
License #:      
State:      
Expires:      
Street address:     
City:     


State:
     

Zip:     
Email:     

Daytime phone:     

Fax number:     
The URL to your website (if you have one):      
What social media channels are you currently active in?

 FORMCHECKBOX 
 None
  FORMCHECKBOX 
 Facebook
     FORMCHECKBOX 
 Twitter
    FORMCHECKBOX 
 You Tube
 FORMCHECKBOX 
 Other      
Name of contact person (if different from presenter):     
Daytime phone:     

Email:     
If potential participants have questions about your seminar content, would you like us to refer them to you directly? 
 FORMCHECKBOX 
Yes
    FORMCHECKBOX 
No

If Yes, how would you like them to contact you?
 FORMCHECKBOX 
Phone
 FORMCHECKBOX 
Email

Current Bastyr employee?
 FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No

If not a Bastyr employee, you will be paid as an “independent contractor.”


U.S. citizen?

 FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No


If not a U.S. citizen, do you have an ITIN # (individual taxpayer identification number)? 

ITIN#______     
_____
References:  If you have not been a presenter at Bastyr in the past, please provide references of those who can speak to your expertise teaching in this subject area.

Reference #1:  First and last name:     
School, agency or affiliation:     
Daytime phone:     

Email address:     
Reference #2:  First and last name:     
School, agency or affiliation:     
Daytime phone:     

Email address:     


Proposed Dates & Times:

Seminar start date:     

Seminar end date:     
Seminar start - day of week:     
Seminar end - day of week:     
Time start:     


Time end :     

Contact Hours, Fee & Enrollment:

Total hours:        = # teaching hours        + # break & lunch hours      




Suggested participant fee:     


Minimum enrollment:     


Maximum enrollment:     



Proposed Delivery Method(s): 
 FORMCHECKBOX 
 Lecture & discussion only

 FORMCHECKBOX 
 Lecture and presenter demo of techniques* 



 FORMCHECKBOX 
 AOM Needling    FORMCHECKBOX 
 Demo of bodywork technique   FORMCHECKBOX 
 Physical activity

 FORMCHECKBOX 
 Lecture, presenter demo of techniques and students practicing on one another*



 FORMCHECKBOX 
 AOM Needling    FORMCHECKBOX 
 Demo of bodywork technique  
 FORMCHECKBOX 
 Other      
* Presenters who are demonstrating treatment techniques on participant volunteers and/or supervising participants who are practicing techniques on one another will need to submit a copy of current practitioner liability insurance with a minimum of one million dollars along with the proposal.

Prerequisites:  Is there previous training or education required of the participant?
 FORMCHECKBOX 
Yes     FORMCHECKBOX 
No

If Yes, please describe:
     

Target Audience:  

Who is the primary target audience (practitioners) for this seminar?
     
What other practitioners may be interested in this seminar (secondary audience)?
     
Would this seminar be appropriate for the general public? (If so, the material must be taught at the post-graduate practitioner level for CEU eligibility).  FORMCHECKBOX 
Yes     FORMCHECKBOX 
No


Compensation:  Presenter compensation is based on perceived market demand of the topic, seminar fee, anticipated enrollment and other costs (marketing, supplies, materials, and overhead expenses) incurred by offering the seminar.

Requested honorarium:      
Minimum compensation presenter will accept:      
Other requests (If requesting reimbursement for airfare, car rental and other expenses, should the seminar cancel due to low enrollment Bastyr is under no obligation to reimburse SP for these expenses incurred prior to the 14 calendar day “confirmation date” that a seminar is a “go”.)
     

Seminar History:  If you’ve taught this seminar before, please state where you’ve taught it, how much the participant fee was, if known, and estimated enrollment numbers:
     
Materials:

1. Handouts: Bastyr will print your handouts (black and white, back-to-back) and have them ready for participants upon check-in. In this case presenters are responsible for providing a “copy ready” set of electronic or hardcopy handouts at least five business days prior to the seminar.  Bastyr will also retain one hard copy for our program files.

Presenters can also opt to provide the handouts to each participant instead of Bastyr supplying them. However, you will still need to provide Bastyr with an electronic copy before the seminar start so we can print out one set for our program files.

In either case, please remember that you must adhere to copyright laws.  If you need assistance interpreting these laws just let us know, and we’ll put you in touch with the Bastyr Librarian.  

Who would you prefer duplicate the handouts for each participant?

 FORMCHECKBOX 
Presenter    FORMCHECKBOX 
Bastyr

Approximate number of pages:      
2. Materials/Supplies (that you provide): If you are planning to bring materials to the seminar for distribution to the participants, please describe them here:       .

Are you requesting that Bastyr reimburse you for these materials?   FORMCHECKBOX 
Yes
     FORMCHECKBOX 
No


If Yes, please state the cost per person: 
     
3. Materials/Supplies (that Bastyr provides):  If you are demonstrating or treatments are being practiced, please list the supplies you need in the room.

 FORMCHECKBOX 

Massage/Examining Tables – Table/student ratio  _______________________

 FORMCHECKBOX 

Face Sheets

 FORMCHECKBOX 

Table Paper & Tape
 FORMCHECKBOX 

Sheets     # _____

 FORMCHECKBOX 

Blankets  # _____

 FORMCHECKBOX 

Bolsters

 FORMCHECKBOX 

Gloves

 FORMCHECKBOX 

Needles    Brand ___________  Type _______ Gauge_____ Length_____ Quantity ____

 FORMCHECKBOX 

Alcohol

 FORMCHECKBOX 

Cotton

 FORMCHECKBOX 

Biohazard Containers

 FORMCHECKBOX 

Moxa 

 FORMCHECKBOX 

Gowns     # _____

 FORMCHECKBOX 

Other (please specify)
__________________________________________________

4. Materials/Supplies (that participants bring with them): If there are materials that participants are expected to bring to the seminar, please list them:
     
5. Text:  Is there a text that our bookstore should stock prior to your seminar?


 FORMCHECKBOX 
Yes
     FORMCHECKBOX 
No

· If Yes, is text 
 FORMCHECKBOX 
 Optional 
 FORMCHECKBOX 
 Required 
· If Yes, what is the text information?




Title:     


Author:
     


Publisher:     
6. Other Supplies or Materials: Are there other non-text supplies or materials that our bookstore should stock prior to your seminar?


 FORMCHECKBOX 
Yes
     FORMCHECKBOX 
No

· If Yes, is it 
 FORMCHECKBOX 
 Optional 
 FORMCHECKBOX 
 Required

· If Yes, what is the description of the supplies or materials?


     



7. Sale of Materials/Supplies/Books:  Presenters are not allowed to promote their own services or products during a seminar.  Additionally, presenters are not permitted to sell items directly to the participants.  However, we have made some exceptions if the materials are relevant to the seminar and our bookstore is not able to procure the materials.  If you are requesting permission to sell materials, supplies or books, please describe here:


     
Classroom & Equipment Needs:  Please describe your set up and equipment requests:


Room Arrangements:

 

      Technical Equipment:
	       FORMCHECKBOX 
Tables & chairs               



 FORMCHECKBOX 
Auditorium-style fixed seating 

 FORMCHECKBOX 
Room with treatment tables



 FORMCHECKBOX 
Demonstration kitchen 

 FORMCHECKBOX 
Other room type:     

	Bringing my own equipment:      

       FORMCHECKBOX 
MAC  (along with required 5-pin VGA to connect to Bastyr’s LCD)   

       FORMCHECKBOX 
PC

Requesting Bastyr’s equipment:

       FORMCHECKBOX 
 PC Computer 

       FORMCHECKBOX 
 Wireless PC advancer & laser pointer

       FORMCHECKBOX 
 LCD projector

 FORMCHECKBOX 
 Overhead (transparency) projector
       FORMCHECKBOX 
 Lapel microphone

 FORMCHECKBOX 
 DVD player

 FORMCHECKBOX 
 CD player

 FORMCHECKBOX 
 VHS player

       FORMCHECKBOX 
 Floor lamps with dimmers

       FORMCHECKBOX 
Life-size 3-D skeleton

       FORMCHECKBOX 
 Other:     
I plan to use the following software applications and/or audio/visual tools in my presentation:

     


Potential Conflict of Interest (product or service): Bastyr non-credit seminars are strictly educational and are not offered to promote a particular product or service in which a presenter has a financial interest. Presenters who have financial interest in a particular product or service that will be mentioned in the seminar must be declared to CCCE in this proposal:      
Marketing & Promotion:  Our department will publish your seminar in our quarterly brochure, post to our website, distribute fliers and send an email blast to those on our database.  However, seminars with high enrollment are often the result of the presenter’s marketing efforts to niche markets.  
Your promotional efforts: Please list all methods you plan to use to assist in promoting this seminar:      
Suggested additional marketing: Are there web calendars or publications you’d suggest Bastyr consider for promoting this seminar?      
Seminar Description, Outline, Short Bio & Student Learning Objectives

We suggest you visit our seminar listings on our website www.Bastyr.edu/continuinged to review our current seminar offerings for examples of descriptions, student learning objectives and presenter bios.
Tips for writing your class title (entered on page 1) and your description:  We want to make it as easy as possible for people to find your class through a Google search, as well as motivate them to register after reading the description. Here are some helpful tips to read before composing your title and description:

Tip #1 - Title: Include 3 to 5 “key words” that someone might type into their browser to search for a class like yours.

Tip #2 - First Paragraph: Include 6 to 10 additional “key words” someone might put into their browser.
Tip #3 - First Paragraph: Be short – no more than 3 sentences.
Tip #4 - First Paragraph: Include a “hook” (grab their interest). Ask a question. The question you ask should speak directly to your target audience’s needs, wants or interests. The more specific and detailed the question is, the better. You want the question to grab their attention. Once you’ve asked a question, follow it up with some information - the most appealing would be to offer the reader some helpful information or benefit that relates to your seminar’s content. 

Seminar Description:   The seminar description you develop, along with the title, is the most effective method we have of promoting your seminar.  The description should be factual as well as creatively written to promote interest in your offering. A good description will give a general overview of the seminar, describe the seminar content, and review the types of activities participants should expect (i.e. lecture, demonstration, hands-on practice, in-class exercises).  
Please provide your first paragraph (please refer to tips #2 - #4 above):

     
Now please provide the remaining paragraphs (2 - 4 paragraphs):

     
Student Learning Objectives:  Objectives should be measurable skills or outcomes that the participant will possess upon successful completion of the seminar.  In other words, what could a participant expect to gain from taking this seminar?  These objectives should complete the phrase “Upon successful completion of the seminar I will be able to . . . . “  Each of the phrases completing this sentence should begin with an action verb like “demonstrate,” “describe,” “list,” “recite,” “write,” “use,” “identify,” etc. (Example:  I am able to demonstrate five Swedish massage strokes.) These statements will be used in the evaluation forms so you and our staff will get specific feedback from participants.  
Please provide four to six single-sentence objectives per six to eight hours of instruction:  

     

Short Bio:  Your bio should describe your experience and education that uniquely qualifies you to teach this seminar.  You might include where you have presented in the past, your education, books or articles you’ve written, and your passion for the subject area.  
Please provide one to three paragraphs below:
     
Photo:  We need a color photo (prefer head/shoulder shot) to be used in our marketing materials.  Please provide a digital photo (at least 300 dpi) as a jpeg (preferable) or a tif file.  We do need to insure copyright permission to use the photo, so please check the box below if you agree to this statement.

 FORMCHECKBOX 
 I give permission to Bastyr University to use my photo to promote my seminar. 
Program Outline: In order for our department to apply for continuing education units for health care professionals (i.e., CEUs, PDAs, ADAs, CEs) we need an hour-by-hour seminar schedule. Each entry can be very brief – it is just a “general” outline.
	Program Outline: Formally called the agenda, the program outline validates the curriculum content, teaching methods or learning activities and the PDA points being reviewed. 

Helpful Hints 
· One PDA Point = 1 hour of active instruction/learning 

· All columns must be filled in 

· 15 mins = .25 point; 30 mins = .5 point; 45 mins = .75 point; 60 mins = 1 point 

· Lowest PDA point issued is 30 minutes or .5 

· List lunch and break. Remember, PDA points are not issued for these times or for the end-of-course assessment. 

· Clearly mark different days of multiple-day presentation. 

· For a live presentation, teleseminar, webinar, or overseas tour the PDA points are determined by listing the teaching methods (i.e., lecture, demonstration, supervised practice, group discussion, etc.) and then calculating the time it takes to present the topic. 

· For a distance learning or online program the PDA points are determined by listing the student’s learning activity (i.e., watching a DVD, reading, writing, etc.) and then calculating the time it takes the student to complete all of the activities. 



	Begin to End Time 

(8:00 am to 10:30 am) 
	PDA 

Point(s) 
	Topic – Content Outline 
	Teaching Method 

Learning Activity 

	SAMPLE

8:30 – 9:00
	SAMPLE

.5
	SAMPLE

Introduction and course overview 
	SAMPLE

Lecture

	9:00-10:15
	1.25
	Use of essential oils for mood and emotions
	Lecture/Demonstration

	10:15-10:30
	0
	Break
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	(tab to add a row)


Once the proposal is completed, you can email it and other required materials listed on the first page to:  snewell@bastyr.edu
Please allow four to six weeks for us to respond to your proposal.

Thank you!
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