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City of Santa Cruz  
Department of Parks & Recreation  

Instructor Proposals 
Walk-Through Guide 

Instructor Class Proposal | City of Santa Cruz 

Ready to teach a class with the City of Santa Parks & Recreation Department? This guide will 
help walk you through the steps to make your class a positive experience not just for your 
students, but also for you as an instructor! 

 

https://www.cityofsantacruz.com/government/city-departments/parks-recreation/teach-a-class-with-us/new-class-new-instructor-proposal
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Step 1: Access the Instructor Proposal form that is embedded on the 
city website. 
Instructor Class Proposal | City of Santa Cruz 

 

 

 

Step 2: If you are interested in proposing an instruction for more 
than one class, you can fill out the form simultaneously.  
Just be sure to open multiple windows on your browser so that you can cut & paste the 
information for multiple sections. (Hold down the Control [Ctrl] button on your keyboard while 
clicking the “Instructor Proposal” button on the city website to open a new window tab.) 

https://www.cityofsantacruz.com/government/city-departments/parks-recreation/teach-a-class-with-us/new-class-new-instructor-proposal
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Step 3: The Instructor Proposal Form is sectioned into four sections: 
(1) Instructor Information; (2) Course Information; (3) Course Dates, Schedule, Location and 
Age Groups; and (4) Course Fees & Additional Comments. 

 

 



  
 

Page 4 of 15 
 

Step 4: Below is a sample Instructor Proposal filled out.  
Fill out as much information as possible to give us a good idea of what you would like to 
propose as a course. 

**Please note: Each section has required questions that you must fill out before you are able to 
proceed to the next step. Please fill out each section to the best of your knowledge. ** 

 

Section 1: Instructor Information 

 

  

If you are filling out the form 
for your business and have 
someone else instruc�ng, 

please let us know who your 
instructor(s) will be. 
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Make sure to include your 
contact informa�on so that we 
can further discuss the course! 

A�er inpu�ng your 
informa�on, you’re ready to 
move onto the next sec�on. 

Please click “Next”. 
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Section 2: Course Information 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

Have fun and take pride in 
naming your course. Make 
it something that will catch 

the aten�on of your 
prospec�ve students! 

If you’ve taught the class before, let us 
know! We love seeing our instructors 
expand their courses. You can choose 

between having your classes in-person, 
online or try out the new hybrid method. 

**Note: For hybrid sec�ons, a main in-
person loca�on is s�ll needed. 
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Our printed guides have a 
100-word limit per blurb. If 
you need more space, let us 
know more in the addi�onal 
comments at the end of the 

proposal form. 
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Section 3: Course Dates, Schedule, Location & Age Groups 

 

  

 

 

 

Elementary School Bell 
Schedules & School 

Holidays for 
Winter/Spring 2024. 
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Create a calendar for yourself. 
When will your sec�ons and 

sessions take place? Maybe you 
have a pre-planned vaca�on – 

make sure to exclude those days 
from your sec�ons! Plan and 

organize your thoughts to ensure 
a successful course. 

It’s okay to break your classes 
into two sec�ons. You can have a 
first session that covers six days 
and a second that covers five. 
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When crea�ng a class 
schedule, think of how you 

would feel as a student. 
Does an 8-wk class feel too 
long or would a 6-wk class 

be beter? Plan around 
breaks and holidays also. 
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Create a �me schedule that works for 
you and your students. Maybe you 

want the class to be at the start of the 
week or maybe the end of the week 
works beter. Create something that 

works for you. 

While crea�ng my course test run, I no�ced my �me frame is 
catered more towards parents rushing between schools and 

drop-offs. By considering �me cushions for the students, my goal 
is to give parents just enough �me to run errands in-between but 
also have �me to spend asking their kids about their day before 

being dropped off at the program. 

However, some parents prefer programs that start exactly a�er 
school; so, find the �me frame that is right for you!  
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Page 13 of 15 
 

Concerning questions 18, 19 & 20, please be aware that instructors are paid a percentage of the 
base fee. In addition, there is an administrative fee added to the base fee.  

Question 18: The minimum enrollment is the number of students you are willing to accept to 
teach the course. If the enrollment is below this threshold, our system will prompt the 
cancellation of the section. To ensure that the course does not accidentally get cancelled, please 
select an enrollment number that works best for you. 

Question 19: To ensure a safe, fun and enjoyable experience for our instructors and the students, 
please consider the staff/instructor to student ratio. If the class does not require much 
supervision, perhaps you can increase the number of student enrollment. However, if the class 
requires a lot of 1-on-1 assistance, be sure to consider this for your instructor to make their 
experience enjoyable as well and maintain a good instructor-to-student ratio.  

Question 20: If you have a location in mind, please let us know. If not, we can assist you in 
renting a room at the London Nelson Center, connecting with one of our After-School sites or 
finding a park’s location to meet your activity needs. Just let us know what you need to make 
your course a wonderful experience! 
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Section 4: Course Fees & Additional Comments 

 

 

 

 

The material fees will only 
include fees for items in 
which the students will 

get to keep. 
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As there is no word limit on Question 23, please utilize this space to let us know more about your 
course vision. Maybe you want to expand the course to have multiple sections. Maybe you want 
your morning sections to be for older adults or younger children. Perhaps you want your course 
to have an introductory section that then leads to a more advanced section later in the season. 
Whatever the case, give us feedback! Let us know what you think, and we can see how to make 
things happen! 

 

Step 5: After you have submitted your proposal, a “Thanks” 
confirmation will appear.  
After we have received and reviewed your proposal, we will be in contact with you to further 
discuss your course and how to make it a possibility for the upcoming activity season. 

We look forward to hearing from you and seeing what courses you would like to teach this 
upcoming season! 

 

A�er clicking on the “Submit” buton, you 
will either get a “Thanks!” for your 

submission or will be redirected to the first 
sec�on where you can review your progress 

before proceeding through all the “Next” 
butons un�l you arrive back at the “Submit.” 

Make sure that you get a “Thanks!” 
confirma�on before closing the browser. 


