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Kallista Community House  Inc. 
ABN: 70195265284

2 Church Street  [PO Box 71]  KALLISTA  VIC  3791

T:  9755 2622   F:  9755 1288

E:  kallista@kallista.own.net.au

W:  www.kallistacommunityhouse.org.au

Dear

Thank you for your interest in running a course/workshop at Kallista Community House.

Please find attached a copy of our Tutor Proposal Form.  We would ask you to fill this in with all the relevant information and return it to us at your earliest convenience.

The information contained in the form will help us work out the best way to advertise, cost and promote the course.  

We do realise that the form contains a great deal of information; however, we have found that if we ask all the relevant questions in the beginning, it saves time in the long run.

Again, thank you for your interest and taking the time to complete the form.  If you should have any questions, please do not hesitate to contact me at Kallista Community House on 9755 2622.  

Yours sincerely

Sue Etherington

Community House Co-ordinator

Kallista Community House
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TUTOR PROPOSAL FORM
	DATE:
	
/
/ 


	TITLE OF 
COURSE / WORKSHOP
	


TUTOR CONTACT DETAILS
	NAME
	

	BUSINESS NAME
(IF APPLICABLE)
	


	STREET ADDRESS
	

	SUBURB
	
	POSTCODE
	

	HOME PHONE
	
	WORK
	
	MOBILE
	

	EMAIL
	

	BLOG / WEBSITE
	

	PREFERRED METHOD OF CONTACT
	( HOME PHONE
( MOBILE PHONE
( WORK PHONE 
( EMAIL


PAYMENT INFORMATION
Please note:  All tutors are required to invoice Kallista Community House.  Invoices can be submitted fortnightly or at the completion of the course delivered.
	Do you have your own ABN? 
NO (
YES ( 
(Tutors who don’t have an ABN must complete the Hobbyist form attached)
	ABN: 
	

	Are you GST Registered?
NO (
YES (  
	

	Minimum hourly rate requested for payment:
Kallista Community House is a not for profit organisation. While tutor rates can be negotiated, the following hourly rates are suggested:
If you have no formal training or qualifications relevant to the course you wish to deliver: $25:00 per hour 

If you are a qualified trainer or teacher (ie minimum Certificate IV Workplace Training and Assessment) or hold qualifications relevant to the course you wish to deliver: $35:00 per hour

If you have a professional profile relevant to the course you wish to deliver and hold relevant qualifications: up to $50 per hour.
	$


PAYMENT METHOD

	( 
CHEQUE, MADE OUT TO:
	


( 
ELECTRONIC TRANSFER

	
BSB:
	
	Bank Name:
	


	
Account No.
	
	Account Name
	


PROPOSED COURSE INFORMATION
	TITLE OF COURSE / WORKSHOP
	


	SUGGESTED CLASS LENGTH:
NO. OF WEEKS
	
	HOURS PER SESSION
	


	DAYS & TIMES AVAILABLE TO TEACH
	


	MINIMUM NUMBER. OF STUDENTS
	
	MAXIMUM NUMBER OF STUDENTS
	


	ROOM / EQUIPMENT REQUIREMENTS
(EG CHAIRS, TABLES, OHP, DVD, TV)
	


	MATERIALS REQUIRED BY STUDENTS
	


	MATERIALS REQUIRED BY TUTOR
	


	MATERIALS / BOOKS / RESOURCES TO BE ORDERED BY KCH
	


	SPECIFY ADDITIONAL COSTS  (FOR RESOURCES TO BE PAID FOR BY PARTICIPANTS) 
	$

	IS PHOTOCOPYING REQUIRED? 
NO (
YES (
	MATERIAL TO BE COPIED MUST BE RECEIVED BY KCH AT LEAST 48 HOURS BEFORE COMMENCEMENT OF CLASS.

	IF YES, NUMBER OF COPIES PER STUDENT
	
	


TEACHING EXPERIENCE OF TUTOR
	RELEVANT TEACHING EXPERIENCE 
(PLEASE ATTACH VERIFIED 
COPIES WHERE APPROPRIATE)
	


	RELEVANT QUALIFICATIONS
	


	REFEREES
	1. NAME
	
	
	PHONE
	

	
	
	
	
	
	

	
	2. NAME
	
	
	PHONE
	


PROPOSED COURSE OUTLINE PROFORMA
	TITLE OF COURSE / WORKSHOP
	


	TARGET GROUP

(WHO IS THIS COURSE 
DESIGNED FOR?)
	


	PREREQUISITES

(IF ANY)
	


	DURATION
	


	DESCRIPTION OF COURSE

(A BLURB WILL BE WRITTEN 
FROM YOUR DESCRIPTION FOR ADVERTISING PURPOSES)
	


	LEARNING OBJECTIVES
	


	METHODOLOGY

(HOW WILL YOU RUN THIS COURSE?)
	


TIMETABLE
	


CONTENT OVERVIEW
	DATE
	WEEK
	TOPIC
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