Co-curricular Program Proposal Form

COMMUNITY COLLEE OF PHILADELPHIA
DIVISION OF STUDENT AFFAIRS

Office of Student Life

Room S1-10

To:

The College Family

From:
David Watters, Assistant Dean of Students / Director of Student Life
Re:

Co-curricular Programming Proposals --- Guidelines
The Office of Student Life is looking forward to a productive and rewarding academic year in by continuing to provide support for co-curricular programming to our faculty and students.  As always, we are strongly committed to working closely with our faculty in planning activities that complement our students’ academic experiences.  This is the entire premise behind co-curricular programming- students first!

Co-curricular involvement consists of learning experiences outside the classroom that teach lifelong skills.  These activities may include experiences on- and off-campus such as volunteer work, conferences, cultural experiences, and so much more.

The benefits of becoming involved in co-curricular programming opportunities are numerous.

Co-curricular involvement can help students to develop skills that will lead to a healthy and well-rounded lifestyle.  Co-curricular activities complement the academic curriculum.  Campus activities enhance student development while establishing more of a connection to the academic mission of the College.

Many of you reading this memorandum have submitted proposals (and received funding!!!) in the past for co-curricular programs.  The Office of Student Life encourages you to submit your proposals once again.  Faculty who have not submitted proposals in the past are encouraged to do so this year.


Community College of Philadelphia has agreements for free admission (with College ID Card) with The Philadelphia Museum of Art and The Pennsylvania Academy of the Fine Arts.  Please call the Philadelphia Museum of Art in advance for group tours – there is a fee for this service (215) 763-8150.  

Please Note: Students needing wheelchair accessibility/interpreters/dietary considerations – please make special notation in your request.  Esp. important for bus/theater tickets/museums.
The Office of Student Life is always open to suggestions for potential programs.  The office will assist you in the preparation of your co-curricular plans if needed.  Please keep in mind that funding is limited and that it is advantageous to submit proposals early.  Requests will be reviewed on a first come, first served basis and awarding of funds will continue until the budget is exhausted.  Thank you in advance for your cooperation and input.  We believe this will be a rewarding and exciting academic year.
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Office of Student Life










Revised 08/13
PROPOSAL FORM FOR CO-CURRICULAR PROGRAMS & ACTIVITIES

(Please return to Winnet Building, Room S1-10 after receipt of appropriate signatures)

DEADLINE FOR FALL PROGRAMS: The 2nd Friday in November

DEADLINE FOR SPRING PROGRAMS: The 1st Friday after Spring Break in March

CLEARLY PRINT ALL INFORMATION
Proposed Activity: __________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________ 

__________________________________________________________________________________

Brief description of event (please attach any additional information that helps to explain this proposed activity):  __________________________________________________________________________ __________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Date: _____________________________________________________________________________

Bus/Van Departure Time/Event Start Time:_____________________________________________

Bus/Van Return Time/Event End Time:________________________________________________


 Intended Audience (number to be served): _____________________________________________

____________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________

Student Persistence Indicators (What is it about your project that will indicate that a student will stay in College or keep the student interested in attending Community College of Philadelphia?): __________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Academic Excellence/Student Success (What is it about your proposed program that will help your students become more successful?  Will this program increase their chances of success in your class or their college career?): ___________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Partnerships (Who are you partnering with?  Other faculty, departments, outside partners, etc.): __________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Total Cost: _________________________________________________________ The proposal must include a comprehensive budget.  This would include the cost of admission, transportation, etc. 

Please Note: Day-long charter buses (i.e., to New York City, Washington, DC) should be budgeted at $1,500.00.
Special comments/instructions:  _______________________________________________________

____________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

CLEARLY PRINT ALL INFORMATION
Contact person(s) Full Name: ____________________________Office Location _______________

Email address: _____________________________________________________________________

Phone number(s): Office #_______________ Home # _________________ Cell # ______________
(Cell number must be provided for off-campus trips.)

If the proposal is not completed along with signatures, it will be returned and will not be processed.

Required signatures:

______________________________________________________________________________ 

(Applicant signature)









(Date)

______________________________________________________________________________ 

(Dean or Department Head signature)






(Date)

______________________________________________________________________________ 

(Ass't Dean of Students /Director of Student Life signature)




(Date)

COMMUNITY COLLEGE OF PHILADELPHIA

DIVISION OF STUDENT AFFAIRS

OFFICE OF STUDENT LIFE

ROOM S1.10
GUIDELINES FOR CO-CURRICULAR PROGRAMMING REQUESTS

· Co-curricular requests for the Fall and Spring semesters should be received in the Office of Student Life at least 4-6 weeks prior to the event.  Late submissions will not be processed. 

· The Office of Student Life, upon receipt of the approved co-curricular request, will prepare the check request and purchase tickets or reserve bus in advance of monies received from the faculty member or direct payment by students.

· It is expected that students contribute toward the cost of the ticket (usually half the expense).  Students are asked to contribute to extend the budget and to hold the students accountable. Student contributions are usually handled through the Cashier’s office, instructor or their designee, or placed directly onto the student’s account.  The Office of Student Life will provide coded receipts for distribution to the students through the faculty member or their designee or information on how to pay.  

· Please provide the Office of Student Life with the names and student J-number of those in attendance at minimum of  one week prior to the event.  

· The instructor or their designee will notify students what they will need to bring when the outing is a bus trip.  Sample items are as follows: lunch, yellow receipt to confirm payment, any additional fees depending on the trip, and spending money.

· Tickets for theatre productions must be ordered by the Office of Student Life staff to avoid any confusion between the theatre, the College, and the instructor.  Tickets not sold will be made available for purchase at the Main Campus at least one week prior to the event.

· If travel is required, arrangements must be made at least 4-6 weeks in advance.  It is expected that in order to justify the cost of the bus that at least 80-85% (35 to 40 students) capacity of the bus must be filled. 

· Transportation to locations within Philadelphia is generally NOT provided.  
· The budget for co-curricular programming is limited and it is advantageous to submit proposals early.  Requests will be reviewed on a first come, first served basis and awarding of funds will continue until the budget is exhausted.

· It is generally not necessary for an instructor to utilize their personal funds if the co-curricular request is handled in a timely matter.

· Once the proposal is accepted, a payment method will be discussed with the Office of Student Life.

· Requests from Regional Center instructors will be accepted and honored by this process.  It is the responsibility of the instructor to follow these guidelines.




· Faculty Feedback Form must be returned to the Office of Student Life, seven days after the form is received via interoffice mail/or email.
In order to better serve our faculty and students, please carefully review the attached information.  The proposal form is revised to better fulfill your needs.  All areas must be completed, including all signatures and the entire form should be submitted at least


4-6 weeks prior to your program/event.  Late submissions will not get processed.





Date form received by Ass't Dean of Students: _______________________











Please provide the complete address including zip code.  If location is remote or not well known, please provide directions for the bus company.








