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BUSINESS & PROFESSIONAL PROGRAMS
Hello
I’m following up with you regarding your interest in teaching in Bellevue College Continuing Education’s Business & Professional Programs Department. First some background information about us.
All of our classes are held at the BC North Campus which is located at 14673 NE 29 Place in Bellevue. We offer classes that are of interest to working individuals and to those who are unemployed and looking to begin a career. A few of the content areas of our classes are accounting and finance; communication; leadership; management; human resources; project management; writing; and professional development. Our classes range in length from three hours to 30 hours, depending on the subject matter, the depth of the material, and the needs of our customers. All of our classes are non-credit; certificates of completion are presented to customers based on a 70% attendance; and there are no exams or grades given.

Because most of our customers are employed and working during the daytime, the bulk of our classes are held in the evening (for example, from 6 pm to 9 pm) or on Saturdays. Only a handful of classes are offered during the days. Classes are usually broken into sessions of 3 hours. For example, a 12 hour class might be held on four Mondays or on four Saturdays. Our customers range in age from the early 20’s to the 70’s and even 80’s, but most are in their 30’s and 40’s and are looking to acquire skills or knowledge to help them in their current job or in developing a new career.

Business and Professional Programs produces some classes for which we own the course content. Other courses are owned and delivered by those who have a great deal of experience presenting the topics in their professional business. In the latter example, we require the instructor to use their copyrighted materials in a format that is acceptable to Bellevue College. We also require all instructors to give us a short course description that is used in BC hard copy and online class schedules. Additionally, we require a more complete course description that includes the course objectives and sub-objectives. This “long” course description is made available to our customers online, along with the short course description, so that they can make a buying decision.
Business & Professional Programs has an Instructor Handbook that outlines our requirements for how instructors conduct themselves and their classes. As an entity of the State of Washington our instructors may not solicit business and advertise their services, either verbally or in their class materials. All instructors are required to have their students complete a course evaluation at the end of the last class session. Members of the BPP management team also conduct periodic class observations. We use both the evaluations and observations, along with other available information, to determine future teaching assignments in our department.

We are primarily looking for instructors who already have at least some successful teaching experience. We may require you to do a short teaching sample, and we will contact three references before hiring an instructor.
Instructors are usually paid by the class hour. For example, we would pay an instructor 12 times the hourly rate for teaching a 12 hour class. We do not pay for instructor time to prep for a class, develop materials for a class (unless we specifically want to own the materials), or create the required course descriptions for marketing the class. Instructors do not have “office hours” and are not required to interact with students between class sessions. We will discuss instructor pay details after we have reached a hiring decision.

Since we produce a schedule of classes four times a year, with cut-offs of January, April, July and October, our teaching contracts are done well in advance of the classes. We schedule classes based on our need and, of course, the instructor’s schedule and availability.
We make decisions about whom to interview based on our current need; we do not interview first and then wait until we have instructor needs. If there is no current need for an instructor in a particular content area, we will hold your materials until there is a need, and then we will contact you if we are interested in interviewing you. The documentation required from you to begin the process of considering you as an instructor includes a current resume including any teaching experience you may have and a list of the classes you can or would like to teach for us. For each class please give us the following information: title; 3 – 4 sentence course description; prerequisites that the course may require, if any; length of course in hours; whether or not the course may conform to an equal blend of lecture, demonstration, and group work; when you would be available to teach the course; and a list of five to seven course objectives. Keep in mind that, unless we own the class material, our expectation is that you already have the student class materials for those titles that you place on your list. (We will supply copies of the materials for the students). We may ask to see those materials if we schedule an interview with you at some point in the future, but you do not need to email the materials to us at this time unless you want to. By the way, any other information that would help us decide whether or not to interview you would, of course, be helpful.
Many thanks for contacting Bellevue College’s Business and Professional Programs!

