
In-service Course Request Form
351 West University Boulevard

Cedar City, UT 84720

(435)865-8219   FAX (435)865-8087

1. Department/District/Region:

2. Program Facilitator (Person Requesting Course):

3. Phone: 4. E-mail:

5. Street Address:

City: State: Zip:

6. Name of Course:

7. Number of Requested Credits (15 hours of seat time for each 1 credit; 7.5 - 8 hours for .5 credit):

8. Course Description (Three to four sentences consisting of a short, concise description):

9. Course Description (Expand on the description above and give more details about course content.  Briefl y include teaching pedagogy as it relates to district and/or state 

guidelines for the subject matter.):

10. Goals and/or objectives of workshop or course:

11. Projected outcomes:

Syllabus / Suggested Format (Structure syllabus as an outcome based lesson plan)



Please Include Instructor Resume or Vitae

12. Grading Rubric (Can be included; however, not required):

In-service Instructions to the Facilitator and/or Presenter

In-service courses are for teachers who are already working and/or certifi ed and are desiring 5000 level credits to be used for teacher 

recertifi cation or lane change credit.  All 5000 level courses can be used for elective credit in a Master’s Program with prior approval of the 

Director, Master’s of Education Program. (This means at SUU.  If the participant asking this question is working on a Master’s degree at 

another university, it is up to that participant to fi nd out if their program director will accept the credit.)

Item 6 The SUU Registrar has 30 characters to input a course name into the computer.  The fi rst 30 characters of the title should be 

as concise and inclusive as possible.  Those fi rst 30 characters will appear on the participant’s transcript as the name of the 

course.  That course name as entered above should be the name written on the registration form under the item, “Name of 

Course.”

Item 7 The cost of in-service credit is currently $15 per credit hour with a minimum charge of $15 for any ½ credit class.

We have had requests for variable credit hour classes.  We are not able to accommodate variable credit class requests.  If you 

have a class that is structured so that some participants may earn 1 credit, some may earn 2 credits and so on, we will need 

to have the course divided into classes of ½ or one credit increments, each with its own course name, number and section 

number, and participants will need to sign up for the classes in that series for which they have earned and are desiring credit.

Item 8 The concise three to four line course description requested in item eight is the description which will be entered on the SUU 

Course Proposal form.  The Course Proposal Form goes into a permanent record at SUU for at least fi ve years after the in-

service course was offered.  Teachers taking in-service courses have been known to request course descriptions for course 

approval in districts or at other institutions up to fi ve years after the course occurred.  The description you are writing will be 

the description which SUU will provide that district or institution.

Item 9 The longer course description requested for the syllabus is a back up to the course proposal.  The syllabus and resume are 

attached to the proposal form which is routed to the departments for signatures and course approval by the Provost.  We keep 

this information on-fi le in the SCPS Offi ce.

Item 10 Regarding goals and/or objectives, you are writing this as an outcome based lesson plan to satisfy course requirements for 

departmental and the Provost’s signatures.

Item 11 Projected Outcomes: Same as above.

Item 12 A simple grading rubric is generally appreciated by the participants, particularly if there is outside work involved to earn 

the grade.  The rubric outlines the expectations required for the grade.  If this doesn’t apply to your workshop or course, the 

rubric is not required for the syllabus.

Item 13 If it has been several years since your workshop has been requested, we appreciate receiving up-dated resumes if the 

instructor has new work included on the resume or vitae.



Workshop or On-site Registration

1. Fill out the School of Continuing and Professional Studies Registration Form completely and attach payment, check, or credit card 

number.  Cash is not recommended.  If a participant insists on cash, it is at the participant’s own risk.

A. Do not omit birth dates on registration forms

B. Do not omit the birth place

C. Make sure the name of the course, the course number and section number are correct for the course being presented.

D. Sign your form

E. DO NOT send forms without payment

F. DO NOT send payments without registration forms

G. Write hard enough so that all forms are readable (if using multiple copy forms)

2. Ask the participants to write the check number with which they are paying on the registration form. 

3. Suggest to participants that they keep a log of their in-service courses to include:

A. The name of the course

B. The course numbers

C. The name of the district

D. The name of the presenter and/or facilitator

E. The name of the institution at which the credit is being recorded.  (In this case, that would be SUU.  There have 

been occasions where we have looked for registrations for teachers for up to three days only to fi nd out later that the 

course was not taken through SUU.)

F. When participants contact us, they need to know the above information, especially if they are calling 

from 2-5 years later.

G. Give the registration form and payment to the presenter

4. Presenter: Within a few days after the workshop has ended, send the registration forms with payments to SUU Distance 

Education, 351 W. Center Street, Cedar City, UT 84720.  Don’t hold up sending the registration forms for longer than 3-7 days to wait 

for participants who promise to pay tomorrow, next week or soon.

5. If you district or region are paying the recording fee from a grant or precollecting the money, send the registration forms with a copy 

of the billing authorization or Purchase Order so that SUU can invoice the funding agency.

 • Most workshops last from one to two weeks.  If yours lasts through the semester or an entire academic year, send the forms  

 within fi ve days of the start date of the workshop or semester.


