
Preparing to Submit an Artiscape Workshop Proposal 
 

Use this checklist to be sure you have everything ready to submit an Artiscape Workshop Proposal using 

the online form. The process is easy if you have everything ready to go BEFORE you start entering 

information in to the form.  

We suggest you prepare what you’re going to submit using a text editor (i.e., Microsoft Word). A tool 

like that will let you spell and grammar check and can count how many characters you have in a given 

block of text. 

If you’re using Microsoft Word, you can get a character count by selecting a blog of text and clicking on 

the number of words in the lower left of the window, like this: 

 

If you prepare all the information used on the online form in a text document, you can copy/paste from 

that document in to the form on the web. If you have your photos prepared as specified (i.e., size, 

dimensions, file name) they will also be ready to include with your online submission. 

This document will tell you what’s expected in each part of the online submission form. The form has 8 

sections. After you complete a section, click the Next button to move to the next section. You will not be 

able to save your work and come back to it. You must complete the form in one sitting. 

Your Contact Information 
This section captures your Name, Mailing Address, Phone, Email and Website.  

If you have already submitted a proposal for 2017, the fields for Mailing Address and Website will not be 

shown. We can get that information from the first form you submitted for 2017. 

 



Workshop Title & Description 
This section captures information about the workshop. 

Workshop Title: This must be less than 60 characters. 

Short Description: This is used in printed materials and in the summary listings on the web. It must be 

less than 600 characters. 

Long Description: This is used on the web and must be less than 1200 characters. The Short Description 

and Long Description are NOT shown on the same page. Each must stand alone. 

Do You Provide Handouts To Students? Select Yes if you are going to provide paper handouts to 

workshop participants. Past feedback forms have shown that students prefer workshops that provide 

additional printed material.  

 

Workshop Images & Video 
Use this section to upload up to 4 images to be used to help promote your workshop. The first image is 

the primary image and is used in any summary listings. It is required. You can optionally submit three 

more images. Use the optional images to show different sides of your project or some close up details. 

You may want to include an image that’s taken with a ruler in the picture to help students appreciate 

the size of the project. 

 Images should be square; the height and width should be the same. Pad or crop if necessary. 

 The maximum image file size is 128KB. 

 The ideal dimensions are at most 800 x 800 and a minimum of 200 x 200. 

 Only GIF, JPG and PNG files are accepted. 

 Please name each file as the title of your workshop followed by a hyphen followed by 1,2, 3 or 4. 

For example, “Stab Binding Book-1.jpg” and “Stab Binding Book-2.jpg”. 

You can also provide a link to a video of your project, if you have one. The video must be public on the 

web, for example, on YouTube. While a video link is optional, a short video that has you describing the 

project and what students can expect from your workshop can really boost registrations. 

 

Workshop Details 
Length of Workshop: How long do you need to teach this workshop? If you can adjust the content of the 

workshop to fit different lengths, please indicate that and then provide information about the 

minimum/maximum amount of time required and what changes if you shorten/lengthen the workshop. 

Skill Level: Indicate what Skill Level participants should have to be comfortable in this workshop.  

Should Students Bring the Basic Tool Kit (BTK)?  Indicate if students are expected to bring the BTK to 

the workshop. The BTK includes a pencil, scissors, a craft bond glue stick, an awl, a fine sharpie marker, a 

bone folder, a craft knife (e.g., X-Acto knife) & cutting mat, a metal ruler, baby wipes, and scrap paper 

for gluing and a few favorite stamps and ink pads. Favorite collage materials & embellishments are 

optional. 



Additional Supplies/Tools Students Should Bring To The Workshop: If students should bring other 

supplies or tools to the workshop, list those items here. You can also list any special clothing 

requirements (i.e., wear an apron) or safety material (i.e., gloves, eye protection). 

Maximum Number of Students: The target maximum is 20 students. Please indicate the maximum that 

will work best for this workshop. 

Your Cost Per Student: Please be sure to include your material costs. A facilities fee will be added to this 

to determine the advertised cost of the workshop. Instructor fees typically range from $20-65 per 

student and include most materials (supply lists are included in registration materials, separate lists are 

not sent). We try to give attendees a good value and a positive experience so they keep coming back 

and it continues happily along. 

 

Additional Requirements 
This section captures general information about your requirements to teach at Artiscape and your 

interest in other activities, such as the Marketplace and Outsider Art Fair. 

Minimum # of Workshops You Require: If you're travel expenses are significant, you might require a 

minimum number of classes to make the trip worth your investment. Artiscape offers about 50 

workshops and we try to balance having a diverse group of instructors while meeting the minimum 

number of classes for instructors coming from afar. Please keep this as low as possible to help increase 

your chances of being accepted as an instructor. 

Ideal # of Workshops: If you're travel expenses are significant, you might require a minimum number of 

classes to make the trip worth your investment. Artiscape offers about 50 workshops and we try to 

balance having a diverse group of instructors while meeting the minimum number of classes for 

instructors coming from afar. Please keep this as low as possible to help increase your chances of being 

accepted as an instructor. 

Are You Interested in a Marketplace Booth? The Marketplace runs Friday evening (7PM-9:30PM) and 

Saturday 10AM-5PM. Marketplace setup is all day Friday. Marketplace vendors offer a wide array of 

alternative art materials including fine art stamps and accessories, papers, inks, fibers, beads, cool finds, 

books and videos. A separate application is required to reserve a space in the Marketplace. Participation 

in the Marketplace is not required, but is a consideration in selecting instructors as it helps to create the 

best experience for attendees who love to shop and consider it entertainment. 

Are You Interested in a Table at the Outsider Art Fair? The Outsider Art Fair runs Sunday 11AM-5PM. 

Artists offer beautiful creations in jewelry, paper, book arts, lampwork glass, metal and more! A 

separate application is required to reserve a space in the Outsider Art Fair. Participation in the Outsider 

Art Fair is not required, but is a consideration in selecting instructors as it helps to create the best 

experience for attendees who love to shop and consider it entertainment. 

Are You Interested in Demonstrating Friday Evening (7:30PM-9:30PM)? Participating artists give 

ongoing, concurrent demonstrations of various art and design techniques. Presenting artists will be 

located adjacent to the Marketplace, with small group seating. 



When Are You Available to Teach? Workshops are held Thursday evening and then 

Friday/Saturday/Sunday mornings/afternoons. Only select the times you are available to teach. 

 

Instructor Biography, Photo & References 
This section captures your biography, instructor photo and references..  

If you have already submitted a proposal for 2017, these fields will not be shown. We can get that 

information from the first form you submitted for 2017. 

Instructor Biography: Maximum 600 characters.  

Instructor Photo: This will be used on the web.  

 Your photo should be square; the height and width should be the same. Pad or crop if 

necessary. 

 The maximum image file size is 128KB. 

 The ideal dimensions are at most 800 x 800 and a minimum of 200 x 200. 

 Only GIF, JPG and PNG files are accepted. 

 Please name the file your name, for example “Joe Rotella.jpg” 

 

References: Please share contact information for any references that can speak to your capabilities as 

an instructor. Please include how/when you worked with each reference. You can include links to any 

online publications/videos. Be sure to say if you have taught at Artiscape in the past, and in what year(s). 

Comments/Notes 
Use this section to share any additional information we should be aware of when considering your 

proposal. 

 

 

 


