
 
 

2-4 PROGRAMS 
COMPLETE FORM 

FOR EACH 
PROGRAM 

 

PROGRAM COORDINATOR 
GETS DIRECTOR APPROVAL 

OF PROGRAMMING LIST 

5+ PROGRAMS 
COMPLETE EXCEL FOR 
ALL PROGRAMMING  

(SEND TO KIRSTEN) OR  
ADD DIRECTLY ON 

AIRTABLE 
 

2 MONTHS OUT 
FOR FALL 

SUBMIT MAY 15TH 
FOR SPRING 

SUBMIT AUG. 15TH 
FOR SUMMER 

SUBMIT NOV. 15TH  
 
 

YOUTH PROTECTION 
CHECK (BELLA) 

UC ADMIN FIELDS 
AND ULTRACAMP 

UPLOAD (KIRSTEN) 

ADDITIONAL 
QUESTIONS/FURTHER 

REVIEW 

FINAL EDITS AND ADDITIONS 
IN ULTRACAMP 

SEE POST-IMPORT CHECKLIST 
 (KIRSTEN + PROGRAM 

COORDINATOR) 

WP FIELDS AND 
WEBPRESS UPLOAD 

(LAURA) 

FINAL EDITS AND ADDITIONS 
IN WORDPRESS 

 (LAURA + PROGRAM 
COORDINATOR) 

MARKETING NEEDS 
(LAURA + PROGRAM COORDINATOR) 

LAUNCH  
FOR FALL 

LAUNCH JULY 15TH 
FOR SPRING 

LAUNCH OCTOBER 15TH 
FOR SUMMER 

LAUNCH DEC/JAN 15TH 
 
 
 

PROGRAM COORDINATOR PROVIDES 
LIST IN ONE OF THE FOLLOWING WAYS: 

MAKE UPDATES/EDITS IN 
AIRTABLE (KIRSTEN) 

READY TO LAUNCH 
PROGRAMMING WORKFLOW 

Timeline can depend on 
program specific needs. 

Process can take 6-8 weeks to 
get from submission to launch. 

https://airtable.com/appvWeH5LJYXmUv9a/shrmHH6oEPZ0V35s7
https://airtable.com/appvWeH5LJYXmUv9a/shrmHH6oEPZ0V35s7
https://airtable.com/appvWeH5LJYXmUv9a/shrmHH6oEPZ0V35s7
https://dcl.bw.edu/wp-content/uploads/Program-Set-Up-Youth-Protection-Template.xlsx
https://dcl.bw.edu/wp-content/uploads/Program-Set-Up-Youth-Protection-Template.xlsx

