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Hello, from your Study Group Co-Chairs. Thank you so much for agreeing to serve as an OLLI Study Group Leader. OLLI is able to offer exciting learning experiences because of you.
We write to answer some questions you may have:
1. BEFORE CLASSES BEGIN
· Please email Ryan Luttermoser lutterrj@med.umich.edu, the Assistant Director of OLLI, regarding how you’d prefer to have your classroom set-up if you’re in-person. Additionally, please notify him of the tech you plan to use.
· Rosters: You will receive rosters approximately one week before your class starts. Please send a welcoming email to your class, including a list of any materials (other than what you provide in class) that they need. If your class has a waitlist, please add a sentence to your letter saying there is a waitlist, so if circumstances have changed and they can no longer attend please email olli.info@umich.edu. Let them know that our partner Booksweet will stock any books they might need to order. 
· Copies: If you have any materials you would like to be copied for class, please try to get them to OLLI a week before class.  There are 70+ classes this term, so we’d like to give staff some lead time and assure you get the copies you need.
· Zoom training: Do you need zoom training?  We assume leaders have some working knowledge of running a zoom meeting, but if you have not led a zoom class before, please contact us at olli.info@umich.edu. 
· Zoom links: OLLI will send a zoom link for your class the day before and morning of your class.  This link will be the same throughout the semester, so if someone contacts you, please let them know they can refer to any link OLLI has sent them for this class. Also, you might tell them in class that if they don’t get a link the day before they should contact OLLI at olli.info@umich.edu. Please note: It is UM policy that all OLLI zoom classes use a UM link.  Private zoom links may not be used. OLLI staff will set you up as a host so that you can use power point and keep track of folks raising their hands.  
· Snow Days: OLLI classes close on days that Ann Arbor Schools close.  Hybrid or zoom classes are open on the zoom link, but staff cannot create zoom links for in-person classes on snow days.  Staff are happy to help reschedule a missed class. 
 
2. MATERIALS YOU WILL NEED AHEAD OF CLASS
· Rosters, name cards, and other materials are available at the Turner Center. If you are meeting elsewhere, please come a day or two ahead to pick them up. If your class is at Turner, we suggest you come at least 15 minutes before class to pick them up.  
 
3. DAY OF CLASS
· Logging on to your Zoom class: Leaders for zoom classes should log on 15 minutes before class begins. This allows our staff members, who may be handling several classes at the same time, to ensure that you get the help you need.  
· Classroom Availability: In-person classes are held in buildings we share with other groups.  It is possible that your room will not be available until your start time. Also, we ask that you finish your class on time in case there is another group scheduled for the room. 
· Attendance: Please take attendance the first day of class. If members are not present and haven’t contacted you ahead of time, please let OLLI know. There may be a waitlist, and we would like to accommodate folks in line if people on the original roster do not attend.
· Food and Drink: UM policy is that there may be no alcohol served. Please ask what the policy is regarding food or drink in the building where your class is located if you plan to consume food or drink during class. Each of our sponsoring buildings may have differing rules.  
· Class Procedures: You, of course, may run your class the way you choose to do it, using procedures that make the most sense for the nature and size of the class. Some suggestions are that leaders often ask members to introduce themselves briefly, and some leaders choose to describe any procedures they use for discussion. (For example, zoom leaders will ask members to use the raised hand function; in-person leaders may choose to ask members to raise their hands or to turn their name tents on their sides when they wish to speak.) Again, please contact Will or Lee if we can answer any questions about conducting the class.  
· The OLLI Way: We encourage free expression of ideas, but we agree to be respectful and courteous when exchanging those ideas.  Also, we expect participants to be respectful of OLLI staff. Many facilitators find that starting the first class by reminding members of the OLLI Way (or restating the idea in their own words) is a great way to set the tone for the class. Fortunately, our members share those values, and it is a pleasure to interact with them.  In the very rare instance that someone does not exercise civility, please let us or Ryan know so we can assist in any way we can.  
4. AFTER CLASSES ARE COMPLETE:
· Class members will be sent a survey regarding the class, which OLLI will share with you. There is quite a bit of information shared in this letter. 
5. QUESTIONS:
· There’s quite a bit of information shared in this letter. If you have any questions or concerns, let Will or Lee know, or contact Ryan. We are happy to do all we can to ensure that your class experience is a pleasant one. Thank you again for being such an important part of OLLI!
 
Best regards,
Will Hawk 
willhawk0000@gmail.com 
Lee Pizzimenti
lpizzim@gmail.com 
Co-Chairs of Study Group Committee
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