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Help and answer questions as needed
Assist you in completing your course proposal
Keep you informed of your course’s approval status
Attend the orientation meeting with you, at which time specific questions can be
answered concerning the venue and the operation of classroom technology, as
specified in your course proposal
Help you with questions arising during your class.
Encourage you to talk about successes and/or concerns
Receive, through the AIL office, your self-evaluation at the completion of your course
and forward your comments and suggestions to the Curriculum Committee
Attend the study leader wrap-up meeting with you
Maintain contact following your course

Introduction

Welcome to Adventures in Learning (AIL)! Study leaders are the heart and soul of our
program, and we look forward with much anticipation to your course offering. The
Curriculum Committee, responsible for finding, reviewing and approving all courses
offered, has prepared this guide to assist you in your course preparation and delivery.

In 1998, Adventures in Learning at Colby-Sawyer College was formed to provide a lifelong
learning experience for adults with an interest in the world of ideas and who wish to
continue their intellectual growth in an informal setting. AIL achieves this mission by
offering a diverse array of stimulating courses and programs throughout the year in the
greater Kearsarge-Lake Sunapee region.

How to Get Help

Your Contact Person

Once you notify the AIL office or a member of the Curriculum Committee of your interest
in developing a course, the Committee will assign you a contact person as your liaison.
Your contact person will alert you to his or her appointment and will give you his or her
telephone number and email address. The contact person’s responsibilities are the
following:
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Receive new course proposals, all evaluations, textbook forms, Fair Use Checklists and
syllabi
Send acceptance letters to Study Leaders
Field general questions about the program, such as deadline dates, venue issues and
college policy matters
Schedule all courses, selecting the venues and preparing and distributing of catalogs
and participant information
Handle reimbursement for your expenses, if any
Send course confirmations to participants
Schedule orientation and wrap-up sessions and provide materials

The AIL Office

The office serves prospective and current members and Study Leaders by assuming the
following responsibilities:

The AIL office hours are generally from 9 a.m. to 5 p.m., Monday through Friday, staffed by 
Nina Tasi and Sarah Jenness.

Proposing a Course

Our goal is to offer instructive and enjoyable courses. A prospective study leader
volunteers or is invited by an AIL committee member to present a course.

Leading a course is a challenge requiring substantial effort; however, the rewards are
many. It is an opportunity to meet and interact with enthusiastic participants who have
rich and varied backgrounds. Previous teaching experience is not required; in fact, some
of our most effective study leaders have never taught before. Nor is it necessary to be an
expert in your particular area of interest.

Course Proposal Form for a Single Study Leader Course

As a prospective study leader, you complete the Course Proposal Form (available on the
website) and submit it to the AIL Office at adventures@colby-sawyer.edu. The form asks
for a course description of approximately 250 words. This description should include the
goals and scope of the course, as well as the format (lecture or discussion style). A short
biographical sketch of approximately 150 words should also be included. A sample
proposal can be found at the end of this guide.
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Course Duration

Fall, winter, or spring term: 3- to 8-weeks
Summer term: 3- to 5-weeks 

Class sessions normally run for two hours: 9:30 to 11:30a.m. or 1:30 to 3:30 p.m. However,
alternative hours are also available as the schedule permits.

Be sure to complete the preferred days and times on your application. Don’t forget to
note technology needs.

Submitting the Completed Course Proposal Form

The completed Course Proposal Form may be submitted in one of two ways: the preferred
method is electronically by use of our online form, or if necessary by hard copy. To submit
the form electronically, go to the AIL website: www.ailcsc.com/slresources. Click on the
Course Proposals button and you will be directed to click on another link to download the
form. Using the instructions on the form, you will be able to complete the course proposal
on your computer and submit it as an attachment via email to
adventures@colbysawyer.edu. We recommend that before submitting you save the form
to your computer so that you will have a record of your proposal. If you prefer, you can
submit your form via hard copy, either typed or printed, by sending it to the AIL Office.

Submitting the Completed Lecture Series Proposal Form

Moderators will submit a Lecture Series Proposal Form, also found on the AIL website, by
following the directions above. The course description should begin with an overview by
the moderator. For each lecture the title is followed by the name of the lecturer and a
brief synopsis of the lecture.

The moderator is responsible for informing lecturers that our policy allows lecturers to
attend other sessions in the series at no cost. To ensure enough seating, the moderator
needs to inform the office of the lecturers' desires to attend any additional sessions. The
moderator is also responsible for providing the office with each lecturer's contact
information.

Special Note for Zoom Courses

If you have submitted a proposal to offer your course via Zoom, please coordinate with
the AIL office to identify a co-host, if needed. Additionally, the office can help provide
login information early so that you can test your equipment and presentation materials on
the platform. 
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Proposal Deadline 2nd Wed. of February           
Classes start the 3rd week of June

Proposal Deadline 2nd Wed. of April 
Classes start the 3rd week of September

Proposal Deadline2nd Wed. of September 
Classes start the 3rd week of January

Proposal Deadline2nd Wed. Of November 
Classes start the 3rd week of April

Photograph to Accompany Course Proposal

We request that you submit a recent, appropriate digital photograph of yourself along
with your course proposal. The best photo for the catalog is one that can be modified or
cropped appropriately for consistency among photos. We recommend that the photo is
from the waist up and quality resolution. The photo will appear along with your course
description and biography in the AIL catalog. If you are unable to submit a digital photo,
please contact the AIL office to arrange for a photo.

Deadlines for Submission of Proposals for Courses or Lecture Series

Summer Term: 

Fall Term: 

Winter Term: 

Spring Term: 

Preparing for Your Course

Editing

Occasionally, course proposals are edited for length and content by the Curriculum
Committee. In such cases, your contact person will inform you of the alterations and
solicit your approval, comments or further changes.

Course Size

The optimum course size depends on the size of the classroom and the format of the
course, whether discussion group, lecture style or lecture series. Please decide on an
absolute maximum number of participants and include that number on your proposal
form. If you determine a minimum number of participants is needed, also include that
number. Your first source of assistance is your contact person, so please direct any
questions to him or her. Please note that under-enrolled courses may be canceled. 
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Classroom Venues

The AIL office schedules most classroom venues, and most courses take place in the AIL
Classroom at Lethbridge Lodge on the CSC Campus. Once the sites have been
determined, you will be notified of the day, time and location of your course by email. It is
important that you visit your venue in advance.

Winter study leaders need to reserve an additional day for their course on their personal
calendars because of the possibility of weather-related cancellations.

Once your course is underway, please arrange the space to work best for you and your
participants. Upon leaving each week, please make sure windows are closed and locked,
heat/cooling is returned to its original temperature, shades are opened, and tables and
chairs are put back in rows facing the large screen in front of the classroom. Feel free to
ask for assistance from course participants.

If you need to cancel a class session, please notify the AIL Office and your contact person
of any changes as soon as possible.

Equipment

For courses scheduled in the Lethbridge Lodge classroom, orientation meetings provide
initial training for the use of the 85” flat screen monitor. Additional individualized training
is available. Other equipment may be requested through the AIL office.

Please note that the computer in Lethbridge Lodge is a PC with the full suite of Microsoft
Office products. PowerPoint is preferred for presentation software. If you need help
converting an existing presentation that was created using different software, please
contact the AIL office for assistance. 

For questions related to the technology in the AIL classroom, please work with either Nina
or Sarah to arrange for a meeting with someone from the CSC IT Department at least one
week prior to the start of your course. 

For courses in off-campus locations, most provide their own AV equipment. Familiarize
yourself with what your location provides.

Syllabus/Cover Letter

If you plan to include a syllabus or welcome letter in the confirmation notification to
course participants, please submit it as a Microsoft Word document to the AIL office by
the deadline given in your acceptance letter.
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Term Enrollment Confirmation

One week before the beginning of the term, course confirmations will be sent to
participants and copied to the Study Leader via email, or for those without email, via
United States Postal Service.

Textbooks

If you will be using a textbook in your course, you should fill out section 1 of the Textbook
Information Form available on the website at www.ailcsc.com/studyleaders. Please submit
the form to the AIL Office so that information about the required text can appear within
the course description of the term catalog. In addition, the AIL Office will contact Morgan
Hill Bookstore to apprise them of the required book. Although Morgan Hill does not order
books unless individually requested, notifying the store will allow them to anticipate the
requests.

Photocopies

The AIL office will provide copies of course material up to five pages, double sided per
course. Master copies must be submitted at least one week in advance. All copies are
black and white. You may also utilize email with your course participants if members are
so equipped. However, please use discretion when requesting that participants print out
materials that may require numerous pages.

Binders and Extensive Material

You may wish to provide course participants with extensive or bound material that the
participant is expected to purchase. It is extremely important that the expectation of
purchasing this material is made clear in your course description as published in the term
catalogue. Please contact Flash Photo, where the material can be copied and bound. Class
participants should be told to go to Flash Photo to purchase the material directly.

Fair Use of Copyrighted Work

If any of your supplemental bound materials utilize the copyrighted work of others, it is
important that you complete a Checklist for Fair Use Form. This form is available online at
www.ailcsc.com/slresources. 

Once you complete the Fair Use Checklist for Copyrighted Materials form please submit it
to the AIL Office together with a master copy of the materials. Please include a references
page at the end of your bound materials that cites all resources used.
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Field Trips

A trip in conjunction with your course is sometimes desirable and should be included in
your course description, along with any associated costs. Please be aware that if you are
planning to carpool, liability coverage falls under each individual's vehicle insurance
policy.

Study Leader Orientation Meeting

About two weeks before the start of each term, an orientation meeting is held to answer
your questions, to provide an opportunity for you to meet fellow study leaders, and to
receive information about the classroom venue, including technology. All study leaders,
new and returning, are highly encouraged to attend this important meeting. At the
meeting, the AIL Office will provide you with an orientation packet of materials for your
course including a roster of names, addresses, telephone numbers and email addresses of
your participants, name badges for those participants who do not already have one,
participant and self-evaluation forms, classroom representative responsibilities and
medical emergency information.

Colby-Sawyer College Colgate-Cleveland Library

Borrowing privileges at the Colgate-Cleveland Library are available to you as a study
leader. Please coordinate with the AIL Office to arrange access to the library. 

AIL Study Leaders may request course reserves or interlibrary loans of materials the
college does not own but which are needed to teach a course. Requests for course
reserves or interlibrary loans should be made to the AIL Office, however they cannot be
guaranteed.

Class Procedures

Participation in Class

There is no sweet spot between lecturing and engaging the class in discussion. Some
participants prefer lecture; others prefer class discussion. The balance between the two
depends largely on the nature of the subject and the preference of the study leader.

In classes where discussion is sought, some people may need encouragement. Often this
encouragement can be found among the participants. In smaller classes, a circle has been
used effectively. Here questions are asked of all participants and discussion is held after
the final participant responds. In larger classes, a workshop design has been used. Here
the class is divided into small groups, each with a leader. Groups confer separately on a
single question. The class is reassembled, and the group leaders report results to the class
as a whole.     10



While some people will need encouragement, others may attempt to monopolize the
discussion. Encourage the former and try to rein in the latter. Feel free to request that
class participants raise their hands before speaking. If a course participant wishes to just
listen, his/her preference should be respected. AIL participants come from all walks of life,
are usually very well-educated, and have a wide range of experience. They are taking the
course because they want to and will often be delighted to take an active role in the
course by giving presentations or leading a session, should that be your request.

Controversial topics should be presented in a fair and balanced fashion, without political
or religious bias.

Class Breaks

Short class breaks (10 minutes or so) should occur about halfway through each class
except for film classes. This provides course participants a chance for informal
discussions and camaraderie that can add greatly to the enjoyment of the course. Some
venues, such as the Colby-Sawyer College archives room, do not allow food or drinks to be
brought into the room.

Class Representative

A class representative is a designated member of your course willing to act as liaison
between you and the rest of the class. It is important to designate your class
representative at the first class session. You may ask for a volunteer or appoint someone
you know to serve in this valuable role. Please be sure to provide the designated
representative with the list of responsibilities included in your orientation packet.

The class representative will be responsible for assisting you in classroom set-up/break
down. S/he will also be responsible for handing out evaluation forms, collecting all
completed evaluation forms from your course participants, and placing the completed
forms in a manila envelope and dropping them into the AIL Mailbox in Lethbridge Lodge or
delivering them directly to the AIL Office following the end of the course.

Guests

Many of our courses are oversubscribed and have a waiting list. As a courtesy to our
membership and to our course leaders, please remember that attendance in all courses is
reserved only for those members who have registered and have been enrolled in the
course. Occasionally, an exception may be made. Please check with the AIL office on a
case by case basis.



In the event of a medical, fire or other emergency requiring immediate response by
ambulance, fire or police departments, first call 911. The operator will guide the caller
through an appropriate response. Be sure the caller knows the street and number of
the building as well as the location of the classroom. The AIL classroom at Lethbridge
location is 100 Charger Lane.
Notify any staff on duty at your location who might be of help. If the emergency occurs
on the Colby-Sawyer College campus, call 911 first. Then call Campus Safety at 526-
3300. They have safety officers who are First Responder trained and skilled in
managing emergency situations.
Should a participant fall, do not move the person before trained help arrives, as this
could cause further injury.
Following the emergency, report the incident to the AIL Office at 526-3690.
Many venues have AEDs (Automated External Defibrillator), including Lethbridge
Lodge, and trained personnel. 

Pets

Dogs and other pets are not allowed in classrooms. However, service animals are
permissible. If animals are a focus of the course, examples may be present if allowed by
the owners/caretakers of the venue.

Inclement Weather Policy

Adventures in Learning follows Colby-Sawyer College’s policy on weather-related closures
and delays. If the college is closed, AIL classes are cancelled. If the college has a delay,
morning AIL classes are cancelled, and afternoon AIL classes will be held. Please check the
Colby-Sawyer website at www.colby-sawyer.edu or www.ailcsc.com. If Colby-Sawyer
College is on break, the decision whether or not to hold class should be made by the study
leader. Your course roster can be used to set up a telephone chain to notify course
participants of changes in course location, your unexpected absence or class cancellation.
Alternatively, you may email course participants to communicate any changes to your
course. We ask that you notify the AIL office of any changes as well.

Emergency Guidelines

Emergency situations are unlikely to occur, but it is best to be prepared ahead of time just
in case. Therefore, while checking out your assigned classroom before your first class,
note all emergency exits. During your housekeeping announcements at your first class,
inform your participants of the location of the exits.

Emergency Procedures:
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Liability Insurance

On occasion, a study leader may decide to host course participants at his/her home for a
class session. When this is the case and a scheduled class session moves from its regular
classroom venue to a private home, the individual's personal homeowner's insurance
policy covers the liability.

Instructional Materials and Mileage Reimbursement Allowance

You may spend and be reimbursed up to $50 for instructional materials for your course
(e.g., rental of videos, purchase of maps, extra copying costs, etc.). Please consult your
contact person if you find it necessary to exceed this sum, without additional charge to
the course participants.

If you are a study leader who travels outside a 30-mile radius from your home to your
class venue, you have the option of requesting a mileage reimbursement at the conclusion
of the course.

In order to receive your reimbursement, you must submit receipts, mileage (where
applicable) and a brief explanation documenting expenses to the AIL Office for processing
through the Financial Services Department at the college.

Sale of Supplemental Course Materials and Supplies

College protocol prohibits study leaders from selling books, bound copies, materials or
supplies to participants. An exception may be made for certain Community Spotlight
events or guest lectures.

Solicitation

No solicitation and/or sale of personal property or goods to course participants is allowed.

Course Evaluation Forms

Your class representative will remind participants on the second-to-last week of the
course that evaluations will be completed at the final class session. They will ask
participants to think about comments they want to submit so that they are prepared. 
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Please plan to leave 15 minutes at the end of the final class for your class representative
to distribute evaluations for completion by participants. Participants will return
evaluations to the class representative prior to leaving. The class rep will place the
evaluations in a manila envelope provided by the AIL office in the Study Leader Packet
and place the envelope in the Lethbridge Lodge AIL Mailbox or hand deliver them to the
AIL office. These are shared with the Evaluation Subcommittee and presented to the study
leader at the wrap-up meeting for that term. It is important to encourage the return of the
evaluations including written comments, where applicable, because you will receive
valuable feedback, and the Curriculum Committee finds the responses helpful in planning
for future courses.

Evaluations for lecture series courses should be distributed and completed at each class
session.

Zoom class participants will be provided an electronic course evaluation immediately
following the last class.

Study Leader Self-Evaluation Forms

Your self-evaluation provides an essential perspective and gives some of the most helpful
information about your class. Please complete your Study Leader Self-Evaluation Form
and submit it to the AIL office before the wrap-up meeting date.

Study Leader Wrap-up Meeting

Following each term, the Curriculum Committee will host a wrap-up meeting for the Study
Leaders and their contact persons to learn from one another as they share experiences,
thoughts and ideas on what worked, what needs work, and what new information could be
added to the orientation meeting and/or Study Leader Guide. At this time, copies of the
evaluations submitted by your course participants will be given to you.

 
 

Recruiting Other Study Leaders

AIL is always looking for excellent Study Leaders. If there are people in your course who
may have unique knowledge or experience or who have an interest they would like to
explore with others, urge them to consider leading a course. Please give their names to a
member of the Curriculum Committee and provide names on your self-evaluation form.



It starts with a quote which helps both introduce the topic and give it credence. (It is
not necessary to open with a quote, but some opening paragraph which serves to
announce what the course is about and give it weight is important.)
The proposal proceeds to describe what the course is going to examine and the
mechanisms for doing this. 
In the third paragraph the proposal talks about the format of the course.
The last paragraph mentions the leader's expectations of the participants.
The proposal ends with a brief and succinct biography.

Course Description for a Single Leader Course

The following course proposal serves as an excellent model for a single leader course:

Example
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It starts with a paragraph which introduces the topic, talks about the importance of
that topic and mentions the approach. It ends by stating the purpose of the lecture
series.
Each topic, lecture by lecture, is then outlined with a brief and (hopefully) compelling
paragraph about the topic or person to be presented that day.
Since there is no required reading, presenters should assume no prior knowledge of
their subject. This sample course will take seven weeks and will appear on two pages in
the catalog, leaving little room for any additional information. However, all of the
necessary information necessary is here.

Course Description for a Lecture Series Course

The course proposal on the following pages serves as an excellent model for a multi-
speaker lecture series:

Example



Thank You

On behalf of all of us associated with AIL, thank you for the time and effort you put
forth in preparing and conducting your course, and especially for the intellectual
enrichment you will bring to our members and our community!
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