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Welcome to FIT Mail, our monthly communication to our facilitators to keep
you up to date on changes, reminders and additional information.

Fall Facilitators Needed!
 

OLLI's Curriculum Committees are busy developing the
Fall 2018-2019 courses. They would like to know if you are
available to facilitate a course or event. Help to ease their
anxiety! Are you available to facilitate in the Fall term
(September 2018-January 2019)? Which curriculum would you
prefer to facilitate: AH, STEM, SS or SE? Please e-mail Leah
Jordan at JordanLR@cox.net with your responses, or just
reply to this e-mail.

 

Recognizing New OLLI
Members

 
Facilitators are the "friendlies" of OLLI! New Members can be
identified by the gold star on their name tag. Let's help them
feel welcomed! 

Please Lock Exit Doors
 
Please do not leave the classroom until you double check that
the two double exit doors - and lobby doors are closed and
locked even if there is another class following your class. The
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best way to ensure that all exit doors are locked is to pull the
handles from the outside when you exit the building.

Encourage an OLLI Member to Invite a
Guest Using the "One Bring One" Guest

Voucher Program

The new orange colored One Bring One Guest Voucher cards
have replaced the yellow guest vouchers. This allows a guest to
attend one session of one class based upon space availability.
Turn all completed voucher cards into the OLLI office.

Facilitators, please be sure
the forms are filled out

completely before turning
them into the office.

Classroom Checklist
 
 
Doors
The back doors of the classroom are emergency doors. Please
check that they are locked by pushing on the door, not on the
bars.
The entrance doors to the classroom, office, and conference
room sometimes stick, but they are never locked.
The front lobby doors are to remain unlocked whenever
anyone is on the premises. Before locking the doors at the end
of class - check the office, conference room, restroom and
classroom - to ensure that no one is still in the facility.
 
Television Screen in the Lounge
Turn ON the television screen in the lounge area at the start of
your class, and turn OFF the television at the end of your class
- even if another class follows your class. This is a new 
procedure. The television no longer shuts off automatically.
 
Microphones
Place the microphone in the charger at the end of each class.
Charger is located on the presenter's desk.



 
Evaluation Forms
Ensure that your class has sufficient copies of the evaluation
forms. Master copies of all forms can be found in the Facilitator
drawer located in the lounge area. Place completed evaluation
forms in the Facilitator drawer under the course category.
 
Lost and Found
If a member has left an item behind, please put it in the Lost
and Found box, located under the microwave in the lounge.

Audio Visual Equipment Reminders

Lowering the Projector Screen
Look for the push button control panel (a.k.a. black box) located
on the Presenter's desk (and in the lounge area). Push ON - to
turn on the projector and drop the screen.

Displaying the Presentation on the Projector Screen
Press NORM when a Presenter uses a flash drive (USB);
press GUEST when a presenter uses his or her laptop. Click
HERE to view the panel diagram. 

Raising the Projector Screen 
Push OFF on the black box - to turn OFF the projector and to
raise the screen at the end of class.

Audio Visual Trouble-Shooting directions for technology
are found in the facilitator folder located on the Facilitator
check-in desk and in the notebook on the presenter's desk. 
 
Microphones (recharging)
Check when you place the microphones into the charger that
they face in the right direction. The metal contacts on the
microphone need to be in contact with the metal contacts in the
charger. 

Lecture Capture System Reminders

Some important reminders when using the Lecture Capture
System to video record the speaker's presentation:

 If the Presenter approves to have the lecture video taped,
ensure that the Presenter signs a Video Release form (found in
the Facilitator's drawer).
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1. Ensure that the Presenter uses a microphone - and that
the microphone is turned 'on' - otherwise the Presenter's
voice will NOT be captured. This is a common mistake.

2. Turn up both volume dials on the black box. Even if the
Presenter is using a microphone, the sound will not be
captured if the volume is set too low.

3. Fill out the video label form (found in the Facilitator's
drawer). Include the Class Date, Course Code, Course
Name, Presenter's Name, and the Name of the Video
Recorder. Turn this form into the OLLI office staff. 

Facilitator End of Day Checklist
Click HERE to view a list of items you should complete
after facilitating a class. 

Class Rosters
It's now easier to access your class rosters. 

1. Go to ce.uci.edu/olli
2. Scroll to the bottom of the page and click on the blue link titled,

Facilitator Login.

FAQs Developers and Presenters
Click HERE to view a helpful document which explains the Audio
Visual equipment in our classroom, addresses frequently asked
questions (FAQs) by Presenters, and provides clearly written
directions to locate our classroom. Download and email the
document to your Presenters. 

Facilitator Forms
Click HERE to be taken to the Facilitator Center to access and view all
classroom and Special Events facilitator forms.

Facilitator Trainers
Click HERE to meet your Facilitator Trainers. Feel free to call or email your
trainers with any questions.
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