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Manual for Moderators

    Peer Learning

Peer Learning through member-led seminars is the core component of the 5CLIR educational program.  Seminar members and moderators alike share in the learning that takes place.  A successful LIR seminar has been described by a participant as comprising “a responsible, informed moderator, an exciting topic, and an active, enthusiastic group of members.”   Moderators need not be experts in the subject, but should demonstrate passion for the topic, and, like participants, they are curious learners engaged in a common intellectual enterprise.  The responsibility of the seminar participant is to play an active role in discussion and individual presentation.

This manual is a compilation of the experience of past moderators who have designed and guided LIR seminars, as well as the many helpful suggestions offered by seminar participants.  It is intended to encourage, suggest, and guide, and to stimulate initiative and creativity.  Its purpose is not to restrict a prospective moderator’s innovative ideas, originality, flexibility or judgment.   Even seasoned moderators may find nuggets of wisdom in its pages. 

Membership of the Curriculum Committee

The committee consists of fifteen members plus the two co-chairs.  Each year five new members are appointed to a three-year term.  Regular attendance at the committee’s monthly meeting and sponsored events is expected.

( Candidate must have been a member of 5CLIR for at least one year.

( Candidates must have taken at least two seminars.

( Candidates must have either moderated a seminar or served on at least one 5CLIR            

    committee.

New members for the Curriculum Committee are sought at the end of the spring semester each year.  The committee sign-up forms are distributed with the fall seminar catalogs and returned to the 5CLIR office. 

The Curriculum Committee co-chairs select five applicants and the remaining applicants are placed on a waiting list in the event of a vacancy on the committee during the remainder of that year.  Members may apply to rejoin the committee after a year’s absence following their tenure as chair or as committee member.  The new selections are passed on to the President for submission to Council for approval.

When a vacancy occurs on the Curriculum Committee in the middle of a term, the co-chairs may select a replacement following the above guidelines.  If a replacement serves less than a full year, that person is eligible to apply for a full three-year term on the committee beginning with the following academic year in which he or she has served as a replacement.  If the replacement serves for more than one year, he or she may apply to join the committee for a three-year term after a year’s absence from the committee.

The President in consultation with current co-chairs and with approval of Council appoints new co-chairs. They each serve one two-year term.  Co-chairs are nominated in alternate years. 
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Responsibilities of the Curriculum Committee

The peer-led seminar program, the heart of 5CLIR is administered by the Curriculum Committee, whose responsibilities are to:

· Recruit moderators

· Review and approve seminar proposals; confirm proposal acceptance with moderator

· Provide committee liaisons to aid moderators [See Appendix I for Role of Liaison]

· Help identify a co-moderator if requested

· Create and forward to the Office Manager material for a seminar catalogue that includes scope, content, organization, and method of course offerings

· Submit annually to LIR Council an academic calendar with dates for meetings, proposal and registration deadlines and dates for confirmation notices and  lotteries

· Suggest to Council policy changes that may improve the seminar program

· Conduct a random number lottery for any seminar that is over-subscribed.

· Consult with moderators of any under-subscribed seminars  

· Maintain an updated Moderator’s Manual on the 5CLIR website for any 5CLIR member.

Responsibilities of Moderators

The success of a seminar or workshop depends upon the contributions made by each participant as well as the moderator(s).

(  Moderators are responsible for planning and organizing seminars and workshops.  They establish the schedule of presentations, in conjunction with the participants in the seminar or plan the activities in a workshop.

(  Moderators are expected to suggest resources to members and to provide general guidance for them as they prepare their presentations or carry out workshop activities.

(  Moderators advise seminar participants about LIR owned audio visual equipment.  Participants should contact the Tech. Committee for availability. [See Appendix IV: Using LIR Audio-Visual Equipment]. 

(  Moderators are responsible for leading the seminar and workshop sessions, keeping to the predetermined time schedule, encouraging discussion and setting an atmosphere in which all members feel free to contribute to the discussion and activities. 

Design of the Peer-Led Seminar

The success of a seminar topic may be academic or aesthetic, historical or contemporary, theoretical or practical, innovative or traditional.  It should be manageable in scope but broad enough to accommodate a range of participant presentations within the weekly two-hour sessions.  The moderator should be able to suggest available books, multimedia materials, possible field trips, and other resources of Valley and Five College libraries to enhance the seminar experience.

In some cases, the workshop format is more appropriate to the subject.  Learning takes place through leader demonstration and hands-on member participation.

The prospective moderator should download the Seminar Proposal form which can be found at the 5CLIR website. [See  Appendix II for a sample of the Proposal Form ].  When the form is completed it will automatically be sent to the Curriculum Committee.

 The following information is particularly important to a well-written proposal:

· The title selected should be as original and appealing as possible in order to catch the interest of prospective members; it should be clear as to content.

· The description should be brief, but inclusive.

· Specify format you expect to use. [e.g., Films/Discussion; workshop; 2–3 reports or presentations per session; reading with discussion].

· Be clear as to expectations for participants. [e.g., lead discussion; 25-minute presentation]. 

· Include suggestions for preliminary reading.

· Preference for time and location will be honored as much as possible.  Locations on the Five College campuses and other Valley sites offer a variety of seminar facilities. 
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  Arrangements

Seminar enrollment:  Once registration is completed, the LIR Office provides moderators with rosters of class members, including all contact details.  Each moderator is kept abreast of his or her seminar enrollment and receives updated class lists. No moderator may add members to his or her seminar or workshop. The LIR office is in charge of seminar lists and waiting lists and controls admissions to seminars as well as space limits. If the moderator discovers that someone has dropped his/her seminar, the office must be notified if the participant has failed to notify the office.   

Parking: Parking arrangements and instructions are listed in the seminar catalog under each entry, and moderators must inform participants when they may apply for Amherst College parking permits (if applicable). Smith College permits are mailed directly to participants. The 5CLIR membership I.D. card entitles members to use the five colleges’ libraries.

Welcoming letters:  Moderators write welcoming letters to seminar participants, perhaps including a bibliography, book titles for expected reading, and any other general instructions.  Moderators are responsible for emailing participants with this information (and mailing to any without email). Seminar members appreciate being able to select a topic and schedule a presentation date well ahead of the first meeting.  New members to LIR would benefit from a special effort by moderators to ease them into presentation commitments later in the term.  Moderators are therefore encouraged to contact members several weeks early in order to establish a schedule.

Photocopied materials:  In preparation for the first meeting of the class, moderators may want to duplicate materials.  Copyright laws do not permit copying entire books.  Any photocopied material must include acknowledgment of the source.  Although a photocopier is available at the LIR Office, moderators and participants are asked to be considerate and do their own copying whenever possible.  LIR is not able to reimburse for copying either by moderators or by participants.

Audio-Visual Material:  An important dimension to lively seminar presentations is the use of audio-visual material.  Moderators who intend to use a particular piece of LIR equipment either for themselves or for a member of their group must make the request early, according to the procedure for equipment reservation.  [See Appendix IV: Using LIR Audio-Visual Equipment]

Room Arrangements:  Moderators should ask the LIR Office to arrange for any time or date changes for sessions or problems with lighting and temperature and not do so independently.  Room set up and clearing away are moderators’ responsibilities.

The First Session

Giving a seminar overview and getting acquainted with one another are the moderator’s highest priorities for the first meeting. It is especially important for new LIR members to feel included and welcome. The moderator might ask people to introduce themselves by answering a seminar-focused question (“Why did you register for this seminar?” or “What do you hope to contribute?”) Long biographical accounts take up valuable time and are not useful. The moderator might begin with a self introduction. 

Name tags are invaluable, even though most participants may know each other Some moderators find the tent-type name cards helpful to place on the table in front of each person. Name tags or cards should continue to be used at each session.

Special needs should be addressed sensitively. LIR owns audio enhancing equipment that can be reserved. [See Appendix IV:  Using LIR Audio-Visual Equipment]

Class lists should be distributed, and information regarding addresses, telephone numbers, and e-mail addresses confirmed. Many tasks can be accomplished through e-mail without taking up valuable seminar time. Members without e-mail, however, must not be overlooked. 

Establish a break procedure to be followed at each meeting. Most moderators use a mid-point break of about ten or fifteen minutes. LIR members value time to socialize with old friends and get to know new people. Simple snacks and drinks make this time more pleasant. The moderator might provide refreshments for the first meeting, asking the group to continue for subsequent sessions. Occasionally, moderators encourage meeting for lunch after morning sessions or before afternoon sessions.

Regular attendance is assumed. Members should be asked to let the moderator know in advance if possible when they will need to miss a meeting. Repeated absences should be investigated for any serious problem. The office should be notified in the event of a drop-out, particularly if a waiting list exists. Enrollment of newcomers to a seminar must be handled by the LIR office, not independently by the moderator. Likewise, the moderator must report anyone missing the first two meetings of lotteried seminars; absentees will be replaced through the waiting list.

Cancellation Policy should be established at the first meeting for use in the event a session needs to be cancelled. The moderator should notify the LIR Office of any such cancellation and determine how make-up sessions will be handled.

Setting up and leaving the seminar room in presentable state should be a group effort, but is the moderator’s responsibility. Enlist help from the first day!

Guests in seminars: Since some participants are uncomfortable with visitors, the moderator should consult privately with the scheduled presenters in a session before admitting a guest. Any guest is limited to one session a semester.

    Responsibilities of Seminar and Workshop Participants

            (Moderators may want to distribute pages 8, 9 and 10 to participants)

The success of a seminar or workshop depends upon the contributions made by each participant as well as the moderator(s).

(  Participants are expected to attend seminars and workshops regularly or to notify the moderator if they will be absent.

(  Participants are expected to be attentive during presentations by others and to contribute constructively to the discussion periods.  Participants in workshops may be asked to purchase materials.

(  Participants are expected to contribute to the learning of their peers by taking responsibility for one session or a large part of one session.  Participants in workshops may be expected to do some preparation and/or practice at home.

(  Participants are expected to prepare for their presentations in a way that will benefit the learning of their peers and to organize their presentations in a coherent manner.

(   Participants are encouraged to make use of visual aids in support of their presentations.  Visual aids need not involve the use of technical equipment (such equipment is available at no cost to the participant). [See Appendix IV: Using LIR Audio-Visual Equipment].  Relevant material can be displayed or photocopied at the participants expense.

(  Presenters are responsible for getting audio-Visual equipment they will need during their presentation.  If planning to use LIR-owned equipment they should make arrangements well in advance of their seminar and be responsible for picking up and returning the equipment.  Participants are encouragd to consult with the AV coordinator for equipment operation and scheduling use.

Participant Performance

An important consideration in seminar success is the thoughtful contribution of each member of the seminar.  LIR membership is open to all interested retired persons, regardless of educational background.  The moderator’s expectations of participant performance should realistically motivate each member to take part in group discussion as well as to produce an individual report or other presentation.
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DISCUSSION POINTERS

Active discussion is encouraged in order to draw upon the diverse perspectives and seasoned insights or their members.  Moderators have the responsibility to ensure that ground rules are established for effective and courteous discussions and that they are fairly and consistently implemented.  

       (  Focus on a question or topic

       (   Be an active listener

       (   Do not interrupt

       (   Do not monopolize

       (   Speak one at a time; raise hand for recognition

       (  Use eye contact, but avoid focus on only one or two people

       (  Respect others’ opinions

       (  Avoid side conversations and cross talk

       (  Draw out quiet participants without putting them “on the spot”

       (  Temper personal stories or off-topic wanderings by gentle refocusing

PRESENTATION POINTERS

Here are some tips for making an effective presentation, in the interests of a lively seminar.

(  Make clear the controlling idea or thesis, not just information on a topic

      (  Have a basic outline; if possible, and share it with the group

      (  When presenting, be visible to all 

      (  Speak as distinctly as possible

      (  If reading, keep head up and mouth uncovered

      (  Establish eye contact with group

      (  Avoid blocking any visual display

      (  Be familiar with presentation equipment used

      (  Have a drink of water handy

      (  Establish whether you’ll take questions during or after

      (  If using handouts, have enough for all

      (  Stick to the time limit; at moderator’s signal [a timer?], be ready to finish
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Alternative Activities to a Standard Presentation:

Most important to remember, one size does not fit all. Moderators need to encourage all members to make solid contributions to the seminar. Presenters are expected to get moderator's approval before offering an alternative presentation.

· Paint a picture related to a topic and use as basis for discussion
· Present works of art, or photographs on the topic

· Supplement a presentation with a video and/or audio clip

· Conduct an interview as part of oral history

· Stage a debate with another person representing opposing viewpoint

· Arrange for a field trip for the group

· Role play or dramatize a situation on a topic

· Prepare a case study

Mid-Term Reflection

Moderators may benefit from a seminar evaluation completed anonymously by each participant midway through the term [See Appendix III:  Seminar Feedback and Evaluation Form].  The use of these forms is optional. They will be seen only by the  moderator.   Suggestions might cause the moderator to make minor adjustments which might be helpful to all involved.  

Beyond the Seminar

As the seminar progresses, the moderator may help to advance the entire LIR program in various ways:

· Encourage members of the group to submit proposals of their own for the next semester, or perhaps offer “shadow proposals”---ideas for seminars for which moderators have not been identified.

· Discuss the importance of Council and identify participants who may be willing to be nominated for a position on the Council.

· Suggest that an interesting report, field trip, museum visit, or guest speaker originally planned for the seminar be expanded and shared with other LIR members as a Special Event.

· Encourage seminar members to become involved in 5CLIR committees. 

· Discuss with seminar members the possibility of a future seminar to continue or follow up on the current seminar

· Make sure that all members are aware of the January and Summer Programs and any Special Events during the semester.

Over the years, LIR moderators have again and again discovered that the personal satisfactions and rewards of leading a seminar and helping others to pursue exciting learning experiences are well worth the effort and commitment they entail.

              Special Status for Seminar Participation

Purpose:  To provide an opportunity for longstanding 5CLIR members who feel they cannot carry out research, but feel they can contribute meaningfully without fully participating in the traditional requirements of 5CLIR peer-learning seminars.

Criteria for Eligibility: A member of 5CLIR with a history of seminar  participation

                                               Fully paid membership in 5CLIR as a full (not an associate                                                  




  
    member).

Limitations:  A member may request special status in only one seminar per semester.

               A member may not participate under special status in one seminar while        

    

         participating fully in other seminars.

                           Space limitation of the room in which a seminar is scheduled may be 

                                 grounds for refusing an application for special status.

Moderators should contact Curriculum co-chairs if they receive a request for special status.

APPENDICES
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APPENDIX I

Role of 5CLIR Curriculum Committee Liaison

When a proposal is submitted to the Curriculum Committee for approval, a member of the Committee is appointed to act as a liaison with the prospective moderator.

The liaison then will:

· Explain any modifications or clarifications the committee has requested.

· Notify the committee co-Chairs when the proposal has been refined and the seminar description is complete.

· Assist in finding a co-moderator if requested by the moderator.

The co-Chairs:

· Review final proposals and submit catalog copy.

· Confirm that the moderator has a copy of the Moderator’s Manual.

Note: Moderators and/or participants should address, in the first instance, any questions or concerns arising during the semester to the co-Chairs. The 5CLIR Ombudsman is available for hearing complaints or disputes.
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APPENDIX II

Seminar Proposal Form
Page one
[image: image8.jpg]‘This is a new kind of online form for SCLIR. The information you fll in here will be sent nicely formatted to the Curriculum Committee:
Chairs and the SCLIR Office, and a copy will be sent back to you.

To use the form, type the appropriate information into the labeled boxes. They will automatically expand s needed, so don't worry if you
need more space. Before you begin filling out the form, review it and gather together all the information you will need. You can cut and
paste text from another document into the form, so it's probably a good idea to compose the seminar description in advance in a word
processing document. This description is what will appear in the seminar catalog, o it should be informative and designed to attract
participants. Fill in the form completely. Use the last box to add any information that somehow didn't it anywhere else. Then click the
‘Submit button at the bottom of the page.

Depending on the kind of email service you use, you may get your copy of what you submitted in a few minutes or a few hours. If for some.
reason you have not received your copy by the next day, please contact Janet Price . Be careful not to delete your copy before opening the

‘message because the sender of the email message will not be familiar to you. It will be from anonymous @plesk2 hosting crocker.com, but

the subject of the message will be "Seminar Proposal Submission."

First Moderator Name Email

Second Moderator Name Email

Seminar Title

Please select the category that best fits your seminar [ Pleasesdec 1)
Seminar Content

Seminar Description

Seminar Format(workshop, readings, discussion, etc.)




APPENDIX II 

(continued)
Seminar Proposal Form
Page two

[image: image9.jpg]Role of Participants (e.g., prepare report and lead discusssion)

‘Resources (author, itle, and edition if everyone will use the same publication)

Alittle something about the moderator(s) (to be used in the catalog):

‘Time and Day Preferences (if any)?

Times/days I am not available (if any)?

Location Preferences and Requirements

‘Preferred Number of Participants including moderator(s)
Additional Information





APPENDIX II 

(continued)
Seminar Proposal Form
List of categories 

Please choose one:

	Art

	Culture and Society: Home and Garden

	Culture and Society: Sociology and Education

	Culture and Society: Travel and International

	Culture and Society: Miscellaneous

	History: American

	History: European

	History: Local

	History: World

	History: Miscellaneous

	Literature: Criticism

	Literature: Drama

	Literature: Fiction

	Literature: Poetry

	Literature: Miscellaneous

	Medicine, Psychology, and Health Policy

	Music: Classical

	Music: Jazz

	Music: Miscellaneous

	Philosophy

	Politics 

	Religion

	Science: Biology and Evolution

	Science: Earth Science and Ecology

	Science: Physics, Mathematics, and Technology

	Science: Miscellaneous

	Theater and Film

	Workshops: Art

	Workshops: Writing

	Workshops: Miscellaneous


APPENDIX III   (Revised 8/09)
Seminar Feedback and Evaluation

Moderators should encourage feedback from seminar participants throughout the seminar, so that suggestions may be considered. Feedback may be sought in different ways. For example, the moderator may choose to distribute the form below, which will be distributed to moderators during the third week of the seminar. Moderators may set aside a time for group discussion and/or may encourage participants to communicate with her or him verbally or via e-mail. The mode is optional, but what is important is that participants be given some opportunity for reflection on the seminar.
Seminar Feedback Form

Name of Seminar:                                        

1. In general, how are things going for you so far? 

2. What have been the best aspects of the seminar for you in terms of subject matter, presentations, and/or the moderator’s role. 
 

3. Is there anything you’d like to see added or changed in terms of subject matter, presentations, or the moderator’s role? Are there things you want to be sure happen before the end of the semester? 
 
 4.  Do you have suggestions for changes that might be made if this seminar is repeated in       
    the future? 

 
 5. Anything else?  (Continue on back if necessary)

APPENDIX IV
Using 5CLIR Audio-Visual Equipment

5CLIR has acquired the following modern, up-to-date equipment for use in conducting its seminars and as an aid in transferring information in a more interesting manner:

· Digital Projector (LIR owns 2) can project a bright image on any size screen.  It may be connected with a VCR player or a DVD player, or with any laptop computer for a presentation prepared on a computer.  LIR does not have a laptop computer or a DVD player, but members can supply their own items in these cases.

· 20 Watt Loud Speaker System, with 1-4 Microphones is capable of transmitting audio inputs to a powered speaker up to 200 feet away.

· VCR to be used with one of our digital projectors and our speakers.  This can project a movie to be comfortably viewed by a seminar.  

· DVD player plays CDs (audio), videos, and DVDs (visual) on TV (classical or High Definition) or on a digital projector.
· 35mm Slide Projector displays carousel slides.

· Overhead Projector displays transparencies.

· Overhead Camera, used with one of our digital projectors, can project any material from books, maps, etc., as well as small 3-dimensional objects.

· Easel with large pads of paper and markers.
The Technology Committee has as one of its responsibilities the task of teaching members to use this equipment through scheduled workshops.  If you need instruction or assistance, please call the Tech Committee Chair (or the 5CLIR office).  Note that arrangements for use of any of these devices should be scheduled well in advance with the appropriate person on the Tech Committee.  Be aware of your responsibility for picking up and returning equipment.

Updated 2/12/2010


APPENDIX V

Emergency Numbers for Seminar Venues
AMHERST COLLEGE

Campus police


x 2111
(from campus phone)

HAMPSHIRE COLLEGE

Campus police


x 5534
(from campus phone)

SMITH COLLEGE

Campus police


x 2490   
(from campus phone)

off campus ring 585-2490 

Reservations
(Diane Jacobs)
x 2892

Smith College Field House

In addition to the above numbers, it might be useful to have the following:

Athletic Dept
(Theresa Collins)
x 2710

MOUNT HOLYOKE COLLEGE

EMERGENCIES


x 1-911 and report location

Public Safety (police)

x 2304
UNIVERSITY of MASSACHUSETTS (at AMHERST)

Campus police


x 911
APPENDIX VI

Lottery Procedure
A lottery is held, if needed, for oversubscribed seminars, based on registrations and choices that are received in the 5CLIR office at the end of the early registration period.  The lottery system is designed to allocate fairly the available places in these seminars, so that all members have a chance of being selected.

Phase One among those for whom the lotteried seminar is first choice:

· The first selected are those who were lotteried out of a first choice in the previous term.

· The second selected are those who are moderators of another seminar in the current term.

· The third selected are new members in the first semester in which they are able to submit their registration form before the lottery deadline.

· Persons who have any of the above privileges may not partner with another member.

· A blind drawing of random numbers is conducted of all others in this group, until remaining spaces are filled or all first choices included.  

· In the case of two members for whom this seminar is a first choice and who wish to attend together, one number is assigned to both. (But see above for eligibility.)

· The remaining first choice names are wait-listed in their positions in the blind drawing.

Phase Two: This occurs among those for whom the lotteried seminar is a second or a third 


choice.

· A blind drawing of random numbers will then be conducted of the remaining members who have selected this seminar as their second choice, and then among those for whom this seminar is a third choice, until the remaining spaces are filled.  

In order to maintain the integrity of the lottery system, three (3) Curriculum Committee members will conduct the drawings.  It is recommended that these include:  the Curriculum Committee chair and/or co-chair and one or two additional committee members.

(This document is a summary of THE 5CLIR SYSTEM FOR ALLOCATING PLACES IN OVERSUBSCRIBED SEMINARS revised 11/7/2002, 3/2006, and 11/17/2009 by the Curriculum Committee.)

APPENDIX VII

5CLIR Policy Statement

EXCHANGE OF IDEAS AND MATERIALS

The mission of 5CLIR is “[T]o enrich our lives by providing forums for sharing the pleasures of active learning. To implement this mission we…(6) believe that a diverse membership is central to a rich and stimulating learning environment, therefore we strive to provide a welcoming atmosphere to all.”

In the spirit of this mission statement, 5CLIR holds as core values the free and full exchange of ideas in an atmosphere of mutual respect for the ideas and sensibilities of others. Freedom of speech, including the expression of ideas that may be unpopular, is vital to the learning on which our organization is built. Equally important, the recognition of deeply held views and the discussion of such views should take place in an atmosphere of mutual respect and civil discourse. Expressions of potentially controversial opinions should take place under conditions in which participants have been made aware that such opinions may be expressed and time is allowed for discussion.

Similarly, materials distributed at seminars or events should be related to the topics at hand and express views that are relevant to the discussion. The circulation of petitions or materials and/or remarks that request that people take some political or social action are discouraged.

Special responsibility falls on seminar moderators and those organizing or presiding at other 5CLIR events to ensure that civil discourse is maintained. It is incumbent on each member of 5CLIR to follow this Policy. 

Policy Statement Revised February 2010

APPENDIX VIII
How to Plan a Seminar
A panel discussion featuring four experienced 5CLIR moderators was presented at the Spring 2008 Moderators’ Reception. The following key points for moderators about proposing and planning a peer-led seminar were made by one or more of the speakers.

The Moderator

· You do not need to be an expert in the seminar topic, but a high level of interest and a desire to expand your own knowledge is essential.

· Set a goal for the seminar: What will participants know at the end that they didn’t at the beginning? What new points of view will they encounter? New insights?

· Plan your own presentation (most likely for the first session) to model your expectations of participants for research and reporting.

· Consider working with a co-moderator. Co-moderators can provide complementary skills and expertise, moral support, or simply provide backup when absences are unavoidable. Husband-and-wife teams are welcome!

The Participants

· Remember that older learners are very different from younger ones; leading a 5CLIR seminar is not like teaching a college class or graduate seminar.

· Get in touch with the people who enroll in your seminar as early as possible; get to know their particular interests and expectations of the seminar. Mail, e-mail, and telephone are all appropriate.

· Have high expectations for reading, reporting, and discussion so that participants are challenged, not bored.

· At the same time, because 5CLIR members have varying educational backgrounds, be prepared to support participants who need assistance.

· Encourage participants to use creative approaches in their presentations; direct them to the Technology Committee for assistance with audiovisual materials and to suggestions for presentations in this manual (see pp. 7, 8, and 9).
The Type of Seminar

· Peer-led seminars can take a variety of formats and use different approaches; there is no such thing as a “standard” model that you must follow.

· Anthology seminars are those in which the moderators defines a general subject or issue and provides a list of suggested research topics, which participants choose and which can be presented in any order. A unifying theme can provide a framework that enhances presentations and seminar discussions.

· Course seminars deal with subjects that have inherent organization or logic so that topics must be covered in a certain order. The moderator sets a beginning, set points along the way, and an end point.

· Reading, viewing, or listening seminars focus on individual works, commonly literary, artistic, cinematic, or musical, for close study. Multiple works may be studied, or a single work may be the focus of an entire semester.

· Comparative seminars are a variant of the above. Novels-into-film seminars compare original works with their film adaptations, and performance seminars compare different performances of the same musical works.

· Workshops focus on the acquisition of skills and feature hands-on tasks for participants rather than reports of research.

· Experiment with other formats! For example, creative use of multimedia learning materials (e.g., recorded lectures, course syllabi on the Internet), hands-on activities, or field trips in the local area is encouraged.
Advance Preparation and Resources

· Organize early! Set aside sufficient time to prepare.

· Become familiar with resources in the Five Colleges area that are relevant to the topic; remember that appropriate resources may not all be university-based.

· Don’t forget that Internet research is critical for many topics, to gain an overview of the subject or to obtain materials to hand out to participants. Be wary of unreliable sources, and be prepared to assist participants in locating appropriately documented materials.
· Prepare handouts for the Preview to promote the seminar. Remember that this is when 5CLIR members first receive semester catalogs and start choosing seminars. Provide details that are not included in the catalog description of your seminar.

· Choose reading materials that are affordable (in paperback or readily available second hand and at local libraries) and choose them early enough to allow participants to start work during semester breaks.

· Note that 5CLIR does not pay for film rentals, book purchases, guest speakers, museum admissions, performance tickets, or any other costs incurred by moderators or participants in a seminar. These costs are borne by individual members, but joint costs might be shared by all participants in a seminar.
A Plan for the Semester

· Know how many weeks your seminar will run; ten-week sessions are standard for 5CLIR but are not required, and shorter schedules are welcome.

· Be prepared to adjust your plans to accommodate unexpectedly high or low enrollment. A smaller seminar, for example, could mean multiple reports by you and participants.

· Be clear about any reading or research all participants will be expected to do to prepare for each session, as well as what they will be expected to provide when they report to the seminar and lead discussion.

· Consider working out a week-by-week plan. Depending on your topic and approach, you might list (1) only general topics for each week, leaving details until participants choose their report subjects, or (2) the specific reports to be presented and discussed at each session and solicit signups from participants as soon as 5CLIR provides you with your class list.

· If your seminar is an anthology type in which the order of presentations is not important, identify any topics in a general list that are essential and that therefore must be covered.

· Circulate your plan to all who are enrolled in your seminar before the semester begins and encourage participants to select a topic and a date, and to make use of free time in the semester break to start their reading and research. If this is not possible, use the first session to work out the schedule for the semester with the participants.
Five College Learning in Retirement Mission Statement:  





To enrich our lives by providing forums for sharing the pleasures of active learning.                                (Adopted by 5CLIR Council, 11/14/2002)
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