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OLLI Online Instructor/Facilitator Manual 
OLLI Online provides many virtual learning experiences delivered via Zoom, a free and easy to use 

video conferencing software. In March 2020, OLLI cancelled all face-to-face programming. Now we are 

meeting “live” via Zoom, which allows learning to continue from the comfort and safety of our own 

homes until we can meet in person again. 

In April 2020, OLLI began to offer online programs, and we continue to do so on a monthly basis.  At 

the end of 2020, we had over 700 individuals who have participated in OLLI Online Programs, 

including: 

 OLLI Online Classes are lecture-based courses during which the instructor delivers the learning 

material with the opportunity for participants to ask questions either during or after the 

presentation. OLLI Virtual Classes have been offered the first four Wednesdays of May, June, 

and will continue in July, August, September, and October. OLLI Virtual Classes meet at 9:00 

a.m., 11:00 a.m., 1:00 p.m., and 3:00 p.m. for one hour (4 hours total.) 

 OLLI Online Study Groups are participation-based; the facilitator delivers core learning 

material, but all participants learn by sharing. OLLI Virtual Study Groups usually have an 

expectation of reading, watching a video, or other independent study outside of each session. 

Each group starts at various times throughout each month and usually meets for 1.5 hours to 2 

hours for four to six weeks. Seats are usually limited to 15 to 25 participants so that everyone 

has an opportunity to actively participate. 

 OLLI Online Learning Trips includes “Travel” Beyond Peoria which is an opportunity to travel 

virtually via Zoom to visit museums,  restaurants, attractions, and speakers around the world.  

Support Local is our program with area restaurants and businesses, which include a curbside 

pick-up, followed by a conversation or chance with the chef / owner the next day. 

  OLLI Online Originals are exclusive talks with local leaders and businesses from the 

community and beyond. These one-hour sessions are a great way to keep informed about 

specific topics, governmental updates, or business organizations.  

 OLLI Online Free and Social Events are free social event hosted by an OLLI volunteer several 

times a month. Each happy hour or book chat has a theme, but it’s not necessary to share – 

just pop in and enjoy!  
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Volunteering With Our OLLI Online Program 

Thank you for being willing to serve as an instructor / speaker / facilitator for an OLLI Online Program. 

OLLI subscribes to an environment of thoughtful discussion and mutual respect which is at the heart 

of a university-based experience. We value our participants and those who volunteer to share their 

time, talent, and organizations with us. These ideals enable us to enjoy the constructive exchange of 

ideas and remain informed and excited as lifelong learners. We embrace these ideals as a commitment 

to civility and academic freedom. 

OLLI programs may not support or oppose political parties, candidates, or political issues; they may 

not be used to sell or promote products or services; they may not be used to generate client lists, nor 

may they be used to promote sectarian points of view 

While we may share the participants’ personal information (phone numbers, emails) with you to 

facilitate contact with participants, this information is not to be shared, sold, or used for non-OLLI 

related activities. 

Preparing For Your OLLI Program 

Expect an informal, friendly atmosphere.  OLLI members interact easily among themselves. Many OLLI 

members are highly engaged learners who are either retired or soon to be retired from accomplished 

careers. They bring their own expertise and life experiences to the OLLI Program, which makes for 

lively exchanges. We are confident you will find it a pleasure to work with them.  

Our overall goal is to create an environment where the participants can both see you and see any 

material that you would like to present.  Zoom is able to create this experience for the participants 

through the “screen share” feature.  If desired, you may create a PowerPoint type presentation to 

illustrate the key points of your presentation. 

 

OLLI Programs are part of Bradley University’s non-credit lifelong learning program, so there are no 

required assignments, tests, or grades. Some of our members, however, enjoy the opportunity to do 

suggestions, or websites to visit), we encourage you to offer this additional material. These handouts 

will be distributed electronically, either as email attachments or as links to Google Drive.  OLLI Staff are 

able to assist in the distribution of handouts.  If you distribute these handouts yourself, please include 

a copy to OLLI Staff for their records.  If you require participants to read a book for your study group, 

please be sure to note the specific edition you wish them to obtain. 

Preparing For Your Zoom Presentation 

At the most basic level, making a presentation through Zoom is just like making a presentation in a 

classroom setting.  You must be prepared. Some presenters find Power Point, or a similar tool, to be a 
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helpful aid in their presentations. For Study Groups specifically, some find sending out questions in 

advance for discussion during the session is helpful, others prepare themselves to lead a discussion by 

having members assigned certain questions or categories, while some will simply prepare themselves 

to lead a discussion through their own notes. Please feel free to adopt any tactic that you feel will best 

enhance your presentation.  As noted, many class instructors use a PowerPoint type presentation to 

illustrate key points.  During the actual presentation you will verbally deliver your message while 

clicking through the PowerPoint presentation. 

We strongly recommend either a laptop or a computer that has a camera, microphone and speaker.  

Zoom does require that the computer have a current operating system (either Windows 10 or Apple 

Catalina). 

If you need help becoming comfortable with Zoom, either the OLLI Staff or an OLLI Volunteer will be 

available to spend whatever time is required to answer your questions and to ensure you can deliver 

your message through Zoom.  If desired, we do this via one-on-one sessions with each instructor or 

facilitator to tailor the time to your specific needs. 

Presenting the Actual OLLI Program through Zoom 

OLLI Staff will send the Zoom link to participants and the instructor or facilitator prior to the 

presentation. Please plan to join the Zoom link about a half hour before the start of your OLLI 

presentation.  An OLLI Staff or an OLLI Volunteer will be assigned to your presentation as the host and 

will be available during the entire session to answer any last-minute questions and make sure you are 

set to present.  They also are there to help all participants get on the call and manage Zoom with 

minimal interruptions. 

During your actual presentation, an OLLI staff will mute all the participants. An OLLI Staff will discuss 

how you prefer to answer questions. Participants can use the Zoom “Chat” function to ask their 

questions or physically raise their hands.  The OLLI host will keep track of this for you, and then 

interrupt at the appropriate time to ask the questions.  Some OLLI presenters prefer that participants 

hold their questions to the end, some OLLI presenters prefer to take questions during the 

presentation, and some OLLI presenters prefer to stop the presentation periodically to specifically ask 

for questions.  Please use the approach that you find to be the most comfortable. 

While an OLLI program using Zoom has several advantages for OLLI participants over the traditional 

physical classroom, including better audio, better ability to see the PowerPoint presentation, and no 

travel or parking concerns, the OLLI Virtual Program can be distracting to the presenter since it is 

difficult to read “body language” or understand if your audience is comprehending the material.  If 

you have this concern, our recommendation is to keep the participants in Zoom’s “Gallery View” and 

minimize the size of your presentation screen.  We would also recommend you consider the approach 

of stopping the presentation periodically to ask for questions. 
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Finally, the OLLI programming is all about creating a learning experience for the OLLI participants.  We 

suggest not worrying about the technology and let the OLLI Staff or the OLLI Volunteer handle the 

technology issues.  We would ask you to focus on the learning and create an environment where each 

OLLI participant can say that they learned something as a result of your OLLI program! 

 

Thank you for volunteering your time for our learning community!  

 

 

 

 


