Welcome to

Expand your world

New Class Aide Training
Spring 2025


Presenter
Presentation Notes
It’s great to see you all!  Thank you so much for coming and for volunteering to be a Class Aide.  We think  you are going to enjoy the experience. 
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Spring 2025 Class Aide Training Agenda

- Welcome

- Overview of Class Aide Responsibilities

- Review Class Aide Guide/Checklists

- Check-out room or meet with other Class Aides

- Virtual Class Aides may convene in another room


Presenter
Presentation Notes
Here is a brief overview of what we will cover today.  Our focus is much more on the Class Aide Guide and Checklists that you have in your folders.  At the end, we’ll give you time to check out your room if you’re going to be at GMU or to get some hands on experience with Zoom in another room.
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MEET YOUR CLASS AIDE COORDINATORS

Carol Fuller

John Metzler

Lora Pollari-Welbes
Executive Director
Patty Rowland
Administrator
Kerry Fraatz
Academic Course Coordinator
Donna Banks
Virtual Class Administrator



Presenter
Presentation Notes
Before we start, I want to give a shout out to our staff who, as you have seen and will see, offer us great support all along the way. So great appreciation to Lora Pollari-Welbes, our Executive Director; to Kerry Fraatz, our Academic Course Coordinator, Patty Rowland our Administrator, and Donna Banks, our Virtual Class Coordinator!  Giant thanks, as well, to our IT team, Marty Suydam and Richard Rubin, who skillfully help instructors and class aides with tech issues. As you know and will see, we have a terrific support team.    
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Getting to Know You

* Welcome to our new Class Aides. You join
some 40 returning Class Aides this semester.

* Please introduce yourself and say what class
or classes you are Class Aide for, whether in
person, Virtual, or off-site.


Presenter
Presentation Notes
Note that we have both in-person and virtual class aides here today.  We have asked everyone to be here to go back to Basics on some key points.  Now we’d like to have you briefly introduce yourselves.
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Encore Learning Conduct Policy

Encore Learning is a welcoming and
inclusive learning institute. We do
not discriminate on the basis of sex,
race, color, religion, disability, marital
status, sexual orientation, gender
identity, or national origin. All views
should be expressed with
consideration of others’ concerns,
backgrounds and feelings. This is a
space for listening and exchanging
ideas.

Home = About = Policies
POLICIES

Website Use Terms & Conditions

Registration, Refunds, Transfers & Cancellations
Course Visitor

Special Event Cancellation

Inclement Weather

Conduct

Privacy

Intellectual Property

Bylaws

Website Accessibility

o 0 60 0 0 0 0 0 0 O

Register for Courses
Member Login

Current Course Catalog
Course Preview Videos

Access Class Media



Presenter
Presentation Notes
This is our standard statement of policy.  Any concerns about violations of the conduct policy should be brought to the Encore Learning Executive Director.
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What is a Class Aide?

* Coordinates with Instructor; Assists as needed,
including with basic AV equipment

* Welcomes everyone, especially new Encore
Learning members, and serves as a point of
contact

* Makes announcements (the rules of the room,
Zoom, or outdoor site)

* Helps Instructor with time checks
* Takes attendance
* Works with staff on any problems or questions


Presenter
Presentation Notes
Back to basics.  What is the role of a Class Aide?
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Class Aide and Instructor Benefits

* |n-Person Class Aides receive parking passes

* Virtual Class Aides get one free course registration in

one of the next two semesters

* |nstructors receive parking passes, free registration

for 3 classes in current and following semester


Presenter
Presentation Notes
In addition to having fun helping out, you get one of two benefits.
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Staff and Class Aides Roles

STAFF CLASS AIDES

® Email class members (reminders,

schedule changes, inclement weather,
class material updates) ® Welcome class, make general

® Contact instructor before class begins

. . announcements, introduce instructor
® Provide current attendance lists ’

e Ensure appropriate equipment is ® Take attendance at each class session

available for assigned room e Assist with basic A/V issues and get tech

e Update class materials online when

provided by the instructor and email
participants e Communicate any issues/concerns to

support if needed

: . . staff to ensure a positive classroom
® Provide guidance for Virtual class P

7Zoom issues experience for the instructor and class

members


Presenter
Presentation Notes
How do the Staff and Class Aide roles differ?
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Class Aide Guide — Your Friend

* All of the details and important information are in

your folder. Read it carefully and bring it to every
class with you.

* Left hand pocket: Class Aides Checklist and a Class
Aide badge insert.

* (Central portion: Class Aides Guide, a yellow AV
instruction sheet, and a blue sheet with contact
information.

* Parking vouchers will be given to the instructor and
Class Aides at the first class.



Presenter
Presentation Notes
In-person, off site, and virtual class aides will have different information in their folders
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Key Point Reminders

Contact your Co-Class Aide Now: divide duties and discuss absence dates

Contact your Instructor Now (contact info, dates, room number, AV needs,
management of class and discussion, breaks, handling disruptive or wordy
participants, etc.)

Study and use the Class Aide Checklist; make announcements (e.g., silence cell
phone); introduce Instructor and Co-Class Aide

Create an orientation slide for the first Virtual class (unless your Instructor wants to
do it): class dates, rules on Zoom

Arrive 30 minutes early for the first in person class to set up AV;

Check attendance each week; always wear your Class Aide badge; ask if anyone needs
a badge and let office know those names after first class

Refer participants to class website for class media/materials
Monitor time (start, breaks, class end)

Become familiar with your room AV equipment and mics; review AV and other
training tutorials online, including Virtual training


Presenter
Presentation Notes
These are the basic points.
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Contact Your Instructor

Call or email Now. Be persistent.

Blue page has phone and email contact information.

Confirm everyone’s contact information.

Verify class dates, times and locations.

Explain that your role as Class Aide is to assist with audiovisual
and taking attendance.

Confirm AV needs and how Instructor will conduct the class
(laptop? Flash drive? Powerpoint/Video during the class? Mac
cable?) New to GMU AV? Familiar with Zoom?

Ask how they would like to be introduced and whether they
want participants to introduce themselves at the first class.
Discuss breaks and how to handle questions.

Discuss how to handle difficult students.

Explain parking or free class benefits for Instructor.


Presenter
Presentation Notes
For virtual class aides the staff host initiates a rehearsal before the first class. But it’s good to contact your Instructor when possible and verify how familiar the Instructor is with Zoom.
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Inclement Weather Policy

See Guide page 7 for
details on Cancellations

Encore Learning courses
scheduled to begin
during the delay are
cancelled; those
scheduled to begin after
the delay will proceed
on schedule.

https://huggingface.co/spaces/stabilityai/stable-diffusion


Presenter
Presentation Notes
No one will be making phone calls to students in cases of emergency cancellation/closure. 

Remind class members to check online for any schedule changes or inclement weather issues before coming to class each week.
For classes that are outdoor/various locations the instructor will determine if inclement weather merits cancellation. Encore Learning staff will email students if there is a cancellation. 
Virtual classes will not be canceled due to inclement weather.
Each class has a staff contact who will be in touch with the aides and instructor about procedures.
Please make sure that your MEMBER ACCOUNT Manager Profile includes your mobile phone number—and please make sure that your leave your mobile phones on UNTIL  the class is underway.
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Classes at George Mason

Use the hand mic for questions (1st
Floor)

Start on time

Introduce yourself & Co-Class Aide
Ask the new members of Encore
Learning to raise their hands and
introduce themselves; welcome them
Review the ground rules for class
(e.g., silence phone, quiet food
packaging, inclement weather)
Introduce Instructor
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Before the first class starts

® Start AV system, login to computer, and open
browser if they will be using internet.

® Check for pointer or erasable markers, if used.

® Give the instructor a copy of the attendance list.

® For classes at GMU, ensure instructor has
parking vouchers and contact staff if any
guestions.


Presenter
Presentation Notes
Give instructor a copy of the Attendance Sheet so that he or she knows who is in the class.  Not the actual attendance sheet, but the copy of it .
Will the instructor take a break at class mid-point?. Does instructor want you to tell them what time it is?
How would the instructor like questions to be handled? Wait until a break? Ask any time?

See the Sample Class Aide Introduction for First Class Meeting Introduction on p.9 of the Guide.
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Hearing Assistance

http://gretnabc.com/multimedia-archive/can-you-hear-me-now/


Presenter
Presentation Notes
Well at Encore Learning , we heard you .  As we all know, hearing is often a problem as we age.  And while some seniors can positively advocate for themselves, others may be unwilling or shy about acknowledging the problem.  Encourage students who have difficulty hearing (or seeing) to sit up front.  They may also use the accessibility features on their phone to do speech to text. Likewise, if an Instructor is using film or video, encourage them to choose videos with closed captioning. 
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Classroom Hearing Assistance

o

Help/FAQs - Encore Learning X -+ =

) () https://encorelearning.net/home-page/help/#courses

) SEO  [] Website

COURSES HELP

When are courses held? +
Where are courses held? +
Is parking available? +
What is GMU Van Metre Hall's address? +

How can | get assistance with hearing for an in-person class?

Please see the orientation video for the Classroom Hearing Assistive Technology (CHAT).

Classroom Hearing
Assistive Techno!
Encore CHA s
: (CHAT)
Learnin
Expond your world Orientation

Rsod /2472021



Presenter
Presentation Notes
On the Encore Learning Home Page, click on HELP/FAQs, then click on COURSES.  In the courses section you will find “ How can I get assistance with hearing for an in-person class?” Click on the plus sign and that will take you to the video.
This video describes three possible mobile phone apps.  All three apps work well with Iphones, but only one works with Androids.  
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Outdoor Class Procedures

* Take attendance before starting and for late folks

* Greet everyone; introduce yourself and your Co-Class
Aide

* Ask if anyone is a new Encore Learning member;
welcome them

 Remind them of basic rules (weather issues; updates
on website account; etc.)

* Introduce Instructor

* One CA should be at front; one in back as “sweep”


Presenter
Presentation Notes
Obviously, the procedures for class aides at outdoor classes are slightly different. Review your checklist and cover the basic rules and notes that apply.
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Virtual and Hybrid Classes

 Virtual: All on Zoom software (remember to update
Zoom before the class as it changes frequently)

 Hybrid: Two Class Aides: 1) in-person duties; 2)
Zoom duties.

 (Class Aide managing Virtual should review the pre-
recorded training.

e Prepare an orientation slide with ground rules for the
first day of a Virtual class.

e Staff will schedule rehearsals prior to the first class.

 Staff manages the virtual attendance tracking.


Presenter
Presentation Notes
In our new post-COVID age, we are offering a lot of courses virtually and some of them are hybrid (both in-person and virtual).  
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Course Materials in the Cloud!

INSTRUCTOR 3mmE)p STAFF ) CLASS

VOLUNTEER REGISTER FOR EVENITS/C

Encore
Lear‘ning ABOUT COURSES EVENTS CLUBS MEN

Register/Online Catalog

Course Calendar View
< Back to News Page Course Grid View
Home > Access Fall 2024 Class Media Printable Catalog (PDF)

ACCESS FALL 2024 C| Freview videos

Access Class Media

Zoom Help/Resources

Below are links to the class media websites fo s particip


Presenter
Presentation Notes
All supplemental material, like readings or syllabus, must go directly from the instructor to the office (email to courses@encorelearning.net) for posting. Staff will email students when additional material is posted. Please remind the Instructor of this procedure so that he or she can plan accordingly.

Instructors have been advised  to send their material, by email or by the post, to the Encore Learning office well in advance, at least a week ahead, of the class. Staff will upload the electronic files to each class member’s account.

-→ The Staff will notify all the class members, the entire class,  by email when the materials are available on the class webpage and how to access them. �
So to recap:  on the call with the instructor, exchange contact information, confirm class details, parking information, AV requirements, Supplemental Materials, breaks,  questions, introduction.
The Class Media Page includes the schedule, location and Zoom links if it is a virtual or hybrid class.
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Yellow sheet: Audio Visual Info

https://encorelearning.net/class-aide-information/

https://clipchamp.com/en/blog/lavalier-microphone/


Presenter
Presentation Notes
For GMU classes, your yellow sheet in your folder has the A/V information specific to your room.  The Encore Learning website has instructional videos that will review what you will see and do here after this presentation.  Class Aides often like to refer to these videos before class to refresh their skills. Staff will generally make sure the room is set up and the computer has been logged in before you arrive but be prepared to do it yourself.
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AV Refresher Videos

GMU Classroom Audio Visual Guides

Training video for AV in GMU Rooms 118, 120 and 121
Training for using AV in GMU Rooms 111,113

AV Checklist Mason Room 111,113

AV Checklist Mason Room 118, 120, 121

AV Checklist Mason Rooms Above First Floor

Encore

Learning
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GMU Classroom Audio-Visual Tutorial
Introduction

October 2023 Update =

Encore Learning Training for AV in GMU Rooms 111 and 113

https://encorelearning.net/class-aide-information/


Presenter
Presentation Notes
Our Encore Learning IT Co-Chair Marty Suydam put together these wonderful videos specifically dedicated to certain rooms in George Mason. We will have a little AV training session after this presentation, but these videos will refresh your memory before class and will remain online for whenever you need them.  https://encorelearning.net/class-aide-information/
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Time to Evaluate
Last Class



Presenter
Presentation Notes
Evaluations will be sent to class members on the last class session day via email using Survey Monkey. Links are also available on the class webpage. Let the class know that the Instructor, who is a volunteer,  will read the evaluations. We are all interested in  honest and  polite and constructive feedback.
There is a specific script for the last day of class on the last page of the Guide.
If your class is at Mason, you can give the attendance list to a staff member or put it under the door of room 715. 

If you are off site, you can take a photo and email it.
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QUESTIONS?

Take time to review your Class Aide Guide.


Presenter
Presentation Notes
Take time to look at your folder now.  Review the Guide, the checklist, the A/V sheets and the blue contact sheets so we can answer questions.  (NOTE:  Allow 10 minutes for this self-review.)
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Sl

http://idealistcareers.org/5-thank-you-letters-you-should-be-sending-to-your-network/


Presenter
Presentation Notes
Thank you so much for pitching in!!
The Encore Learning classes could not run without your help!! 

Thank you !

We’ll be sending you a  SAVE  THE DATE for our Volunteer Aides’ Thank You Coffee and Review at the end of the semester.
You are tops!!
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