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Teaching Adults - Guidelines for class Preparation and classroom Management 
• Set goals and objectives for the class.

• Determine student expectations.

• If the class is in-person, determine the classroom set up. If you make changes, always 

return to original set up.

• Begin and end class on time, and be mindful of the 15-minute gap between in-person 

classes in some locations.

• Ask students to silence cell phones; have people step out of the room to accept calls.

• Speak loudly and clearly.

• Use a microphone in campus room HSD 101 so hearing loop users can hear.

•



How much input does an instructor have in the design 



Will I be asked to teach again? 

/student-affairs/bob-murphy-access-center




For an incident at the Signal Hill Library

• Call (562) 989-7200 for the Signal Hill Police Department. 

• Notify OLLI staff, immediately at (562) 985-7685.

• Notify the Signal Hill staff if present.


Other disruptive behavior 
Lesser and nonemergency interventions should be considered when there is disruptive behavior 
that does not present an immediate threat. 


Mild intervention: Work with the member informally to resolve the problem. Notify an OLLI staff 



How to be a Zoom classroom host 
• When you volunteer to teach a class on Zoom you will be asked if you want to host the 

class.

• If you have a university email account, you might be asked to host a class for an instructor 

or for yourself.


What a Zoom classroom 



classroom for a run-through before the first class to make sure it is compatible with 
what’s in the classroom, and that they know what to do to get the class started, because 
there’s a good chance that the Hyflex setup may be different from what they’re used to. Classes 
will often have an assistant who is present to help. Instructors who want someone to help with 
their Hyflex classes should contact the office well in advance to make sure a helper will be 
available.


When you teach a Hyflex class, you have two separate audiences: those in the classroom with 
you and those online. As you conduct your class, it is easy to forget the people online because 
you are looking at the people in front of you as you speak. To help the online students feel 
included, be sure to stand in front of the camera so they can see you. (The ceiling camera is 
pointed at the lectern, so if you move away from it, your online students can’t see you.) You also 
can tell both the classroom and online students if or when you will make time for questions. In 
the case of questions from students in the classroom, be sure to restate the question. If the 
students in the classroom don’t have microphones the people online can’t hear the questions. 
Make sure when students ask a question, that they use a hand-held microphone.


About slideshows on Hyflex: Once the slideshow or anything else is shared, your online 
audience will not be able to see you. If the class is over and your document is still being shared, 
the online students won’t know it’s over because all they can see is the last slide. So remember 
to either stop sharing the slideshow or tell your students the class has ended.


Hyflex Instructor checklist 
• Conduct a practice session. (See above)

• Begin to get ready to start the class (establishing the online connections) 10-15 minutes 

before the scheduled start of the class. It’s a good idea to give yourself time to make sure 
everything is working smoothly.


• It’s up to you to establish the rules for your class. On the first day, you tell students how 
you are going to take questions, For instance, you can say, “after the fifth slide, I will stop 
for your questions.” Or, if you want online students to mute their sound during your lecture, 
tell them. And if you want your students not to use the chat feature, tell them. Or if you 
want them to use it, there must be a class helper to monitor chat, because you’ll be doing 
other things.


• If you have class handouts, email copies of relevant material to both in-person and online 
students a day or so before the class starts. You will receive a list of the email addresses of 
the people who have signed up for your class a few days before your class starts.


Class Feedback Form 
Feedback forms are used to offer participants the opportunity to comment on class content and 
to give feedback to the instructors as well as to the working groups. This form is distributed 
online, although there is also a paper version. In addition to the class feedback form used by 



OLLI Name and Logo Use 
It is the policy of the Osher Lifelong Learning Institute at California State University, Long Beach 
(OLLI) to comply with Osher Foundation name and logo use guidelines.  OLLI agrees to adhere 
to the Osher Foundation guidelines as a condition of accepting Osher Foundation support. 
Specifically, OLLI must be identified and presented publicly in all marketing materials, including 
website, brochures, catalogs, and the like as “Osher Lifelong Learning Institute at California 
State University, Long Beach” using the Osher Institute and CSULB logos. Our institute's name 
may also be abbreviated to “Osher Lifelong Learning Institute at CSULB” or “OLLI at CSULB.”

The OLLI office or any working group leader, instructor, or other individual who produces a 
brochure, flier, or any other electronic or paper document related to OLLI at CSULB is 
responsible for complying with these guidelines. Any questions about the use of the logo should 
be referred to the Executive Director.


CSULB OLLI Policies 
Civility and



Video and audio recording 
Video and/or audio recording of any OLLI class requires pre-approval and agreement between 
OLLI (represented by the Executive Director) and the involved instructor(s). The process may be 
initiated either by OLLI, the instructor, or by a class member who receives preliminary approval 
of the class leader. The negotiations leading to a written agreement regarding video and/or 
audio recording should be wide in scope. (See appendix.)


Member information protection policy 
The personal information our members provide to OLLI staff members and volunteers is a 
valuable resource that OLLI and any other recipients must protect and use only for purposes 
anticipated or expressed by the members who have provided it. Such purposes would normally 
be restricted to communicating information to members on OLLI activities, courses, events etc. 
through The Sun and other brochures or announcements produced or authorized by the OLLI 
Governing Council or its Publications Committee. (See appendix.)


Members’ Image use and Opt-Out Policy 
When individuals voluntarily establish membership in OLLI, they implicitly confer upon OLLI the 
right to use their image in OLLI publications, advertisements, brochures, websites, or social 
media sites without restriction unless an OLLI member has specifically invoked his or her right 
to opt-out from such public disclosure of his or her image. (See Appendix.) 
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