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Dear Instructor,
Welcome to the Osher Lifelong Learning Institute (OLLI) at Ringling College! We
are delighted you have chosen to be a part of our program.
Your willingness to share your expertise, time, and talent is greatly appreciated.
As a valuable member of our team, we rely on you to help make lifelong learning
rewarding for your student,s and yourself.
This New Instructor Welcome Packet is just one resource designed to help you get
acclimated to OLLI at Ringling College. Other resources available to you include
the OLLI and Operations staff, the Curriculum Committee, topic area chairs, and
other instructors. You also have Instructor Resources on the OLLI website:
https://olliringlingcollege.org/services/instructor-resources/
I know your time is valuable, but I hope you will read this packet in its entirety. It
contains information, contacts, and links that are essential to your role. You will
refer to this resource often.
Again, welcome aboard. We’re glad you’re with us.
Sincerely,
Sheila Reed
Interim OLLI Director

Academic Calendar for 2021 – 2022
OLLI at Ringling College

IMPORTANT DATES AT A GLANCE

Course Proposal Submissions Due
Jun 1, 2021

For Fall 2021

Sep 1, 2021

For Winter 2022

Dec 1, 2021

For Spring & Summer 2022

2021 – 2022 Academic Terms
Sep 27 – Nov 19, 2021

Fall Term

Jan 10 – Mar 4, 2022

Winter Term

Mar 14 – May 6, 2022

Spring Term

May 9 – Jul 1, 2022

Summer Term

Calendar Format 2021 – 2022
DAY

DATE

EVENT

Tuesday
Tuesday

Sep 7, 2021
Sep 14, 2021

Gold Member registration – Fall 2021
Silver Member & open registration – Fall 2021

Wednesday
Thursday
Thursday
Friday
Monday
Friday
Monday

Sept 1, 2021
Sep 2, 2021
Sep 2, 2021
Sep 3, 2021
Sep 6, 2021
Sep 17, 2021
Sep 27, 2021

Course Proposals Due for Winter 2022 Term
New Instructor Orientation - Mandatory
OLLI Talks 1
OLLI Talks 2
Labor Day HOLIDAY – Offices Closed
Returning Instructor Orientation
Fall Term Begins

Friday
Thu-Fri

Nov 19, 2021
Nov 25-26, 2021

Fall Term Ends
Thanksgiving HOLIDAY – Offices Closed
Gold Member registration – Winter 2022
Silver Member & open registration – Winter 2022

Mon-Sun

Dec 20, 2021 –
Jan 3, 2022

Winter Break HOLIDAY – Offices Closed

Monday
Monday

Jan 10, 2022
Jan 17, 2022

Thursday
Monday

March 4, 2022
March 14, 2022

Winter Term Begins
Martin Luther King, Jr. HOLIDAY – Offices Closed
Gold Member registration – Spring 2022
Silver Member & open registration – Spring 2022
Winter Term Ends
Spring Term Begins
Gold Member registration – Summer 2022
Silver Member & open registration – Summer 2022

Friday
Monday
Monday
Monday

May 6, 2022
May 9, 2022
May 16, 2022
May 30, 2022

Spring Term Ends
Summer Term Begins
President’s HOLIDAY Post-Commencement – Offices Closed
Memorial Day HOLIDAY – Offices Closed

Friday
Monday

Jul 1, 2022
Jul 4, 2022

Summer Term Ends
Independence Day HOLIDAY – Offices Closed
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Welcome

to OLLI at Ringling College
Thank you for joining the Osher Lifelong Learning Institute (OLLI) at Ringling College
instructor team! We are glad you chose our OLLI community as a place to share your
experience, resources, and passion for lifelong learning. Instructors are an integral part
of our program’s success, and we appreciate your dedication and commitment to
excellence.
At the heart of every OLLI is a robust community of members. OLLI at Ringling College
is one of 125 OLLIs across the nation. The one feature that sets us apart from other
lifelong learning programs is community. Our members help OLLI stay vibrant and
continue to grow through sharing ideas, forming valuable friendships, and supporting
OLLI through the purchase of memberships and course registrations.
We hope this guide will provide you with an overview of who we are, as well as the
information you need to succeed as an OLLI instructor.

Our mission is to enrich the lives of mature adults in Sarasota and Manatee counties by
providing affordable, outstanding educational programs and social interaction covering a
broad spectrum of topics that are rich in intellectual stimulation, interactive in scope, and
worthy of academic consideration.
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OUR HISTORY

CAMPUS INFORMATION

1999

RINGLING COLLEGE MUSEUM CAMPUS
1001 S. Tamiami Trail
Sarasota, FL 34236
Office Phone: 941-309-5111
General Email: Olli@Ringling.edu
Website: www.OLLIatRinglingCollege.org

A small group of retired
individuals created the
Senior Academy, a nonprofit
organization, to learn and
connect with like-minded
individuals.

2016

OLLI also offers online classes via Zoom.

COMMUNICATION
Most of our routine communication is via email. You
will receive emails from OLLI and from the School of
Continuing Studies (SCS) regarding registration, class
rosters, Zoom links, etc. Please add the following
addresses to your email address book so you will not
miss important messages:

The Lifelong Learning
Academy (formerly Senior
Academy) merged with
Ringling College of Art and
Design and became the
Ringling College Lifelong
Learning Academy (RCLLA).

2017
Pierian Spring Academy
merged with RCLLA.

OLLI@ringling.edu
SCS@ringling.edu
You will also receive email messages from individual
staff members that originate from an “@ringling.edu”
email address.

2018
RCLLA was chosen by the
Bernard Osher Foundation to
become an Osher Lifelong
Learning Institute (OLLI),
becoming OLLI at Ringling
College.

2019
OLLI at Ringling College was
awarded a Bernard Osher
Foundation Endowment and
relocated to the Ringling
College Museum Campus.
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COURSE SELECTION
PROCESS

COURSE PROPOSALS
Course proposals are required for each class
and each term you wish to teach. Proposal
deadlines are found at
www.OLLIatRinglingCollege.org/services/inst
ructor-resources/.

•

Proposal Guidelines
•

•

•
•
•
•

•

Consider writing your proposal and
biography in advance, then copy/paste
the content into the online form. (The
online form times out after 25 minutes.)
Write a course title that clearly indicates
the focus and intent of your course. Make
the title 7-8 words. Be creative, but air on
the side of clarity.
Descriptions should be 100-125 words or
less. Be clear, concise, and relevant.
Include your presentation style – e.g.,
lecture, discussion.
List required or recommended readings
or books for your course.
Your biography should be 65 words or
less. Cite credentials, experience, and
other points that pertain to the subject
matter you wish to teach.

•

•

The Curriculum Committee reviews all
course proposals and selects the courses
that will be offered in the upcoming term.
Accepted courses should fall within the
scope of OLLI’s mission.
The Curriculum Committee consists of
current and former instructors, individuals
who have served in a similar professional
capacity, and Advisory Council members.
Each committee member oversees a
specific topic area within OLLI’s program.
Topic area chairs will notify successful
candidates if their proposal has been
approved. The instructor will also receive
an official acceptance letter via email and
U.S. mail. Candidates whose courses have
not been approved will also be notified via
email and U.S. mail.
The Education Program Coordinator will
review the course description, schedule
options, and biography. Each course will
be reviewed and or edited for clarity,
relevance, and grammar.

REGISTRATION REQUIREMENTS
Each course must receive a minimum number of registrations to be offered. Course registrations are
monitored daily by staff. Any course that does not receive the minimum registrations will be
canceled, and the instructor will be notified of the cancellation 4-5 business days before the class
was scheduled to start.
Classes must have the following minimum registrations to be offered:
 7 to 8 sessions: minimum of 7-8 registrations
• 5 to 6 sessions: minimum of 6-7 registrations
• 2, 3, and 4 sessions: minimum of 4-5 registrations
• Half-day workshop (meeting one time for 3 hours): minimum of 4-5 registrations
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NEW INSTRUCTORS
Course Proposals / Onboarding
•

•
•

•
•

•

First Semester

New instructors are interviewed by the
relevant topic area chair from the
Curriculum Committee.
The course is then presented to the
Curriculum Committee for consideration.
The topic area chair notifies the successful
candidate, and they will receive a letter of
acceptance or regret.
New instructors are required to attend an
instructor orientation before teaching.
New online instructors are also required to
attend a Zoom orientation relative to
OLLI’s protocol for Zoom accounts.
New online instructors must also attend
Zoom training or demonstrate proficiency
in prior Zoom instruction.

•

•

•

•

The topic area chair, or another
Curriculum Committee representative,
visits new instructors’ classes at least
once to observe, offer feedback and/or
assistance as needed.
New instructors must successfully
complete their first semester with
satisfactory evaluations. Instructors
teaching more than one course must
receive satisfactory evaluations from all
courses.
New instructors who receive satisfactory
evaluations may discuss repeating a
course(es) or offering a new course in the
following semester.
New instructors who do not receive
satisfactory feedback must sit out the
following semester.

INSTRUCTOR CLASSIFICATION, HONORARIUMS, AND BENEFITS
Instructors are classified as independent contractors and are paid an honorarium for teaching. All
instructors must complete a W-9 tax form and sign a contract before the term begins. Anyone
earning $600 or more in any calendar year will be issued a 1099 form.
 Honorariums are $25 per class session. For example, the fee for a 4-session course is $100.
 The honorarium for a one-time, half-day workshop (minimum of 3 hours) is $100.
 Some instructors choose to donate their honorariums back to OLLI. This is a voluntary decision
that does not negate the requirement for contracts and payments.
 Anyone choosing to donate their honorarium must receive payment, then donate their chosen
amount to OLLI by check or credit card.
 OLLI instructors receive a 10% discount at the Bistro on the Ringling College Museum Campus.
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COURSE REVIEW
New and Returning Instructors
All courses are evaluated by students at
the end of the term, via Survey Monkey.
Surveys are administered to assess an
instructor’s delivery of content as outlined
in the course description, student
engagement, online skills, classroom
management, overall proficiency, and
more.
Instructors should remind students to
complete their surveys as soon as the class
concludes. The quicker the response rate,
the sooner the instructor will receive their
evaluations.
Students will receive an email from
scs@ringling.edu with the survey link.
Surveys remain open for at least two
weeks after class ends. Once an 80 percent
response rate is achieved, survey results
will be emailed to the appropriate topic
area chair. The topic area chair will review
the surveys and email the results to the
instructor.
Instructors who receive feedback showing
a pattern of concern and/or overall poor
marks will be contacted by the topic area
chair and/or Curriculum Committee chair
to review the results and discuss
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FREE CLASSES



New and Returning Instructors
Instructors and their spouse/partners are
eligible to take up to a combined total of 12
free classes in an academic year based on the
following guidelines:














The instructor must teach at least one
course in the academic year (fall –
summer). Note: The instructor must have
taught the course, not just offered the
course.
The instructor must receive satisfactory
course evaluations for the course(s)
taught. The Curriculum Committee chair
or relevant topic area chair will discuss
evaluations that are not satisfactory.
A Silver membership ($25/year per
individual) is required for anyone (an
instructor and their spouse/partner) who
registers for OLLI courses.
Priority is given to students who register
and pay for the class. If a course has an
enrollment cap and/or space limitation,
neither the instructor nor spouse/partner
can take the seat of a paying student.
Registrations for free classes are
processed on Thursday before the class
begins.
To get the class at no cost, you must call
the office at 941-309-5111 or email
OLLI@ringling.edu.
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Instructors and their spouse/partners may
provide their class requests to the office
any time during registration. The
registration will be input at the
appropriate time, space permitting.
Late registrations are not permitted.
Instructors and spouses/partners who
register for free classes should do so
before the term begins. Anyone
requesting to join the class after the first
session must be approved by the
instructor teaching the class.
Lectures,* Einstein’s Circles, and other
special events are not eligible for free
registration. *Term lectures are free to all
Gold Members only.
To ensure a seat in a chosen class,
instructors and spouses/partners may
register at the regular course fee during
registration.
Free classes do not apply to other
members of the household or family (only
a spouse/partner).
Free class options do not apply to the
Studio + Digital Arts (S+DA) curriculum.

INSTRUCTOR TRAINING
INSTRUCTOR
ORIENTATION

New instructors are required
to attend an instructor
orientation before teaching.

Returning instructors are
encouraged to attend scheduled
orientations prior to each
semester.

Orientation sessions provide
updates to OLLI policies and
procedures, introduce
colleagues and staff, and answer
your questions. A notice of date,
time, and location (onsite or
online) will be sent in advance.

A/V (Crestron) Technology
A hands-on, in-person Crestron training session is
scheduled prior to the beginning of each semester.
A Crestron guide is included in this packet, but is
not intended to be a substitute for in-person
training.
Please Note: OLLI does not have technology
assistant.

Zoom Essentials

Ringling College provides instructional Zoom
accounts for classroom use by instructors who teach
online.
 Instructors must meet the requirements for
account setup by specified dates for their class(es) to
be added to the registration system and catalog.
 It is important that instructors and students alike
have a successful Zoom experience. Students have
an expectation that instructors will be proficient in
executing their classes on Zoom; therefore,
instructors must attend a Zoom orientation session.
 Instructors who state their Zoom proficiency level
is “expert” on the course proposal must attend the
orientation session and acknowledge they will not
need or request training from OLLI.
 Instructors who are not “expert” Zoom
instructors are expected to attend additional training
sessions. Topics will be announced at orientation.
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INSTRUCTOR CODE OF
CONDUCT

















STUDENT CLASSROOM
ETIQUETTE

Instructors are expected to attend
orientations and trainings.
Instructors are responsible for sharing
factual information. You should not share
personal perspective or attempt to sway
students to a particular viewpoint.
Instructors are not permitted to use
students’ emails or classroom time for the
purpose of selling goods or services,
advice, books, or any other materials.
Instructors should not share students’
contact information with other students
without written consent.
Ringling-issued Zoom accounts for online
instruction are provided for OLLI
educational purposes only. These accounts
may not be used for personal or outside
business use.
Instructors have full responsibility and
authority to maintain respectful
interaction and etiquette in the classroom.
If a student consistently dominates or
disrupts the class, you may ask that
student to refrain from such behavior. If
the student persists, you may ask the
student to leave the classroom.
If the class is online, you may use the
“Remove” function to remove the student
from your class and not allow that student
to re-enter.
Instructors may have any student
displaying disruptive behavior to be
escorted off premises by campus security
and barred from online classes.

Please be aware that OLLI expects students to
adhere to the following classroom etiquette.
You may wish to share these points and any
other specific guidelines that apply to your
class.

Students are expected to:







respect the rights of others to express
their viewpoint;
allow others to offer their input;
listen while others are speaking;
refrain from quarrelsome interruptions
during a presentation;
ensure cell phones are silenced during
class; and
comply with staff and instructor requests.

CLASSROOM COURTESY
Scheduling allows for a 40-minute window
between classes. Once your class has ended,
please allow 30 minutes for the incoming
instructor to set up for their class. If you
and/or your students wish to continue class
discussion, please consider moving to the
courtyard or the Bistro.
When your class ends, simply press “Shut
Down Classroom” on the Crestron menu. This
option raises the screens and turns off the
projectors.
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CLASS ROSTERS



Instructors can access their class rosters at
any time by logging into the Lumens
registration system. This allows you to
monitor student registrations for your
class(es) and to send course-related
correspondence to students.



Instructions for accessing your rosters are
included in this packet and at
www.OLLIatRinglingCollege.org/services/instr
uctor-resources/.

When emailing more than one person, use
the blind carbon copy (bcc) field for all
recipients to maintain the privacy of email
addresses.
Zoom links are not to be shared with
anyone who has not officially registered
for class. Exception: You may share the
link with guest speakers who speak during
your class.

INSTRUCTOR ABSENCES

Rosters will be placed in the classroom on the
first day of class for in-person classes.

Instructors who know in advance that they
cannot teach on a scheduled day should notify
their students AND the OLLI staff as soon as
possible.

Rosters will be emailed to you one day prior
to the start of the class for online classes.

For unanticipated absence, please notify the
office at 941-309-5111 or OLLI@ringling.edu
as soon as possible. Staff members will notify
students of your absence.

PRIVACY
OLLI does not share instructors’ contact
information. If a student wants to contact any
instructor (past or present), the staff will
forward their information to the instructor for
follow-up.
Instructors who wish to share their contact
information with students may personally
make it available to them before the start of
the term or during a class session.
Instructors’ email addresses may be included
in their biographies in the course catalog upon
request.
Student contact information is available to
instructors on the Lumens registration system.
This information may not be used for any
purpose other than sharing class-related
information or materials.

In the event of a planned or unplanned
absence, it is the instructors’ responsibility to
discuss options with students and staff for
making up the missed session.
Options include extending the class by an
additional week or adding extra time to any
remaining class sessions. Students must agree
with the chosen option.
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GUESTS

GRIEVANCE POLICY AND
PROCEDURE

Any invited guest speakers and/or guest
students to must be cleared with the office.
Please provide the guest’s name to OLLI
staff at least three business days in advance
of the class session they will attend.

Instructors may bring grievances in writing to
the Curriculum Committee. If not resolved at
this level, they may appeal in writing to the
OLLI Director.

Guests who are attending as a “student”
may attend one class session on a spaceavailable basis. A guest may not take the
seat of a tuition-paying student.
Instructors are responsible for making all
arrangements for guest speakers. Guest
speakers do not receive compensation for
their appearance in class unless prior
arrangements have been discussed and
approved in writing by the OLLI director.
Guests attending online classes will receive
the Zoom link from the office.
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WHO ARE W E? We are Ringling College Continuing Studies (RCCS)

S+DA offer visual arts learning
experiences for preteens to adults.
Designed to engage students of all
levels and advance skills, subjects
range from painting, drawing, and
ceramics to photography, digital
illustration, and more. Classes are
held online, as well as on the Ringling
College Museum Campus and at
Ringling College of Art and Design.

OLLI at Ringling College is a
member of the prestigious Osher
Lifelong Learning Institute network.
OLLI programs include courses,
workshops, and lectures. Courses
are held year-round online and
at the Ringling College Museum
Campus. OLLI courses are noncredit and based on a liberal arts
curriculum. There are no grades
and no tests. Courses are offered
purely for the joy of learning.

EAC is the Englewood Art Center;
located to the south of Sarasota,
EAC focuses on education,
exhibitions, and events. In addition
to four galleries for exhibitions, the
EAC houses two well-equipped
2D studio classrooms, a pottery
studio, a digital media studio, and
a lending library.

Ringling College PreCollege is a 4-week academic residential program for high
school students ages 16-18. Students are enrolled in 2 immersion courses for
in-depth study with Ringling faculty and 4 core studio courses to build a strong
foundation. Students can also attend a series of elective mini-workshops and
enjoy a robust Student Life program while on campus. Students who complete the
program successfully earn 3-college credits which are fully transferrable.

W HERE ARE WE ?
S+DA and OLLI staff and courses are primarily located on the Ringling College Museum Campus. The Museum Campus
shares its location with the Sarasota Art Museum, now housed in the historic Sarasota High School.
Ringling College Continuing Studies
1001 S. Tamiami Trail, Sarasota, FL 34236
(941) 955-8866 | scs@ringling.edu

Englewood Art Center (EAC)
350 South McCall Road, Englewood, FL 34223
(941) 474-5548 | eac@ringling.edu

L E AR N MOR E
Online course catalogs:
www.ringling.edu/scs

Register for courses:
https://rcad.augusoft.net/

Ringling College PreCollege:
www.ringling.edu/PreCollege
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Continuing Studies Contact List
Ringling College of Art + Design
Staff Member
MAIN NUMBER
Public Safety
*24-HR IMME
ASST/Emergency

Title / Area of
Concentration
OLLI and Studio + Digital
Arts

Direct Number

Email

941-309-5111

olli@ringling.edu
scs@ringling.edu

Museum Campus:

941-309-4700

Main Number:

*941-359-7500

Dr. Mona Callies

AVP and Director, Ringling
College of Art + Design,
Continuing Studies

941-309-4080

mcallies@ringling.edu

Sheila Reed

Interim Director, OLLI
Educational Program
Coordinator, Humanities,
OLLI

941-309-5115

sreed@ringling.edu

Diane Zorn

Educational Program
Coordinator, Studio +
Digital Arts
Pre-College Program
Director

941-309-5120

dzorn@ringling.edu

Danielle LaSenna

Business Operations
Manager, Continuing
Studies

941-309-5117

dlasenna@ringling.edu

Melinda Whitson

Records and Account
Specialist, OLLI and Studio +
Digital Arts

941-309-5114

mwhitson@ringling.edu

Rhonda Stapleton Membership and
Community Education
Coordinator, OLLI
Volunteer Coordinator, OLLI

941-309-5116

rstaplet@ringling.edu

Meghan Burrows

Registration and Operations
Assistant, OLLI and Studio +
Digital Arts

941-309-5121

mburrows@ringling.edu

Beverly Jennings

Administrative Assistant,
Continuing Studies

941-309-5112

bjenning@ringling.edu

941-955-8866

Curriculum Committee Roster
OLLI at Ringling College
Committee Member

Topic Area Chairperson

Email Address

Jeff Ryder

Chair, Curriculum Committee

july4writer@gmail.com

Judy Levine

Art Appreciation

judylevine77241@gmail.com

Jeff Ryder

Arts & Entertainment

july4writer@gmail.com

Marty Fried

Current Events & Global Affairs

mlfried@law.syr.edu

Spence Hilton

Economics & Finance

shilton2437@hotmail.com

Bonnie Spadafora

Health & Well-Being

sarabonnie@aol.com

Al Tripodi

History

aatlbk@yahoo.com

VACANT

Language, Culture, and Travel

Martha Hill

Literature & Writing

VACANT

Music, Music Appreciation and
Photography

Judy Rosemarin

Philosophy, Religion &
Psychology

judyrosemarin@gmail.com

Steve Sandler

Science

steve.sandler@earthlink.net

Gayle Yaverbaum

Technology

gjy1@psu.edu

Sheila Reed

Interim Director, OLLI at
Ringling College

sreed@ringling.edu

Rev 08/21

onemittywon@gmail.com

Posting Course Materials Online
OLLI at Ringling College

Please send any materials you want to share with your students prior to (or during) the
semester to Meghan Burrows, mburrows@ringling.edu. She will have materials
uploaded to the OLLI website for student access.
• All files must be in PDF format
• Files need to be named for a specific course with the week noted–
o Ex. # EC 108 - Advanced Investment Analysis, Week 1
Your students can then access your materials as follows:
1. Go to OLLI’s website:

www.OLLIRinglingCollege.org

2. On the dashboard at top, select Course Materials.

3. From the dropdown menu,
choose the corresponding
semester.

4. A password screen opens:

5. Enter the password: lifelong learning
(lowercase, two separate words; the space is very important)
6. Scroll down to find the class(es) by title and click on the desired course materials.
Materials can be downloaded and/or printed.

RCCS Systems Overview
OLLI at Ringling College

Ringling College Continuing Studies uses various systems, each with its own website and login to
access. Below is a summary of each system, the link to the website, and an image of what each site
looks like. There is also a space for you to mark down (keep track of) your username and password.

LUMENS
https://rcad.augusoft.net/
Username: ________________________________________
Password: _________________________________________

Lumens is the registration system for all of Ringling College Continuing Studies. You can visit this site
to check your roster. If you are logging in as an instructor, you will use a different username and
password than you use for your student account.
The Lumens website looks like this:

ZOOM
https://zoom.us/
Username: ________________________________________
Password: _________________________________________

Zoom is where you go to teach online. Think of Zoom as a school building, your meeting is like your
class room, and the link is the key to get in. However, your key will not work unless you are logged in
first. You need to login to zoom.us before clicking the link to start your class.

The Zoom website looks like this:

OLLI at RINGLING COLLEGE
https://olliringlingcollege.org/

The OLLI website is where instructors can get Zoom training materials, among other things, and
where students can go to learn about OLLI and find their course materials.
Instructors do not have a login to this site. If you want to have course materials posted to this site,
you must email Meghan Burrows (mburrows@ringling.edu) at least 10 days in advance.
Anyone who wants to view the course materials needs to use this password: lifelong(space)learning
The site looks like this:

AV INSTRUCTIONS
The items included in the Instructor AV Lectern (also called Crestron) system are:
•
•
•
•

Mini iPad
DVD player
Computer monitor (keyboard and mouse are in the pull down space at your waist, hard drive below)
Power source / USB port

Please note that some rooms have a keypad instead of a Mini iPad.

When you arrive, the iPad will look like this:

Just tap the screen to turn it on.

You will then see the main menu

If you wish to use the computer on the lectern, touch the LECTURN PC icon and drag it into the source box:

This will turn the projectors on and lower the screens. You can now use the computer as you would any other.

Some rooms have a keypad that looks like this:

If you wish to use the computer on the lectern, press the PC button on the bottom left.
This will turn the projectors on and lower the screens. You can now use the computer as you would any other.

If you want to access the internet, choose a browser (Chrome, Firefox). You can then access the internet and
navigate to YouTube, EverNote, Google, or other sites.

If you need to use your flash drive, you can insert it in the back of the monitor, on the hard drive, or on the
left of the lectern.

If you wish to use your own laptop, use the HDMI cable on the lectern and plug it into your laptop.

And then drag ADA HDMI into the source box to have it project onto the screens:

If your station has a keypad, press the ADA HDMI button to use your own laptop:

If you wish to play a DVD, you will drag and drop the BluRay icon into the source box or press the BLU-RAY
button if your station has a keypad.

If you open the doors of the cabinet at your knees, you can put in the DVD:

DVD controls (play, pause, forward, rewind) can be accessed on the manual controller in the pull down panel
at your waist (which is also where the microphones live):

Certain rooms are equipped with Hearing Loops and will have this sign by the door:

Please note that if you teach in one of these rooms, you must use either the handheld or the lav mic! For
students who do not have a hearing aid, there are portable headphones in the lectern for the student to wear
(additional sets are available in the reception area).

You have the ability to control the volume for all media here:

On the keypad stations, you control the volume here:

Please note that the volume is automatically set to MUTE on the Mini iPad, and you need to unmute it (by
pressing the volume button in the middle with the red X).

If you want to mute the sound of a video or projected media, press Mute Video. The students will still be able
to see the video, but they will not be able to hear it.

If you want to hide your screen from the students, press Video Blank. You will still be able to see the
information on the laptop, but the students will not be able to see it on the projected screen.

On the stations with keypads, these buttons are AUDIO MUTE and DISPLAY MUTE.

If you need to switch between sources, just drag and drop the one you want into the sourcpe box. To switch,
just drag the other icon into the source box.

When you are done with your class, simply press Shut Down Classroom. This will raise the screens and
turn off the projectors.

On the keypad stations, this is SYSTEM OFF.

DO NOT USE
At no time will you need to use the Laptop icon:

Zoom Overview

OLLI at Ringling College
If you opt for teaching with OLLI online via Zoom, you will be registered for a licensed Zoom account
through Ringling College of Art + Design for the semester. The licensed account is the property of
Ringling College and offers added security measures, together with ample class times and sizes. This
Zoom account is to be used solely for your classes and for communication related to your classes. You
will need to check the email address used to set up this Zoom account for your rosters, updates, and
other information related to your classes.
Staff will set up your account, using the email address you designate as your User ID. If you already
have a Zoom account that is linked to your current email address, it is necessary that you provide a
separate, distinct email address for your OLLI account.
Once your Zoom account has been created, you will receive an email from Zoom (no-reply@zoom.us)
at the email address you provide for your OLLI Zoom account. In the body of that email,
click Activate Your Zoom Account. You will be asked to create a password. Do not choose to continue
with Google. Select the step for creating a password.
You can log in to your Zoom account on the web using the email address you provided for your OLLI
Zoom account at any time, at zoom.us/signin. Then use the panel on the left to navigate the Zoom
portal. You can update your profile, schedule meetings (classes), edit your settings, and more.

System requirements
•
•
•
•

Laptop, desktop, tablet, or mobile device
An internet connection: broadband wired or wireless (3G or 4G/LTE)
Speakers and a microphone: built-in or USB plug-in or wireless Bluetooth
A webcam or HD webcam: built-in or USB plug-in

Scheduling on Zoom
Your OLLI classes will be scheduled by staff. You will receive your class roster, and both you and your
students will receive a link to your class from the OLLI office.

Emergency Protocol for the
Ringling College Museum Campus
Instructors should be familiar with campus protocol in case of emergency.
Each classroom is equipped with an emergency call box, the phone number for campus security
and the front office, and black lockdown shades on the door(s).

Medical Response
•
•
•
•

If critical, call 9-1-1 while sending someone to the reception office to notify staff: (a) an
ambulance has been called and (b) the classroom number.
Someone should stay with the student who is having the emergency.
Do not move the injured or ill person.
Call museum security (phone number is posted on classroom bulletin boards). Someone
will respond with a First Aid Kit, assess the situation, and take over from there.

Fire Alarm

 Instructors should:
1. Be prepared (know how) to lead their students out of the building in at least two
directions to one of the outside muster zones.
2. Take a student head count and report to campus security if anyone is missing.
3. Those in wheel chairs on the upper floors will wait for the assistance of campus
security/fire department.
o The instructor should inform security ASAP that someone in a wheelchair or with
limited mobility is on an upper floor. Elevators are not in service during a fire
alarm.
o Security will respond and assist that person.
o If a false alarm, security will simply wait with them.
o If an actual fire, the fire department will assist to bring them down and in a dire
situation security will deploy the Evac chair located near the OLLI 3rd floor
elevator to bring the person down the stairwell.
 Security will:
1. Oversee the evacuation.
2. Investigate the alarm.
3. Meet the fire department.
4. Call the all-clear.
5. Reset the fire system.
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Active Assailant
•
•
•

Each classroom door is equipped with a black lock down shade that can be rolled down
and extended to cover the window.
If sheltering in place, the instructor will pull and secure the shade, lock the door
deadbolt(s), turn the lights off, and move away from the doors.
Basics are:
1) Know the sound of gunfire. Come to understand as soon as possible what is
happening.
2) How to Respond: Run. Hide (blackout shades, locked door, lights out, out of sight).
Fight.
3) Know what to expect and how to respond as law enforcement arrives.
4) Important safety reminders for students:
a. Remain calm, and follow law enforcement officers’ instructions.
b. Put down any items you have in your hands.
c. Avoid making quick movements toward officers.
d. Avoid pointing, yelling/screaming, or instructing officers.
e. Keep moving and do not stop for any reason when evacuating the building.
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