
Fall 2026
VC LLI Orientation 

for Presenters 
and Class Managers

Two Sessions 

Tuesday, September 8, 11 AM to 12, noon 
via Zoom

or
Thursday, September 10,  4 – 5 PM via Zoom

Presenters:
Tish Fitzpatrick and Nora Quinlan



Class Manager Coordinators 

Nora Quinlan 
Nquinlan-affiliate@vassar.edu

All morning classes

Tish Fitzpatrick
Tfitzpatrick-affilia@vassar.edu

All afternoon classes
Lunch and Learn

Maribeth King 
mking-guest4@vassar.edu

Zoom Trainer



• A partnership: Presenters and Class Managers
• First Day reminders for Policies and Best 

Practices 
• On Campus Classroom Tech support
• CM: Taking Attendance
• Posting Class Material on Reserve
• Demo on how to Find Class Roster in ProClass
• Absent Procedures
• Attend Orientation to Classroom Technology 

AGENDA



VC LLI INFORMATION 
for Presenters and Class Managers

1. A copy of this power point presentation will be posted on the VC LLI Website

2. A recording of this presentation will be posted online via YouTube 
with a link on the VC LLI Website

3.On-campus guidelines for class managers posted on the VC LLI 
Website

https://pages.vassar.edu/lifelonglearning/presenters/



Presenters and Class 
Managers

How does that partnership 
work?

• Roles
• Communication
• Coordination with other LLI volunteers



VC LLI
Policies and Best Practices



Parking Passes

On first day of in person classes, pick up your 
parking pass in  Kenyon Lobby

After first day,  pick up is in the Hospitality 
Room, 2nd floor, Kenyon

Please observe Vassar College parking rules 
and signage:
https://offices.vassar.edu/campus-
safety/parking/



Name Badges

✢ You must wear your name badge when 
on campus
○ Helps to learn and remember names 
○ Fosters a connection

✢ Returning members please bring your 
name badge

✢ If you do not have a name badge: Pick up 
in Kenyon Lobby on first day of in person 
classes

✢ After first day,  pick up is in the 
Hospitality Room, 2nd floor Kenyon 



LIFE & SAFETY

At the beginning of the first day of your class, 
CM should inform the class of the location of:

✢ Emergency Exits
✢ Elevator 
✢ Bathrooms

Maps for Kenyon and Blodgett can be found 
at:
Campus/Resources – Lifelong Learning 
Institute



First Day 
Introductions

• CM introduces the presenter
• Remember - consult with your presenter 

as to what they would like you to say 
• CM acknowledges any new VC LLI 

members in the class. For example, you 
can say:

“Welcome to our new VC LLI members in our 
class today. If you see anyone with a new 
member ribbon on their ID badge, please 
welcome them”



Classroom 
ETIQUETTE
#1

Please silence your phone! 



CLASSROOM 
ETIQUETTE

#2

NO FOOD
ALLOWED!



CAMPUS 
ETIQUETTE #3

USE SPILLPROOF 
CONTAINERS





On-campus Classroom 
Tech Support

• Nicholas Denton, Vassar Student Tech 
Assistant

• Will attend the on-campus AV Tech Training 
orientation on September 18 

• Available in the Hospitality Room to assist VC 
LLI ON campus classes only on Fridays as 
needed

• Need Tech Help? CALL or TEXT the Student 
Assistant’s cellphone 845-681-3884



Posting Class Materials 
for Current Semester

Presenter Class materials will  be posted on the 
VC LLI website Home Page under the tab: 
Current Semester Course Materials. 
These can include: 

○ Photos
○ PDF files
○ Short films\Pieces of music
○ Documents, an article, or a website link

You cannot use your PERSONAL email to send out any class materials!



Accessing Class Materials 

✢ Material will be viewable online by all members of VC LLI
✢ To access :  go to VC LLI website and click on tab:

Current Semester Course Material  

✢ Copyrighted materials are restricted and must be posted behind 
a privacy wall.

✢ Only students in that class will receive a special access code  
(password) from the class Presenter to view this material



How to Post 
Class Materials

• Presenters or Class Managers 
should submit all course materials 
such as films, music, articles, etc. 
to both: 

• Mihai Grunfeld 
(grunfeld@vassar.edu)

• Rachel Etkin (retkin@vassar.edu )



Taking Attendance On Campus – Done by CM

BEFORE EACH CLASS In EITHER KENYON OR BLODGETT: 
 Retrieve your assigned class attendance sheet from the File Box in the  

Hospitality Room, 2nd floor Kenyon. 
 Folders are labeled and color coded based on class meeting time
 For 3:20pm classes, because the Hospitality Room closes  at 3:00 pm, pick 

up your sheet  in the File Box in the Hospitality Room before 3 pm
 After 3 pm retrieve the sheet from the  File Box now located in the Kenyon 

Lobby.
 Have attendees check in upon entry to  classroom and at the end of the 

class remind people to check in if not done already. 
 If attendee’s name is not on the attendance sheet, have them print their 

name on it.   This will be reviewed by Rachel Etkin, and she will notify you if 
they are registered for the class or not.

Note: If a person is not  registered in the class,  they cannot attend the 
class. 



AFTER EACH CLASS

 Return attendance sheet to folder in Hospitality Room no later than 
10 minutes after THE END OF EACH CLASS. 

 After the 3:20 classes, return attendance sheets to the file box now 
moved to the Kenyon Lobby. File boxes remain in Kenyon until 4:45 
pm. 

 Between 4:45 and 5:00 pm, please deliver sheet to Rachel Etkins in 
Blodgett Hall, Room 115. Doors lock after 5 pm.

NOTE: Blodgett Hall assigned classes can also deliver weekly sheets 
directly to Rachel’s hanging file box outside Room 115 in Blodgett Hall.



TAKING ATTENDANCE 
FOR OFF-SITE AND OFF CAMPUS CLASSES

 Use Electronic Reporting
 Go to  “Information for Presenters and Class Managers”  on the VC 

LLI website, open the page, and scroll to the bottom  to find section 
for “Attendance Taking for Off Campus Classes” to find link 
 TO REPORT WEEKLY ATTENDANCE FOR COURSES NOT ON CAMPUS…

 Click and open the form, then select your assigned class and fill in 
the fields

 Automatically populates spreadsheet 



VC LLI Newsletter  
Jo Hausam, Editor

Consider writing a paragraph or two about your class or 
taking photos of the class for the VC LLI Newsletter
✢ What did you learn? 
✢ What did you like?  
✢ What surprised you?
✢ Did it change your thinking or feelings about the subject?
✢ Consider submitting photos from an event or class 
✢ Share your experience!!

Contact johausam138@gmail.com



COURSE EVALUATIONS

• Emailed directly to course registrants by Rachel Etkin, VC LLI 
Administrative Assistant,  at the end of a 1 day,  4,  6, or 8 week  
course

• The CM must send an email AT THE END OF THEIR COURSE AS 
WELL, to remind registrants to complete the evaluation

• Remind class members that evaluations expire within 5-7 days



Weekly Class Email Format:

Course: Climate Change and the 
Hudson Valley
Time: 9:30-10:45 am
Weeks: 3/11, 3/18, 3/25, 4/1 (no class 
3/29)
Class Location: Kenyon 488
Presenter: Sally Jones 
joness@gbot.com
Class Manager: Bob Smith  
smithb@blab.com
Zoom Link: xxxxxxx [if needed]

Class Managers Emails

Send an email to your Class 
Presenter two weeks before your 
class is to meet, introducing yourself 
and asking how you can support 
them.

Using ProClass, send an email, with 
class information, to your class 
students, introducing yourself as the 
Class Manager one WEEK Prior to 
Class Start Date.



Emails to Class Participants

• After the first class send a weekly email reminder in 
ProClass to class participants about the class two days 
before EVERY class. 

• All email messages must be sent through the VC LLI 
email system in ProClass and are sent BCC to all class 
participants.

• Do not email or cc the Presenter  in ProClass VC LLI 
email to students! ALL Emails to Presenter must be 
sent separately.



HOW?
PROCLASS 
MAKES YOUR 
LIFE...



Accessing Class Roster in ProClass

Presenters and assigned class managers 
are provided access to the roster for their 
specific course in ProClass. 

You only have access to rosters for the  
VC LLI classes that you are a Presenter 
or Class Manager for.



BY ACCESSING THE ROSTER, YOU CAN -

✢ VIEW class participants
✢ EMAIL individual, selected or group class participants
✢ And the ROSTER automatically updates when class 

participants add/drop the class



ACCESSING THE ROSTER IN PROCLASS



Click on word Roster



Select date course STARTS (CAN VARY!)



Click on button for Roster



See Roster for registrants



Emailing Class registrants



Select Email recipient types



Enter Subject - VC LLI:    

[Begin with] VC LLI: course name

NOTE!
All recipients must be BCC’d



How to Access the Class Roster

 Go to VC LLI Website and go to Registration/ProClass

 Once page opens, scroll halfway down to CLICK HERE for ProClass

 Click on Login (on upper right of screen) to open ProClass

 Click on Roster (on upper left of screen)

 Select Date for the Class

 Select Roster for registrants (email and telephone of each registrant)

 Select Email at top bar to contact all registrants

 Select Student, then Continue

 Then click Load Template: Class Manager to Class Members (in the 
dropdown)

 Enter Subject (remember to begin with VC LLI:  [course name], then 
continue to body of email.

 Type your message



CM Absences – What do you need to do?

✢ Identify a responsible person in the class to cover for you 
at the start of the semester.

✢ Send an email to the class reminding them of the next 
class and provide the name of the person who will be 
covering if you are going to be absent.

✢ Also notify the Presenter in a separate email.
✢ If you cannot send  email reminder then notify either Tish 

or Nora,  CM Coordinators, to do it for you.
✢ The person covering for you will be responsible for the 

attendance sheet.



Presenter Absences – What do you need to do?

✢ email Rachel Etkin (retkin@vassar.edu )
✢ let her know of your absence as soon as possible
✢ Phone/Text CM and let them know as soon as possible
✢ The CM will notify the class students that they class is cancelled
✢ Afterwards, contact Rachel to set up a date and time to reschedule 

class if needed 
✢ Rescheduled class must be confirmed with Rachel  before informing 

class due to need to ensure a classroom is available.
✢ Have CM send out new class meeting date and time once confirmed 



Next Meeting 
For both 

Presenters 
and Class 
Managers

Friday, September 18 @ 10:30 am to 12, noon
Orientation to Classroom Technology   

• For All Presenters and Class Managers
• IN PERSON   
• Location: Kenyon 134

Friday, September 18 @ 12, noon 
Pizza Party 
• For All Presenters and Class Managers
• Location: Hospitality Room, Kenyon


