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Agenda 

• Overview of Courses and Format 

• On Being a Moderator  
− Roles and Responsibilities 

• Preparation and Execution 

• Technology Requirements 

• Next Steps / Sign Up 
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Overview of Courses and Format 
 



The Course Team 

• Instructor 

• OLLI staff - tech support and Zoom host 

• Tech volunteer - selected courses 

• Moderator – many but not all courses      
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OLLI Fall 2020 Term 

• 64 courses across wide range of topics  
− Five days a week; 4 periods a day 
− Most are 10 weeks, some are shorter  

• ~70 instructors and 20+ guest speakers 

• All online using Duke Zoom account 

• Key dates  
− Sep 1, 2: Registration opens 
− Sep 14: Classes start 
− Sep 28: Yom Kippur observed (Monday) 
− Nov 23: Classes end 
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Interaction Styles 
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On Being a Moderator  
 
 



Moderator Requirements 

 
● Attend this session 

 

● Submit Moderator Sign-Up form 
 

● Attend Instructor Rehearsal the week prior to 
classes 

 
● Commit to attend full course (up to 10 weeks) 
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Moderator roles 

 
● # 1 role: Assist the instructor  

 

● Provide feedback to instructor 
− Develop good rapport with instructor 

 
● Call for tech assistance (very rare) 
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Monitoring Chat 
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• Acknowledge, via chat, the question 
          (give attribution) 

• Read questions as written when possible 

• Curate / consolidate questions as appropriate 

• Don’t answer the student’s question! 



Zoom “Raise Hand” 

• “Raise Hand” found in participants’ window 

• More participatory than Chat  

• Likely to be used in discussion 

• Students listed in the order their hand raise 
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“Quick Polls” 

● Use “Participants” window Yes/No/other icons 
 Tallies appear to (co)host above each icon 
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Preparation and Execution 
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Guest Speaker 
 

Marion Jervay, President,  
OLLI Board of Advisors 

 



Moderator: Prep for Course 

Contact the instructor 
 
• Discuss the style and format of course 

− Zoom tools 
− breaks 

• Agree upon your role 
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Moderator: Prep for Each Class 

Talk with Instructor 
 

• Debrief on prior week 

• Review what is new and different 

• Establish plan for the upcoming class 
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Moderator: Pre-Class 

30 minutes prior to start of class 
 
• Zoom check-in with the team (first 15 min) 

o Technology check 
o Review needs of the day 

 

• Converse with students (second 15 min) 
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Moderator: Start of Class 

Welcome all the students 
 

• Start on time 

• OLLI Staff plays a recorded message 

• Introduce yourself and read announcements 

• Introduce the Instructor 

• Assist Instructor as agreed  
− Help with chat or Zoom “raise hand” 

• “Jump start” questions, if necessary 
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Moderator: End of Class 

Help instructor wrap up 
 
• End on time 
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Technology Requirements 
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Technology: Devices 

• Device: laptop or desktop… not a tablet     
 

• Microphone – laptop or external  
 

• Webcam - laptop or external 
 

• Ample desk space with comfortable chair 
  in a quiet location with good lighting 
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Technology: Internet 
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• Bandwidth: at least 20 Mbps download 
− Check internet:  speedtest.net and click “Go” 
− If slow or unstable call provider for assistance 

 

https://speedtest.net/


 

Next Steps 
 

 

 

OLLI at Duke – oderator Information Session  23 



Assignment Process 

• Instructor identifies a Moderator 

- or - 
• Moderator selects course choice(s) 

 - fill out Moderator sign-up form 

• We review the data and select a match 

• Notify Instructor to confirm match 

• Notify Moderator 

 

 
−  
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Next Steps 

• Receive assignment and contact info 

• Contact Instructor before rehearsal 

• Attend course rehearsal (9/3, 9/8-11) 

• Contact Instructor before class if needed 

• Do Not register for the class! 

• Go to Class – have Fun!!! 

 

 
−  
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