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Agenda 

• On Being a Moderator  

• Preparation and Execution 

• Technology Requirements 

• The Process (Next Steps / Sign Up) 
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Moderator Volunteers… 

will facilitate interaction between the students 
and the instructor. Each Instructor will have 
different needs and each style of course will 
require different levels of support. Typically the 
moderator will monitor Zoom chat for the 
instructor, assist with Zoom raise hand feature, 
help with Q & A and, in general, be an extra set 
of eyes on the screen for the instructor.  
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Featuring Moderator Extraordinaire 

 Chris Abrons 
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Good Reasons To Be a Moderator? 



Moderator Requirements 
 

● Attend this session 

● Submit Moderator Sign-Up form 

● Attend Instructor Rehearsal the week prior to 
classes 

● Join class 30 prior to start time (pre-class) 

● Commit to attend full course (up to 10 weeks) 
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The Course Team 

• Instructor 

• OLLI staff - tech support and Zoom host 

• Moderator – many but not all courses 

• Tech volunteer 

o for a couple weeks 
o not all course 
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Moderator roles 

 
# 1 role: Assist the instructor  

 

● Provide feedback to instructor 
o Develop good rapport with instructor 

 
● Call for tech assistance (very rare) 
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Interaction Styles 
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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! 

• But do add links and emails as appropriate 
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Tips for Monitoring Chat 



• “Raise Hand”  

o participants’ window 

o now on tool bar under reactions 

• More participatory than Chat 

• Likely to be used in discussion 

• Names listed in the order the hand was raised 
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Zoom “Raise Hand” 



“Quick Polls” 

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



Moderator: Prep for Course 

Contact the instructor: 
 
• Discuss the style and format of course 

o Zoom tools 
o Use chat, take breaks, etc. 

• 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 

• OLLI staff opens the class (on time) and 
introduces you. 

• Introduce yourself and review  ground rules 

• 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 

 

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 

• 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/


 

The Process 
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Assignments 

• Instructor identifies a Moderator 

- or - 
• Moderator completes the signup form 
  - selects course choice(s) 
• OLLI assigns moderators to an instructor 

• OLLI notifies  Instructor of the match 

• OLLI notifies Moderator 

 

 
−  
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Once Assigned 

• Receive instructor name and contact info 

• Contact Instructor before rehearsal 

• Attend course rehearsal  

• Contact Instructor before class if needed 

• Attend all classes, arrive 30 minutes prior to 

start of class 

           Have Fun!!! 

 

 
−  
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Timing 

• Jan 22     Info session 

• Jan 22    Signup form released 

• Jan 26, 27 Registration 

• Jan 28     Signup form is due by NOON 

• Feb 4    Notification of assignment 

• Feb  4    Moderator training (10 AM) 

• Feb 8-13    Course rehearsals 

• Feb 15    Classes start 
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Course Registration 

• Moderators do not register for the course they 
are moderating. 

• Accordingly - -  
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Do not register for any course  

you think you might want to moderate  
(You will not be reimbursed your 

registration fee) 
 



Signup Form 

     https://www.olliatduke.online/volunteers 
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