LLAIC Course Proposal Application
  
Thank you for your interest in teaching for LLAIC. We appreciate your time and your talent and hope to make the entire process of course proposal as easy as possible for you. 

Every Course Leader is partnered with someone from the LLAIC Curriculum Committee. Your liaison will check in with you about the course proposal and will always be available to you to support your teaching efforts. Course Leaders are invited to workshop sessions to share thoughts and best practices with adult learners. Your liaison will tell you more about these sessions. 

When you complete this form please send it, as an MS Word document, to Lois Novotny, Co-Chair of the Curriculum Committee (lois@novotny.org).   

Please complete your proposal as soon as possible and return to us no later than May 4, 2026.

Note: Please enter information after the double-arrow symbol “>>”. 

PERSONAL INFORMATION 
Name: >>  
Address: >>  
City/town: >> 				Zip code: >> 
Home Telephone: >>  
Mobile Telephone: >>  
Email Address: >>  
Emergency Contact (Name and Number): >>  
If this course has two leaders, please enter the personal information of the second course leader below:  Name: >>  
Address: >>  
City/town: >> 				Zip code: >> 
Home Telephone: >>  
Mobile Telephone: >>  
Email Address: >>  
Emergency Contact (Name and Number): >>  


COURSE INFORMATION 
Proposed Title: >>  
Course Description: Potential participants will see the following information. Describe the course as you would like it to appear in the course listings. Include why the content may appeal to participants, class format (lecture, discussion, film, etc.) and be sure to include typical weekly preparation time.  Please include sufficient information for prospective students to make an informed decision about taking the course. 
Please limit your description to 300 words or less. 
A.  Course description:>>

B.  Format:>>

C. Prep time:>>
Brief Biography: Potential participants will see the following information. Writing in the first person, describe your knowledge of the topic, any pertinent personal/ professional experience, any courses you have taught at LLAIC or elsewhere. (up to 150 words). 
 >>  
Books and other resources (author, title, publisher, publication date) 
If you will be requiring book(s) for the course, please list. 

>>
Length of Course: >> ___ 10 weeks; __ 5 weeks __ Other (x weeks) 
If 5 weeks, when could you teach it? >> ___ 1st  5 weeks; ___ 2nd 5 weeks; ___ Either 1st or 2nd 5 weeks 
Repeat Course. Has your course been given before? >> Yes; ____ No ___ If yes, please indicate below when and where (i.e., at LLAIC or another adult learning group or educational institution). 
>>  
Please provide a brief week-by-week course plan. Potential participants will not see the following information. This initial outline is helpful in breaking down how you will apportion your content across the number of weeks you have chosen to teach the course. This breakdown is not final! You may make any changes you need to this plan at any time you want to do so.
Week 1 
Week 2 etc. 
>>  
COMPUTER & AUDIO-VISUAL SUPPORT 
Your liaison will discuss technical support with you when you talk. There is good support for Zoom as well as for in-person courses. 
Indicate below if you plan to use: 
>>___YouTube 
>>___PowerPoint/Keynote 
>>___DVD Player 
TEACHING PREFERENCES 
We will continue to offer both online (Zoom) and in-person (at our teaching site in West Newton) courses. 
Are you available and willing to teach using Zoom? >>  Yes			No 		
Are you available and willing to teach in person? >>      Yes 			No 		
Please indicate your preference: >>			    Zoom		In Person_____

Please indicate the days and times you are available to teach. Classes are offered on Tuesday, Wednesday, and Thursday.  In-person courses are expected to be on Tuesday and Thursday; Zoom classes are expected to be on Tuesday, Wednesday, and Thursday.  In-person courses are at 9:45-11:15 (period 1), 11:30-1:00 (period 2), and 2:00-3:30 (period 3).   Zoom classes are at 9:30-11:00 (period 1), 11:30-1:00 (period 2), and 2:15-3:45 (period 3).  Please note that afternoon Zoom classes on Wednesday are offered at 2:45-4:15, and that no classes are offered on Tuesday afternoon.  Please rank your preferences in order: put a “1” next to your first choice, a “2” next to your second choice, etc.:>>	Comment by Lois Novotny: We already had in-person classes earlier than Zoom, so I think this is what we discussed.  The  course descriptions specify time so that should be clear.

Tuesday		Wednesday		Thursday

Period 1									

Period 2								

Period 3								
			
Are there any days and times you are NOT available? >> 
Is there anything else you would like us to know? 
>>  
PLEASE NOTE: It can be difficult to predict how many students each course will attract. If a class has six or more students, it will be offered. If there are fewer than six students, we will consult with the Course Leader and the students. 
