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INTRODUCTION

Welcome to the wonderful world of lifelong learning. Whether you’re a new instructor or have taught for years, we hope the following handbook will prove valuable. Enclosed is information on critical issues you may face while teaching for Leisure Learning Unlimited. Because you have this information at your fingertips, we hope you’ll be able to focus on your primary goal: sharing valuable information with students.

Teaching in a lifelong learning program is probably the best type of teaching situation. In other environments, most students are required to be there. Grades, degrees and parental edicts are not reasons why people take LLU classes. They take them to learn, to meet new friends, to share ideas, to save money, and to see places and things they’ve never seen before. Consequently, the things teachers generally hate to do: administer discipline, grade papers, give tests, is almost never what you’ll do.

The major obstacle that lifelong learning programs face is motivating students to enroll. From kindergarten through college, kids and adults are led to believe that learning is finite. Our task is to convince folks that learning never ends. For some, it’s not too difficult. For others, it’s impossible. As job retraining becomes more common, enrollment in some classes becomes not an option but a necessity. While job retraining motivates adults to re-enter the educational arena, we are often able to keep them by offering classes that are fun!

Regardless of the motivation, getting adults to participate in lifelong learning is a struggle. But, since 1979, LLU has fought this battle and won. Every month, we receive thousands of enrollments. Some subjects are seasonal. Others do well year-round. To spread the word, we employ a broad range of strategies. We work at it full-time. Our job is to get you the students; your job is to teach them. If they’re pleased, there’s a good chance they’ll enroll in other LLU classes. If they’re not, a negative ripple can affect the entire program.

LOCATION OF THE LLU OFFICE

LLU’s administrative office is located at 2990 Richmond, Suite 120. Our sole place of operations is Houston, Texas. It is extremely likely that you will never have to come to our office. After the prospective teachers meeting, all communication may be done via the telephone, fax, email or through the mail. If you are coming to our office, please call first. Frequently the person you may want to see may be out, involved in a project with deadlines, or tied up in a meeting. 

FAX/EMAIL/WEBSITE

Our fax number is 713-529-4141. Ted’s email is: ted@llu.com. LLU class listings and more are posted at www.llu.com.

ANSWERING SERVICE

If you have an emergency, call 713-529-4414, daily from 5:30pm to 9am, and all day on weekends or holidays. 

HOW TO TEACH ADULTS

Since every course is different, there’s no way to specifically address the myriad issues that can affect the teaching of your subject. But there are some general rules that apply to most classes.

1) Have a lesson plan (outline). Know what you’re going to cover and when you’re going to cover it.

2) At the beginning of class, share the highlights of this lesson plan with your students. They are curious and probably want to know where you’re headed.

3) Give them an opportunity to introduce themselves to you and the other members of the class. Try to create a social atmosphere. As a rule of thumb, 10 minutes might be appropriate.

4) Using the Socratic method, try to stimulate interaction and/or discussion. This method is especially popular with adults.

5) Consider giving your students a short self-corrected mini-test before starting formal instruction. If all the students already understand the basic information you can address more advanced material. The mini-test serves as a teaching tool. Those students who answer questions on this test incorrectly will learn the information during the self-correcting process.

6) Since LLU is a program designed for adults, children under the age of 16 should not be allowed in the classrooms unless they are accompanied by someone over 16 who is also enrolled in the class. 
7) Any changes, such as transfers, are handled through LLU. Please have students contact us.

FEEDBACK

The continued success of this program comes from satisfied students. To maintain the quality instruction–which people have grown to expect–we have developed two student feedback forms. One is given to students when they register. It should be collected at the end of a one-session class or mailed by the student to LLU at the end of multi-session classes. Please see the back of the sample confirmation form included in your packet.

The other feedback form is designed for classes that meet more than once. This form can be found at www.llu.com under instructors/Current Teachers/Print Feedback Forms should be photocopied by you or read aloud at the end of the first class. Collect the responses and read your reviews. Then, send them to us. If your “Instant Feedback” is great, wonderful! If it’s less than what you would like, someone from the LLU staff may be able to help you with your lesson plan or presentation. Our goal, and we’ve been very successful at helping teachers achieve it, is to keep good people with solid information.

HOW TO ESTABLISH YOUR DATES

Five times a year we will send you a notice reminding you that it’s time to turn in your dates for the next session. Please use that form to return to us the following information either by mail, email or fax:

1) Tell us your name.

2) State the number and name of your class(es).

3) Tell us when you want to start and end your class(es) during the next session. For example, in mid-September we’ll want your dates for classes that will begin on or after January 5 and start no later than March 31. If possible, offer each section (assuming there is demand for more than one) on a different day of the week, i.e. SEC A on one Monday in January and SEC B on one Thursday in March or SEC A on three consecutive Tuesdays in February and SEC B on three consecutive Saturdays in March. Please try to be realistic regarding the number of sections you offer. It is better to offer too few sections than too many. If your class(es) fill to capacity, we will ask you to add additional unpublished sections. Subsequent sessions begin in mid-March, mid-May, mid-July, and mid-September. 

DEADLINES

LLU lives by deadlines. Please submit your class dates as early as possible, but certainly no later than the following:

The second week in October is the deadline for mid-January thru the end of March.

The second week in November is the deadline for mid-March thru the end of May.

The first week in February is the deadline for mid-May thru the end of July.

The first week in April is the deadline for mid-July thru the end of September.

The third week in June is the deadline for mid-September thru the end of the year.

HOLIDAYS

Below is a list of holidays. You may want to skip these holidays when scheduling your classes or you may want to schedule special events prior to or on these dates if you think there may be a receptive audience:

March-April, Good Friday, Passover and Easter; May, Mother’s Day and Memorial Day; June, Father’s Day; July, Independence Day; September, Labor Day; October, Halloween; November, Thanksgiving. Most LLU classes should end by the Friday in mid-December that precedes Christmas. Resumption of instruction should occur no sooner than the date scheduled in a teacher letter we will send you.

CHANGES, POSTPONED CLASSES, ETC.

What you teach, within the parameters of the topic listed in the schedule, is between you and your students. When and where you teach is something we must know. If there are any changes in the class, e.g.: length, materials fee, substitute teacher, etc. please tell us. Also tell us if you have to postpone a class. If you use one of our rental facilities, we must reschedule the room. Call LLU for availability. Also, please let us know if your name, address, phone number, email or fax changes.

CLASS SIZE/SENIORS & PHYSICALLY CHALLENGED DISCOUNTS

You believe that there is interest in the subject you teach. We know that there is interest in LLU. Therefore, we must request that you agree to teach your class even if only three students enroll. Within reasonable limits, you may set your own class maximum. In our schedule, we indicate that from one to three Senior Citizens or Physically Challenged students may take classes at half price. Students need to call our office for details.

You may think that this half price fee is just a nice gesture on our/your part. That’s a very small part of the picture. One of the primary reasons for this policy is that we want you and the students in your class to discover “how the other half lives.” Because of the nature of our society most of “us” have little contact with “them”. Should we become physically challenged or when we become Senior Citizens, we might think that our life and exposure to learning is nearly over. Hopefully, by having these folks in class, we’ll have a greater awareness of peoples’ ability to learn.

LLU RESERVES THE RIGHT TO CUT CLASSES

There is a limited amount of space in each schedule. If we have enough material we’ll print 48 pages and approximately 500 classes. If not, we’ll print 40 pages and approximately 400 classes. If your class is new, we will publish it. If it’s a repeat class and has always been popular, we will almost certainly publish it. If it is a repeat class and has had low enrollments (and we reserve the right to define what low is) we may not publish this class in the printed version of the schedule even though you have upcoming dates. However, it will still be published in its entirety on our web site (www.llu.com) and referenced in the printed version. The decision to publish or not to publish is usually made just before we go to the printer. This decision can affect as many as 60 classes. Consequently, we cannot call each instructor before making this decision. To determine if your class is printed, please check the schedule as soon as it arrives in the mail.

Should you have a class that appears in the January, February and March schedule (for example) and it takes place in late February or March, we will try to publish it in both the January-February and March-April schedules. If space does not permit for us to publish it in both issues, that does not mean that it has been cancelled…just the contrary. Many January-February schedules will still be available ‘til late in February. Enrollments will still be coming in. If your class is published, we expect you to teach it, low enrollments or not. In the future, should space be available or should fine-tuning possibly generate more enrollments, we’ll publish your class again. 

ROOM RENTALS

LLU has access six days a week (not Sunday) to a suite of 15 classrooms. Instructors are encouraged to use these rooms for their classes. The rental fee is $2.50 per student per meeting or $5 per student for any class session that takes longer than four hours. This space is available Monday thru Friday from 9am to 10:30pm. It is also available on Saturday from 9am to 5:30pm.

Since this space is often in high demand, we may call you just prior to the publication of the schedule to ask you to revise the dates of your class. Room assignments are made after dates are submitted from all instructors. Rooms are assigned by the LLU staff on the basis of class size and instructor need a day or two before the class meets. A class that meets for more than one week may be in a different room from one week to the next. Instructors and students should check the classroom assignment sheet that is posted. Please don’t change rooms or borrow furniture without permission of an LLU staff member. If you need tables, please let the LLU office know when you apply to teach so we can attempt to accommodate you. Classroom doors within the suite should never be locked.

If you need to postpone a class, the new date must be cleared and approved by LLU. Don’t assume a room will be available.

Instructors are responsible for returning their own classroom to the layout in which they found it, for turning off the lights and, if applicable, closing/locking doors. There is a free parking with easy access to the building.

On a limited basis, we also have the use of classrooms at the Jewish Community Center, Houston. It’s located in the Meyerland area near S. Braeswood and Chimney Rock.

PAY STRUCTURE 
Generally, LLU instructors receive between 30% and 40% of the revenues listed for their class. The instructor should collect any additional fees charged for materials or the student should be told where these materials could be purchased. The fee charged for materials should be their actual cost.

If the class is 3 hours or less in total length the teacher shall receive 30%. 
If the class is 3.5 to 5.9 hours in total length the teacher shall receive 35%. 
If the class is 6 or more hours in total length the teacher shall receive 40%.

For most classes, we assess a surcharge per student. This surcharge is $10. This fee will be deducted before the above percentages or any other teacher pay is computed. 
Should the instructor utilize a room provided or arranged by LLU, the room rental fee shall be $2.50 per student per meeting (up to four hours). Should the class last more than four hours, an additional $2.50 per student per meeting will be charged. This will also be computed prior to the above percentages. 
If, in the opinion of LLU, a class may not appear to generate $350–the minimum LLU needs to cover expenses– LLU may offer the following options: 
A) The teacher will pay LLU a listing fee of $350 and receive 90% of the profits. The room rental fee will still be in effect. Two sections or two meetings of said class will be published based on this formula. Should the class need to be scheduled for a longer period of time, additional room fees will be negotiated. This applies to B and C, below.

B) The teacher will pay LLU a listing fee of $275 and receive 50% of the profits. The room rental fee will still be in effect. 
C) The teacher may pay $350 and offer the class for free. In such cases the room rental is free. In the case of free classes, there will be no surcharge. LLU or the instructor can withdraw options A, B, or C at any time so long as no future classes have been scheduled. If it is terminated by LLU, options A, B, or C, above, are available. Likewise, the instructor can terminate this agreement and will not be required to pay any additional listing fees.


DISTRIBUTION & THE WORLD WIDE WEB

Without effective distribution LLU dies; it’s the lifeblood of our organization. Our distribution is conducted in three primary ways: in stores, via the U.S. Mail, and on our web site. Regarding the mail, LLU’s mailing list includes approximately 25,000 people. The vast majority are former students who have taken classes within the last 18 months and have asked to be placed on our mailing list. Every day, more people are added to the mailing list. All instructors are also placed on this list. If you know of someone who would like to receive an LLU schedule free of charge please ask them to give us a call at 713-529-4414.

LLU schedules are also available in approximately 750 retail businesses, office buildings, libraries and theaters. Located mainly in Harris County, but also in Fort Bend, Brazoria, Galveston and Montgomery Counties, these businesses generally donate their counter or floor space. In some locations, mainly in supermarkets, we have to pay a monthly fee for the right to have our schedule displayed. When you see our display racks either empty or nearly empty, please give us a call. While we attempt to be as vigilant as possible, the collective assistance of nearly 300 LLU instructors can certainly help us to keep schedules in the public eye. Because of the overlapping nature of our sessions, we hope that our racks are never empty. Also, if you know of a free, good place that would allow us to leave 50 or more schedules each session, please let us know. We are constantly trying to add new distribution points to our routes.

LLU has its own web page: www.llu.com. The complete LLU schedule is reproduced at this web site. A few features that we cannot put into the printed version of our schedule, such as pictures, a calendar of classes, and occasionally links to teachers’ own home pages are also included. 

FESTIVALS & MILLER OUTDOOR THEATRE AT HERMANN PARK

Throughout the year, LLU schedules are distributed at major events throughout the city, including the Houston International Festival.
CHRONOLOGICAL CALENDAR

We keep LLU in the mind of our students by publishing on our website a calendar of upcoming classes. 

LISTING FEE

When you first submit a class, to defray the cost of placing it on the computer and to ascertain your sincerity in teaching it, we ask you to pay a $10 listing fee. The fee in no way compensates LLU for the expense of promoting this class. If the class has substantial enrollments, with your continued commitment to teach, we will continue to publish this class in subsequent LLU schedules. There will not be any additional listing fee. If you choose to teach a new class or rewrite or significantly edit your class description or biography, we reserve the right to request another listing fee.

Often classes appear in two consecutive schedules. LLU is not obligated to republish your class because you pay this fee.

DISPLAY ADVERTISING

In addition to the classes that appear in our printed schedule, individuals who operate retail businesses may place display advertising in our schedule. Also, in a few instances, we allow the display advertising of classes. Commonly this has applied to martial arts academies or music instructors teaching private classes. 

If you have a class listed and would like to draw additional attention to it, you can purchase a display ad with or without reference to your business or practice (for instance a counseling practice). The ad might include the statement: Also see course number____.

Rates vary depending on size and frequency. Our press run is at least 115,000; LLU schedules remain current for 10 weeks or longer. There are over 25,000 people on our mailing list. To recent students, the schedule is mailed out twice. We think we are making the advertiser a very attractive offer. Lower rates are available for large ads and ads with multi-run contracts. Please see the ad rate sheet at www.llu.com/AdRateSheet.pdf for more specific details. Advertising rates are also posted on our website.

LLU BOOKKEEPING PROCEDURES—HOW TO GET PAID

Teacher pay is based on documented students enrolled by Leisure Learning that attend the class and follow LLU refund and transfer policies. Assuming we have received your paperwork, checks are mailed approximately two weeks after the class is completed. Checks will be mailed to the address we have on file; please make sure that the address we have is correct. Due to the massive amounts of paperwork and checks processed, we cannot make checks available for pick up. 

To calculate and process your pay we need the following:

1)  The top two-thirds of the LLU class confirmation receipt, signed by the student. 

In the event the student does not have their confirmation receipt, on a clean sheet of paper/index card, have the student supply the following:

a)  Their full name, printed.
(The name used when they registered)

b)  Their address, printed.

(The address used when they registered)

c)  Their phone number.

(The phone number used when they registered)

d)  Their credit card number and expiration date, or how they registered.

e)  The student’s signature.

f)  It is imperative that the students sign the original confirmation form, or use a sign-in roster if the student doesn’t have their confirmation receipt. WE MUST HAVE THE STUDENT'S SIGNATURE RETURNED TO US.
2)  A course sign-in sheet (roster) is very helpful to us. Please be sure that the class number and section letter are printed on any rosters or sign-in sheets we receive. If you teach a class at a facility provided by LLU a roster will be provided in your classroom. Have the student sign by their name that is printed on the sheet. If the student name is not printed on the sheet that you receive from us, the students are not enrolled in the class.

3)  Please do not send us incomplete batches of confirmation forms. Wait until you have collected all the students’ names before you send the paperwork in. Due to the volume of paperwork we receive, it is very difficult and time consuming to recalculate a check for a class that has already been submitted.

4)  When you have collected a complete set of confirmation forms for the current class section, mail it to our P. O. Box 22675, Houston, TX 77227-2675. Please do not mail, fax, or deliver these forms to our office address.  Doing so may cause them to be misplaced or separated and result in the delay of payment. Please do not trim the confirmation forms and send in only the top third. It is the middle third that has the class number and section on it. When we only receive the top one-third, we must individually look up each name to verify the enrollment. This can significantly delay the processing of your check. 

5)  Because you are an Independent Contractor (and not an employee of LLU), we must have a W-9 form on file. This form is included in your new teacher packet. Please complete the form and submit it when you turn in your course copy. If we do not have a W-9 we are required by the IRS to withhold 20% of your pay for tax purposes. If you need a W-9, please call LLU to request one. Checks are not cut unless a W-9 is on file.

6)  You must keep records of your earnings for income tax purposes. Our office will send 1099 forms by January 31st to teachers who earn $600+ per year. Teachers making less that $600 per year are responsible for their own record keeping and payments to the IRS.

If you are teaching a multi-part class and have a question on whether a student is enrolled or not, call us after the first class meeting. All questions regarding your check or enrollments should be directed to Roger Deeds in the LLU office.
SERVICE CHARGES

The LLU Independent Contractors Agreement states, “A fee of up to $25.00 may be charged to the teacher if any changes to the class are submitted after publication. Such changes include, but are not limited to, class dates, title, price, description, location or supplies. If a change (not class cancellation) is made that results in enrolled students obtaining a refund, the teacher will be responsible for paying LLU $10 for each refunded student. In the event the instructor cancels the class, the instructor will be charged for all revenues lost by LLU for that class. In the event of personal health or family emergency, the above fees will be waived by LLU.” Obviously this $15 minimum service charge isn’t something we enjoy assessing. We want classes to take place and for things to operate smoothly. When they don’t, it can knock our office into a tizzy. More importantly, last minute changes in classes disappoint students. Often it means they will have to drop the class. To some students it generates bad will, something we may never recover from. 

When a class is postponed, it means we have to call all the students enrolled in the class. Reaching a student sometimes involves many phone calls. When a class is cancelled it means the phone calls plus the writing and mailing of checks, rewriting the receipts and other office paperwork. LLU lives by virtue of classes making. Changes—though we know that at times there is no alternative—should be avoided.

When a class is postponed, teachers are expected to teach the class even if there are less than the original minimum number of students.

ENROLLMENTS

Naturally, you want to know how many students are registered for your class. But if you call often, our staff and phone lines will be tied up and not available to potential students. Registration is conducted until 5:30pm Monday through Friday and students can register until 5:30pm on the day of your class (or right up to the time of your class via the internet). To determine your probable enrollment, please refrain from calling until two days before the class begins. When you call LLU, please know your course number and section letter. Call in the afternoon, preferably between 2 and 4pm. For weekend classes, call Thursday afternoon. Our office is closed on weekends. (Due to the nature of enrollments, class counts can change even up to the start of the class.) If you fail to call or we can’t reach you, the class may be postponed, cancelled, or a substitute teacher used. We must know that you’re going to be there. Students arriving and teachers “no showing” can be the kiss of death to our program.

HOW TO CONTACT YOUR STUDENTS

In the event you need to contact the students in your class, you must obtain contact information (phone number, address, etc.) from the students. If it’s imperative that you speak to them before class, we can indicate on the class confirmation form that they should call you. Certainly, under very special circumstances, we can modify this policy.

A LITTLE BIT OF THIS…

In the schedule we have a section with the title: A Little Bit of This…A Little Bit of That. What we’re trying to do with this page is to showcase the wide variety of classes that make up the LLU curriculum. We try to include at least one class from each section of the schedule. We also attempt to avoid duplication. Once people read the information on this page we hope they’ve become stimulated with what they see and that they’ll open the schedule to read more. The co-directors of LLU make the final decision on what appears on this page.

PHOTOGRAPHS

Would you like to have your picture, or the picture of something that represents your class, in the LLU schedule? The way to make this happen is to email us a black and white photograph. Your photo may appear (subject to space limitations) in the printed schedule. To guarantee the inclusion of a picture or art, there is a fee of at least $25 per issue.

REFUND AND CREDIT

LLU’s official policies are published on the inside back cover of our schedule and on our website. They also appear on one side of the receipts that we give to each student. We try to be liberal with our policies and act in good faith with students.

If a student has any legitimate reason why they want a refund, we’re going to work with them. In this lifelong learning program an educational philosophy is turned upside down. Here, students evaluate the teacher, not the other way around. If the student is dissatisfied with instruction (which happens less than 5% of the time), we will attempt to find out if the comments have any validity. We’ll call other students in that class or students from other sections. Assuming the person’s comments are supported, we’ll give them a refund. We will try to inform you of the comments and attempt to assist you so that the problem does not recur. Remember, you will not be paid for students requesting LLU credits or refunds.

Teachers are paid for students attending the class. We don’t pay for no-shows.

Quality instructors are the lifeblood of LLU. If you do a good job and your enrollments are strong, you can teach here forever. 

LLU STAFF BENEFITS

Members of the LLU staff (approximately 10 people) may take classes free of charge. These individuals may not create your minimum, exceed your maximum, nor take the place of a paying student. The benefit to you, the instructor, is that when someone calls our office and wants a first-hand testimonial as to the quality of the class, we can give them first-hand information. Another benefit is that we can give you constructive feedback that a regular student may not be willing to give.

We hope that this information proves valuable in making your class and association with LLU a success. If we can help you in any additional way please let us know.
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