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CHECKLIST & HELPFUL TIPS
COURSE LEAD COORDINATORS

Thank you for being a Lead Coordinator. This is a great experience and will bring to life your idea,
your concept and what will resonate with many Quest members. To help you along, following are
several tried-and-true ways — along with a few requirements — to ensure your course runs as
smoothly as possible.

Task Description v Your Notes

Lead Coordinator ¢ Primary Contact for NWAQ blurbs, etc.

o Decision-maker re: issues related to the course
(e.g., hybrid vs in-person only)

¢ Respond to email queries from Curriculum
Committee, NWAQ managers, Tech
Committee, etc.

e Stay in touch with tech person assigned to your
course

Course Approval o Completed/submitted form & received approval
from Curriculum chair
¢ Received/approved day/time of course

Co-coordinators o Recruit 2-3 co-coordinators

¢ Include co-coordinator responsibilities on
Course Schedule Worksheet

¢ Preliminary meeting to finalize/gain consensus
re: responsibilities

o Create schedule for regular meetings

Course Schedule: ¢ Send semester schedule to webmaster Michael

Website Russo as soon as it is finalized (typically at
least one month prior to the start of the
semester)

Presenters ¢ Solicit presenters via QuestBusiness

¢ Create semester schedule using Quest Course
Scheduling Worksheet

e Secure consensus of course schedule from
presenters via Zoom or in-person meeting

o Facilitate an in-person or Zoom meeting with all
coordinators and presenters to discuss the
course and their specific presentations to work
out any conflicts/overlaps

e Thank everyone




Communications with | ¢ Reminders about NWAQ due dates (2 weeks

Presenters prior)

o Receive updates on presentation progress

¢ Provide contact for need for PowerPoint and
other tech help

Presentations e Three-five days prior to each presentation

o Meet presenter & assigned tech person in
room to rehearse/test PPT

o Download presentation to podium from
flash-drive brought in by presenter

Day of Course e Arrive early to ensure PowerPoint is saved on
podium computer

e Welcome everyone and introduce presenter

o Ensure presentation starts and ends on time

o Record attendee numbers on classroom
clipboard

e Encourage audience members to present

¢ If course is being recorded, ensure tech support
starts recording when class starts

e Thank presenters during meeting & after their
presentation

Other Helpful Tips
e Power Point: Encourage presenters to attend the PowerPoint Workshop for help with their
presentations and/or secure Course Mentor

e NWAQ Blurbs
o Proofread blurbs for readability and conciseness (a 125-word maximum is encouraged)
o Submit final blurb to Nina (A-week) or Jeanne (B-week) when requested

e Pre-reads or pre-watches: Remind presenters that any materials related to their class (videos,
articles, etc.) must be sent at least one week in advance of the class via QuestBusiness, making
sure to use BCC when sending the email.

e Last-minute emergencies: Ensure a backup presentation by you or another presenter if a
presenter is unable to present. Only extreme circumstances warrant cancellation with Curriculum
Committee and Quest President permission.

Questions? Contact Debbi Honorof, Chair of the Curriculum Committee at
dhonorof@gmail.com




