New Knowledge Adventures (NKA) Instructor Guidelines 

1. Questions?  
a. NKA Curriculum Coordinator 2026/27, Kathy Flock, (208) 317-9159, kgflock@gmail.com. 
b. NKA Curriculum Co- Chair 2026/27, Kathryn Venable, 760-801-9087, kathryn.venable@yahoo.com
c. [bookmark: _Hlk202973726]NKA Technical Coordination (Zoom) Chair 2026/27, Earla Durfee,  208-251-5760, earladurf@gmail.com
d. Shirley Hockett, Lifelong Learning Specialist, ISU Continuing Education Workforce Training(CEWT), (208) 241-7317, shirleyhockett@isu.edu   
2. Responsibilities of the Instructor
a. Complete a Class Information Form(CIF) with all the information needed to present a class.
b. Develop content that is relevant, easy to understand, easy to read, appropriate for adult learners, and professional in appearance.
c. Honor your commitment to teach the class(es) on the date(s) and time(s) scheduled
d. Treat all learners with respect and fairness
e. Ensure that participants respect the confidentiality of others
f. Create an open and welcoming environment in which individuals feel comfortable expressing their ideas
g. Communicate information and ideas clearly, truthfully, and without bias 
h. When available, provide handouts for participants to take with them.
3.  Class Information Form (CIF)
Complete the CIF and submit it to the Curriculum Coordinator.  Forms are located on the web https://cetrain.isu.edu/nka/ , or from the Curriculum Coordinator Kathy Flock, (208) 317-9159, kgflock@gmail.com , or at the ISU Continuing Education/Workforce Training (CEWT) office in the Roy F. Christensen Building #48, (208) 282-3372 , located at  777 Memorial Dr. Suite 184, or Shirley Hockett, (208) 241-7317, shirleyhockett@isu.edu   
Class Information Forms are due the last Wednesday in October for the Spring Semester and the last Wednesday in May for the Fall Semester.
a. Provide a title that is short but will catch the interest of potential students 
b. List a date and time you will be available to present the class. 
c. Provide a description of the class 
d. Fill in all blanks. If a fee is required, ensure the amount is accurate, and how, when and where to send payment. 
e. List a person to be your facilitator or one will be provided for you. You may also facilitate your own class(Refer to Facilitator Guidelines and Checklist)
f. Proof-read the final Class Information Form  that has been reviewed by the Curriculum Coordinator/Catalog Composer before the NKA catalog is sent to the print shop. Ensure the course you are instructing is listed correctly. 
g. Send approval and/or changes to Curriculum Coordinator/ Catalog Composer.  When exchanging corrections, respond in a timely manner as there are often more than 150 courses in the curriculum each semester.

4. Duties of Your Facilitator
a. Helps Instructor fill out the CIF
b. Sends the completed CIF to Curriculum Coordinator
c. Requests and manages class attendance rosters from ISU CEWT
d. If needed, collects the fees for the class. 
e. Manage enrollment of classes with a ‘waitlist’ and coordinate filling of participant cancellations with CEWT.  
f. Assists instructor with necessary materials and equipment day of class.
g. [bookmark: _Hlk197106261]If needed, introduces the  instructor with short biography. 

5.  Class Reminder 
a. Two weeks prior to class date, touch base with facilitator to ensure location, parking, and course materials are in order. If needed, send your biography to facilitator for introduction at class. 
6.  ISU Parking Pass
a. In any area on ISU Campus from 7:30 to 4:00 pm, weekdays, an NKA Parking Pass is required. One can be purchased by going directly to the ISU Parking  and Transportation Office, located at 625 E. Humbolt St. (only valid in the General Parking lots and to be used for NKA classes only;  If you receive a ticket, you pay the fine!)  
7. Day of Class
a. Arrive at the classroom location 15 minutes before start of class
b. At Liberty Hall, located at 325 W. Benton,  give any PowerPoint(PPT) slides on a ‘Flash’ drive to the NKA Technical Coordination (Zoom)Technician.
c. If needed, introduce yourself to audience or class participants.
d. Describe the main ideas or outcomes of your presentation before beginning.
e. Present your ideas and material to the class.
f. Reserve time at the beginning/during/end of your presentation for questions.
g. If a question arises, restate the question for all to hear before you answer.
h. When “wrapping-up”, thank the audience/participants for attending your class.
8. Class Cancellation
a. If you must cancel the class, call ISU CEWT, (208) 282-3372, immediately. 
b. Request a new date by contacting the facilitator. 
c. If you are the facilitator, notify the Curriculum Coordinator of any cancellations and/or changes. 
d. If you are the facilitator, request ISU CEWT to send an email to enrolled students regarding cancellation and rescheduling status.
e. If the local school district has cancelled public schools due to weather conditions, your class will also be cancelled.  

9. Class Handouts
a. Copies - ISU CEWT can make copies of the hand-outs if coordinated two(2) weeks in advance. ISU Copy Center, just inside the Student Union if you enter from the Quad, has competitive photocopying rates. Another option is the Pocatello Public Library. 

b. Reimbursement - NKA will reimburse the instructor for any hand-outs up to 10-double sided black and white pages per student.  To receive reimbursement, submit the receipt to the NKA Treasurer listed in the NKA Catalog.  

c. Digital Handout(s) - In lieu of printed hand-outs, forward your handouts, attached to an email, to ISU CEWT, two(2) weeks in advance and request they distribute the digital handouts to the enrolled “students” prior to class or after the class is finished. 
10. ZOOM at Liberty Hall
This is requested in advance on the CIF.  An NKA Technical Coordination (Zoom)Technician will provide technical assistance at the Liberty Hall location.  At the time of class, your facilitator will give a copy of the ZOOM roster to the Zoom technician for marking attendance.  For recording purposes, the Zoom Technician will ask the instructor for permission. 

11. Instructor Guidance at Liberty Hall

The lecture classrooms are equipped with internet and laptops, microphones, and a large screen 
display for video or power point slides.  You will use the NKA laptop to drive your PPT slides and should bring your digital materials on a ‘Flash’ drive to be used on the NKA laptop. A week before the class, you may also send the Technical Coordination (Zoom) team an email with your PPT as an attachment. List the class, date, and time your class will be presented at Liberty Hall. Contact the Technical Coordination (Zoom) Chair, listed in the catalog, for assistance.

In the event of technical difficulties at Liberty Hall, if you are prepared to complete the lecture without the aid of video or power point slides, then the class can continue as scheduled.  Otherwise, the class will be canceled and rescheduled.

12.  Facility classrooms
NKA holds classes at many venues and pays or contributes a fee for the use of such venues. These include the Senior Activities Center, Liberty Hall, ISU Museum, ISU Craft Shop, Elks Lodge, Assemble’ Dance Studio, Home Depot, restaurants and coffee shop meeting spaces, or other locations as needed. Classes held outside of the scheduled calendar are the responsibility of the facilitator and/or instructor. Fees or donations may apply for the use of these venues.
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