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1. The DESIGN of the course and of teacher/student relaticnship is up to
you, hut we'd be happy io discuss these with you st any tima before or dur—
ing your coures.

2. AS3IGNMENTS and meeting-times are negotisble beiween you and your stu-
dents. Together vou may decide to hold classes st different sites, extra
hours (the stated minimum class-houre of tecscher/student exposure being
20}, and with different pecple. 7Tou may sgree orn certain resdings snd
other materiale, and certain common expsrisnces loscking towerd reflection
on the coures thems,

3. If you heve muy CREBIT studsnts, vou will negotiste ¢ progras consistent
with grsduste~level expecistiona, See section #3 of “Informaticn for Stu~
dents of Lay Courees.” "The student L3 expactédd to study im depth, do sddi-
tionsl written work sad otherwise demonairste his schievement im the fisld
of etudy. The teacher is expected to epsid axtrs time with sach such stu-—
dent, o eriticlize his work," and provide guidence on hie project{s); and
to Ysubmit a brief written evaluation ¢f =ech such student.” An outline
of what each student plansg o accomplleh musr be submitted by the student
to the teacher for approvel by the third week of the cemester, then the
teacher submits it to the Dean of Progrems for Lalty for his spproval.

4. Your ROOM numbur will bo posted near the main fleor reception desk as

you come for your first class. Ask the veceptionist for your key {the room,
unfortunately, must be kept locked), then raturn it ae you leave the build-
ing after clase (and sign the time). PRecause of work arrangsments, room
users sre expaciad to keep the room "superficiasliy clean...by removing all
debris and returning tables and chalirs to their original position. If addi-
tional cheirs andf/or teblas are needad, check w»ith the front deek.”

S. REGISTRATION (in additionsl te prevegisiration) w=ill begin in your room
or the lohby % hour béfore vour flrst session., So ihat you may be frea to
grest studente, someone will be desiznated registrur zo: (1) Collect the ap~
propriste fee from preresglatrants who have not yet pszid, (2) Have all stu-
dente fill our the "Reglstration Card,’ and collect the appropriate fee.
For later seesicns, vour cegletrsr will be vourseif [or someone ysu desipg-
nate).

At the first sessicn, announce whether thers are sufficient registrants
to satiafy you that you should hold the ceourse. LI your dacide againat it,




ploass @ notify all registrents (encouraging them to teke some other
course) and give us the complete 1ist so that we (o0 can sXpress our re-
geeta {(znd return theltr money! and emecursge thes to take some other courasw,
(If you wish, you csn state a meximum; Dut it is not possible to state a
winisum befors the first seesion, for meny then register.)

. HITS's finsacial obligstions o you are limited ss followe (payable af-
ter tha fourth eession, there belng mo refunds to atudents a&fter the second
sessicn-—up to which time all but $5 is refundable):

a. 320 of the 535 voncredit fe=s.

b. 375 per credit student (these keving to register by appolniment
with the Regietrar of the Beminary in the Buziness Office, S5th floor) up te
five students~—even if the student is officially nonpaying for the course.
Note NYTS Policy Statement Feb,'71: (i1} BD (MI? snd UY) students may part-
icipata in Lay Courses....The teacher is not expected to provide extra help"
as would be true of cvedii ztudents, aad “grades are not ilssued" or "a eep-
arate liszting...made ou the transcript. The area «f study is indiceted in
the descripiion of independent study content. Unless prior agrassment ie
made, the Lay Courss teacher is paid"” by KYIS for eech sucih studeant the non~-
credit fee less $15. Bui 3TH end cross-regletrant etudents pay $150 for
ssch Lay Course, of which the tescher receives 50%.

g. Whaiher in additicn you adwit (for all sassions or any eession) &
few studenty who cannot pay the appropriete fee, i& in your hands. We sug-
goot that for the ressons of dignity and disciplins in the work, at least
the adminietrative charge (ths 315 which goss to RYTS) be requested. Of
course you are peid accordinmg to the income from your course, ot according
to the number attemding your sessions; the excepiions to this are stated
abova. Please occasionally read your roli to sasaze vourself that you do
aot have spongers: experience indicates this car beccms a problem.

7. ¥hile the Seminary cen occasionslly, if ths Business Office Typist is
given sufficient time, duplicate somerhing {(ditte, mimec, Gestafax, up to
five coples Xerox), we do not have funds te underwrite amy other MATERIALS
for your course.

8. When you need spacial FACILITIES (grojlector, sic.), please let the Bus-
{ness Office Typist know wzll ahead of the day of your need, so he/she cen
schedule you and inform you as to hoew to obtain/ues the equipment.

9. The LIBRARY is normally open from 9am to Spe, but near the main floor
Reception Desk there may be posted variations of this. Please note and eo
inform ard ancoursys your students,.

10. BOCK-ORDERING through the Librerian (who gets the Dazn's approval)
wust be for group ordere only, and sz follows:

a., Give as much time as poesible; we'il sct fast, but a minimusm of
thres weeks sust be sllowsd for the transsctlion.

b. Since the teacher is responeible for the piat price of svery book
(though the Seminary pays the 7% NYS saies cax)~—paysble within 38 daye-—
we advise thst coples be released to students only upon their payment of
the list price—-but thet ie al the teacher's discretion.

¢. Whare ysu declde not to group-order, aeck students to chack st
bookstores, or yourself srrange for a nearby bookstore {such ss Bashbury,
815 2nd Ave., TR7.8282) to stock.

d. "When books are requisitioned for the Seminary Library, the requie-
ition mast be countersigned by the Dasgn.”
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il« As our rcows sre is great demand, pleass le? us know as soon as you he~
come sware that for a nession or wore you'll 557 REEE THE ROOM assigned ¥ou,

12, Please ARRIVE AT LEAST FIFTEEN MIBUTYS BEFORE CLASSTIME each sessicn,
get the key from the reception deek (and sign for it), end prspare your
roow as you want it fresh alv iz sepecially importent as studente arrive;
&y ie the room's being opsned so they'il not heve to stand jammed up in ths
bell till the last minute (s bad mood difficult to overcome)., (If tight
schedule prevents your arviving that esrly for a particular session, please
have & amudent serve this functicn.) After class, teturn the key and sign
the sut-time.

13, What do i you muet be ABYENTT Here are some ways to go; you're res-
poneible for arranging ome of them: {1} Profide a substizute; (2) With the
students® permission, extend the course one session; (3) With the studenzs'
permission, aztend the lengith «f seversl subssquent seesicns s 2:& to make
up the time.

16, PUBLICITY reesponeibiliiy fe jointly shared Ly you snd the Seminscy.

You use youx network, we'il uaze ours. Tell us of nsmez you thisk ahould

g0 on our permenent mailing-list for Lay Courses. Tell ue how many of the
Lay Courses fller you can use, and talk with 3i111 Weisenbach (first sffics
on left in ths Business CGifice] sbout other publicity you may drsee up.

He auggest thet you prapare a mimeo or dittoc fller for your individual
courae, for your own use as maller and poster snd for our mailing to thowse
requesting further information on your course~-or you may weni a priated
flier (with or without your picturel; such sxpanse is youre, ae the program
hee literature mcney only for tha general flier, “Lay Courses,™ of which you
maey have unlimitsd guantities without charge.

15. Hear the middle of your course-~iime, plesse ask rour siudents to fill
out the “Help!® EVALUATION form——quanzity svallable az the Library desk (for
Center for Women courses, in Ku.528) or al your requsst left for you st the
first-floor vecestion deak. Thie is for vour guidence and ocurs: please,
when 7ou are through with them, turc them i{v 1o Rm.51%, the Business Offfce
Typiet, or the Librarian.

16, Let Dorsthy Farns (Rm.526) know if vou would ba interestednim tadchiang.
on any basie snd any length of course, su Extension Course or im any of our
Adult Bducstion UTenters. And/or susmer school?

17. Please bes alert for any studsenl whoee needs covrespond te our "MidCareer
Explorgtion” program, and refer that etudent to Willis Elilost.

18. For good communication and mors sffective tesching/leerning, please:

a. Ezep in touch with ues, ¢ we know whatl's happeuning In your couvss
end can be of further assistance.

b, Clarify continuously, iu your own mind and with your class, ths
course goals (and suggest changes in “Help!'-—herewith].

co. Fuml free to talk with soy mesbers of the Trustszes' Commiifes on
Programs for Lalty, whose names jyou may oktain from the Libraerian.

THARK YOU For

cowming on bosnd!




HELP ...cevevos. Mid-Term PROJECTION and EVALUATION from Lay Courses Students

student (optional) “Teacher
laity religious clexrqgy

LOOKING TOWARD NEXT SEMESTER
1. For me, the best times of the day and of the week are
2. I prefer courses of the following 2-hour-session length(s): € sessions

8 sessions 10 sessions 12 sessions. Other:
3. I'd strongly consider taking it were NYTS to offer a Lay Course on

4, 1I'd like to have of teach a Lay Course here.

5. I'd like to have these friends of mine on the Lay Courses mailing-list:

6. Any other suggestions to the Lay Division of NYTS:

"1'D LIKE 10 MAKE THEGE COMVMENTS ON MY PRESENT LAY COURSE:
1. Here's how I found out about the course:

2. I'm taking this particular course because

3. What I like most about the course is

4, What I like least about the course is

5. From here to its end, the course would be more helpful to me if
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