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OLLI at UNH  
Shared Interest Group Policy & Procedures   

 

A Shared Interest Group (SIG) at OLLI at UNH shall be a group of members, organized 
around a topic of interest, that meets on a recurring basis during the year.   
   

De�inition   
   

An OLLI at UNH Shared Interest Group (SIG) is a collection of members who share a 
common interest and wish to interact with their peers as active learners. Meeting on a 
recurring basis, SIGs provide new and enriching opportunities to form friendships with 
other members. SIGs complement the OLLI at UNH curriculum without competing with 
regular courses.   
   
The origin of these interest groups is not critical, and their focus can be as diverse as one’s 
imagination. SIGs can be created for a wide array of purposes: as follow-up to courses, 
attached to a course as a kind of discussion session, as a sunset group that comes together 
for a relatively short term on a focused topic, and, most commonly, as a continuing group 
focused on a general topic or interest. SIGs are a member bene�it that adds an interesting 
and dynamic addition to the OLLI program.   
  
While SIGs are generally free for members to participate, there may be associated costs 
incurred by the member based upon materials, space or activities. If a SIG chooses to 
operate in person, space may not be available without a cost. OLLI will consider providing 
up to 20% of the cost under the name of OLLI on a case-by-case basis and the availability of 
�inancial resources to support the SIG. SIG participants can divide up the remaining cost 
and determine among themselves if this is a viable option. Cost sharing for space cannot be 
guaranteed and will be determined by the program director.  
  
Providing a solid, comprehensive communication effort between all levels of our OLLI 
program, SIG leaders and the LR SIG Coordinator should add the email olli.of�ice@unh.edu 
on all SIG-related information.  
   

Establishing a New SIG   
   
Any OLLI member may establish a new SIG subject to the approval of the Learning Region 
Central Committee. When a member has an idea for a SIG, they should understand the 
purpose, structure and operation of the SIGs and the process to initiate a SIG. The Chair of 
the Learning Region (LR) Central Committee or SIG Coordinator of that Learning Region 
should be contacted to assist the member in the early development and initial operation of 
the SIG.   
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The initial planning member should complete a SIG proposal form and submit it 
to the Chair of the Learning Region. The proposal will be reviewed by the Chair of the LR 
and approved or returned for more information or suggestions for revision. A SIG under 
consideration may choose to meet three times on a trial basis to assess the level of interest 
and commitment before formally submitting a proposal to Central Committee for approval. 
It is recommended that an organizational meeting be one of the �irst three meetings.   
   
The initiator of the SIG will schedule an organizational meeting working in partnership 
with the Chair of the LR or the designated SIG Coordinator. The LR SIG Coordinator shall 
attend the organizational meetings and provide support and ensure understanding of the 
roles and responsibilities of all involved. The Chair of the LR or designated SIG Coordinator 
may assist in �inding a meeting place, recruiting members to attend, and may attend the 
meeting.   
   
The organizational meeting should accomplish the following:   

a. Review the OLLI Leadership Council policy for SIGs to ensure alignment of the 
group’s intent.   

b. Agree who will be the leader responsible for the organization and management of 
the SIG.  Responsibilities include the group’s activities, attendance list, compliance 
with rules and communication with the Chair of LR as well as OLLI administrative 
team.     

c. Determine the meeting frequency and the format the group will follow.   
d. If the SIG members are to meet in person, a meeting space must be determined.  

While a �inal determination of the space may not occur during the organizational 
time, members should be made aware of potential sharing of costs which may occur 
if space for meeting must be rented.   

e. Coordinated with staff, the projected cost per member would be based on total cost 
of space and expected number of members not to exceed 80% of overall total cost.   

f. Any space and cost will be pre-approved by the OLLI director prior to SIG proposal 
approval.   

   
    
Responsibilities & Guidelines   

   
Leadership Council Responsibilities   
  

• The OLLI Leadership Council shall review the status of all active SIGs within their 
plan of work for each �iscal year.  LR Central Chairs or SIG Coordinators shall provide 
current relevant information to the Leadership Council as requested.   

• Require and review written biannual updates from each active SIG   
• Establish schedule and criteria for reporting structure and communicate with LR 

Central Chair or SIG Coordinator   
• Provide any feedback, questions, or concerns during LC meeting to LR Central Chair 

or SIG Coordinator   
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OLLI Administrative Team Responsibilities   
   

• Create and maintain SIG proposal form.   
• Create and provide a SharePoint folder on the OLLI Volunteer site for SIG Leaders or 

OLLI staff to upload and maintain on a regular basis.   
• Develop and share the non-member participant release and Emergency Contact 

forms in the SharePoint folder.   
• Ensure that each SIG Leader can access the SharePoint program.   
• Send submitted proposal forms to LR Central Chair or SIG Coordinator in a timely 

manner to be addressed by the Central Committee at their upcoming meeting.   
• Check membership status of participants and communicate with SIG Leaders 

regarding any non-member participants.   
• After non-member participants attend a SIG three times, OLLI staff will 

communicate with that individual on becoming a member to continue joining the 
group’s activities.   

• Work with LR Central Chair or SIG Coordinator to ensure proposal forms are 
completed and all information has been provided by SIG Leader.   

• Work with SIG Leaders to �ind, negotiate, and maintain space as needed by SIG.   
• Understand that space and cost will be reviewed and approved by OLLI director 

prior to SIG proposal approval.   
• During initial SIG proposal process, if SIG wishes to operate online, the OLLI director 

will provide a license if available. LR SIG Coordinators must understand that Zoom  
licenses are limited. If an individual license is not readily available, the 
administrative staff will attempt to create links.  

   
Learning Region Central Committee Chair or SIG Coordinator’s Responsibilities   
   

• Encourage and support existing and potential new SIGs as member bene�it and 
retention strategy.   

• Guide the development of a new SIG through the approval process.   
• Operate as a liaison between SIG Leaders, Central Committee, and OLLI 

Administrative team.   
• Maintain a �ile of approved SIG proposals and contact information for each SIG 

Leader.   
• Establish a communications channel to ensure SIG Leaders have appropriate 

contacts for questions, concerns, problems, advice and support.   
• Collect biannual reports, summarize and produce a report of Learning Region SIG 

activities to the Leadership Council.   
• At least annually, ensure that SIG leaders understand the current emergency 

procedure/policy and where to �ind the emergency contact form.  
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SIG Leader Responsibilities   
   

• Prior to submitting the proposal form, determine the following:   
o Whether the SIG will operate in person or on the Zoom platform.   

Determine the meeting schedule: day, time, place, frequency of meeting o If 
in-person and a designated meeting location is needed, coordinate with OLLI 
staff to discuss options.  OLLI staff will review the selected site to ensure that 
all safety standards are met, and with any rental agreements are in 
compliance with UNH policy. Any rental agreements will be negotiated, 
signed, and executed by university staff.   

• Coordinate completion of proposal with LR Central Chair or SIG Coordinator.   
o Submit proposal through online form.  o  
o Generate publicity to recruit participants and submit to Outlook editor or  
o OLLI staff (articles/photos in Outlook, Facebook, etc.)  
o Plan or coordinate the activities for each SIG meeting.  
o Produce biannual report of SIG activities and average attendance to SIG       

Coordinator.    
• Maintain Attendance Roster   

       o Develop and maintain an up-to-date listing of all SIG members.   
o Share names and email address with staff and LR Central Committee via 

SharePoint.   
o Add olli.of�ice@unh.edu to all SIG related emails. 
o Communicate upcoming meetings with SIG members in a timely manner.   
o If non-members are participating, the SIG Leader will communicate the 

policy using the information provided by the Leadership Council.    
o Policy states: Non-members are welcome to attend 3 sessions of one SIG 

before being required to become an OLLI at UNH member.   
o Notify OLLI staff at OLLI.o�ice@unh.edu of any non-member who has reached 

their 3-session maximum. OLLI staff will communicate with nonmembers 
about joining OLLI at UNH to continue participating.   

• Know the OLLI at UNH cancellation policy and develop the appropriate 
communication plan for inclement weather cancellation or potential rescheduling of 
a SIG meeting.   

o If SIG meetings are in a rented location, there is a two-week notice to 
reschedule, or funds will be lost, and rescheduling will not be possible.   

• Know the procedure for accidents and/or medical emergencies (including 
completion of incident reports) for OLLI of UNH.   

o Ensure any non-members complete the non-member liability waiver form 
provided by OLLI staff in the SharePoint folder.  

o If leading a hike or outdoor activity, bring the provided Emergency Contact 
form.   

o One Emergency Contact form per year, member or non-member is required.  
All complete forms must be kept and submitted to the OLLI staff each year.   
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• Notify LR Chair and OLLI staff if there are:   

o Changes in leadership  
o Changes in regular meeting time/day/place/schedule 
o Issues or problems (including any accidents)   
o Longer term changes like Sunsetting or temporary hiatus of a SIG   

   
SIG Member Responsibilities   
   

• Actively engage in the SIG activities for maximum enjoyment and the mutual 
bene�it of all SIG members.   

• Abide by all policies and procedures as stated by the OLLI Leadership Council, the 
OLLI Member Handbook which includes the OLLI at UNH code of conduct.   

• Have an active OLLI at UNH membership.   
• Any non-members or guests may attend any one SIG up to three times throughout 

an academic year July – June before becoming an OLLI member to continue 
participating.   

• Understand that there may be costs associated with participating in a SIG (i.e., 
meeting space rental, admission fees, material fees, etc.)   

• Complete the required annual liability and emergency contact forms prior to 
participating in any SIG activities.   

• Members are responsible for their own transportation to and from SIG events.   
o If SIG members would like to carpool to events, they must arrange their own 

carpools associated with their activities under the auspices of OLLI at UNH.  
Upon meeting at a designated departure site, members may offer to drive, 
and others may elect to ride with them or drive themselves.  Members who 
arrange and/or participate in carpools separately, and apart from, and 
independent of OLLI at UNH shall do so at their own risk.   

 

Sunsetting a SIG   

• SIG Leaders and/or members can de�ine the term of the SIG. There is no 
predetermined length of time that a SIG must exist. Some may sunset during certain 
seasons, the interest of participants may change, speci�ic topics have come to a 
natural conclusion, or a change in leadership availability.   

• SIG Leaders will be responsible for notifying their regular members and the full 
roster of potential attendees of the SIGs determination to cease activities.  

• If a SIG chooses to dissolve, noti�ication must be made to the SIG Coordinator or LR 
Central Chair, who will notify the LR Central Committee, Leadership Council and the 
OLLI staff.    
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General Information   

SIG activities may include visits to commercial entities specializing in the interest of SIG 
or inviting subject specialists to share their expertise.  Commercial transactions 
resulting from these are permitted at the members’ expense and discretion.  However, 
commercial/professional promotion and advertising outside of a speci�ic SIG activity is 
prohibited.   

   
Safety   

   
Ensuring SIG activities are presented in a safe manner is our priority.  Accidents or sudden 
health issues cannot be completely prevented.  It is important, therefore, that SIG Leaders 
have an awareness of what to do if an incident occurs.   
   
Every situation in a SIG may be unique, and safety precautions should be considered ahead 
of time by the SIG Leader.  Emergency policies of OLLI at UNH should be reviewed.  The SIG 
Coordinator in the Learning Regions can be a resource in considering safety issues.   
   
Providing information in advance for participating members can guide their determination 
on whether it is appropriate for them to participate in the upcoming activity.   
  
A SIG Leader must be prepared to adapt any safety measures to the situation at hand. Do 
not hesitate to call for assistance – better to keep safety as a priority.  
   
An example of safety measures for outdoor activities, like hiking, might include the 
following:   

1. Design a template that can be �illed in for each activity and sent out ahead of time 
(i.e., expected weather, type of terrain, length of hike, and any location speci�ic 
information)   

2. Gather emergency contact form for every participant that day.   
3. Take a �irst aid kit.   
4. Have a fully powered cell phone on the hike. Check for reception at the hike site.   
5. If an individual cannot move or requires medical attention, do NOT move them and 

call 911, the member’s emergency contact, then the OLLI Of�ice immediately at 
603862-6554.   

6. The SIG Leader should remain with the member who requires assistance.   
7. Send two members (if possible) to meet �irst responders and guide them to the site 

of the incident.  
 
 
For more information, contact: 
 

OLLI Of�ice | 603-862-6554 | olli.of�ice@unh.edu 
Toniann Leavitt, Director | 603-862-0599 
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