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PROGRAM GUIDELINES

Delmarva Discussions book discussion series follow the successful format developed by the American Library Association.
Each seriesincludes titles chosen by scholars to represent a particular theme in the humanities. Participants will check out
series books (which have been provided to the site by Delmarva Discussions) one at a time, two weeks prior to each sched-
uled discussion, read the book, then attend the program for that title. Each program will feature a presentation by a humanities
scholar who will relate the book to the series theme, provide information on the author or historical background, and raise
questions of meaning and possibilities of interpretation for the participants consideration. Scholars hand out study questions
and/or comments for participants’ consideration either at the beginning of the presentation or at the break. Following abreak
for refreshments, the group will reconvene for discussion with the scholar as facilitator. Patrons may pick-up the next book in
the series at the end of the program. While many participants will attend all of the sessions, books need to be available at the
site through out the weeks of the program so patrons may begin or end their participation at any time. Programs should be
scheduled every other week on the same day and must be scheduled to meet for 2 hours.

1. Prior to series
a) Develop astrategy for keeping track of the books — some sites pencil numbersinto the front covers (this may already
be done) and use these assigned numbers to track which participants have which books.
(SEE SUGGESTED PROCEDURES FOR BOOKYS)

b) Createasign-up list for interested participants. Most coordinators get a name and phone number. This can also be
used to track the books. When participants sign up, they receive the book(s) for the upcoming session only.

c) Arrange for someone to be present at each of the programs in the series. This can be the site coordinator, a staff
person, or avolunteer. This person will beresponsiblefor:
o Greeting and introducing the scholar
Setting up refreshments
Introducing the program
Overseeing the program to make sure there’s a break at the appropriate time
Passing out and collecting evaluations
Giving the scholar hisher invoice packet
Distributing the books for the next session
Writing an evaluation
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2. At each program
a) Set uptheroom. Generally acircular arrangement of chairs works best. The following items should be available:
o Sign-in sheet
Name tags and pens
Water for scholar
Books for next session
Scholar biography/introduction
Evaluation forms and pencils
Refreshments
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b) Scholars should arrive about 15 minutes prior to the program (they’ ve been asked to do so). Whoever is coordinating/
observing that particular program should greet the scholar and make sure that water is available and that the room is
Set up to the scholar’s satisfaction. Discuss with the scholar how to run the program — some scholars prefer to break
after 45 minutes, some prefer after an hour; some scholars like to announce the break themselves, some like the on-
siteperson to doit.

c) At the beginning of the first session, the site person should introduce the series as part of Delmarva Discussions. S'He
might want to say something about the seriesitself and why the specific topic was selected. At each session, s’lhe
should introduce the scholar using the scholar introduction that has been provided. Please also mention any funding
received for the series.

d) A break isgeneraly announced about halfway through the program. Breaks usually last about 15 minutes —the site
person should get participants to regroup.

e) During the break, the site person might want to distribute the books for the next session BUT PLEASE WAIT TO
THE END OF THE PROGRAM TO DISTRIBUTE EVALUATIONS TO PARTICIPANTS! Distributing them during
the break means that participants are evaluating the scholar based on half of the program. It also means that they
aren’t paying attention to the scholar or to the discussion while they fill them out.

f) At the conclusion of the program, the site person should collect the books from that session and distribute the appropri-
ate evaluation forms. Evaluations are very important, as we use them in grant application materials and to determine the
most desirable and effective themes, books and scholars. Please encourage al participantsto fill out the evaluation
forms. Evaluations should be distributed asfollows:

o First session: There are 2 evaluation forms for this session — the First Session Audience Evaluation form and
the Scholar Evaluation

o Second session: Thereis one evaluation for this session, the Scholar Evaluation

o Third Session There are 2 evaluation forms for this session — the Final Session Audience Evaluation form and
the Scholar Evaluation

o PLEASE make sure the site person also compl etes the staff evaluation of each session. These forms provide
uswith demographic and site information used to acquire grant funding!

g) Thesite person should give the scholar his/her packet.

h) At the end of the program, the site person should fill out and mail the Staff Evaluation and Audience Evaluation forms
for that session. (These are important for us and it is easier to remember and get them turned in this way!)

3. After end of series

Retrieve any missing books (use the inventory sheet to keep track). The books and the book inventory sheet, along with
remaining staff/audience evaluations should be sent within four weeks of the conclusion of the series. You may use the
Delaware State Courier Service (if available to your site) or the US Postal Service. Please send to:

Bethany Hacker

Delmarva Discussions

c/o Delaware Division of Libraries

43 DuPont Highway

Dover, DE 19901

IFYOUR SERIESISPARTIALLY FUNDED BY DELMARVADISCUSSIONSGRANTS, PLEASE SEND
COPIESOFANY PRESSARTICLES,ADS,LETTERSORANNOUNCEMENTSYOU SENT OUT ANDANY
OTHERPUBLICITY MATERIALSYOU GENERATED.
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DELMARVA DISCUSSIONSPOLICIESCONCERNING SITESAND PROGRAMMING

1. Refunds of the site’s fee for a program will be refunded in full aslong as the request occurs within the
same fiscal year, the series has not been rescheduled, and it is at least 2 weeks before the first program.

2. If imposed, arefund of fees paid for lost books will be made if the missing books are returned to Delmarva
Discussions, replacement books have not yet been purchased, and it is before the start of a new fiscal year.

3. When available, grant funds will be used to support programming. Because of the specific requirements of

grants, some sites may be eligible for more or less assistance than others.

SUGGESTED PROCEDURE FOR BOOK S
All books must be returned to Delmarva Discussions.
(1) Check the number of books you receive.
= Each shipment will come with an inventory list. Please do thisimmediately so problems can be averted |ater!
(2) Collect names, addresses, and telephone numbers of participants.
= When participants pick up their first book, have them fill out a3 x 5 card with their names, addresses, and telephone
numbers. Thiswill allow you to locate missing books. In addition, thiswill providealist of participantsto contact for
future programes.
= You could keep the cardsin asmall index box with alphabetical dividers.
= You may use the telephone numbers to remind participants about the program or to remind them about returning books.
(2) Have participants “sign-out” each book.

= You may use the back of the index card or create a separate “sign-out” sheet for each book. The separate “ sign-out”
sheet issimpler for locating missing books.

= Have participants list the book number you have marked or is already present (inside the book jacket).
(3) Have participants “sign-in” each book when they return it.
= You may have participants simply cross off the book when they return it.
(4) Check the number of books you are returning.
= Again use the inventory. Insert a copy with the books you send back at the end of the program. Because many of our
series run each season, it isimportant that the books are all returned in atimely manner (within 4 weeks after the
conclusion of the series). Delmarva Discussions may bill you for books not returned within thistime.
= Return books to Delaware State Library (You may be asked to send books to the next site that hosts the series).
Bethany Hacker
Delmarva Discussions
c/o Delaware Division of Libraries

43 DuPont Highway
Dover, DE 19901



GREAT IDEASFROM OUR PAST PARTICIPATING SITES!

| deas for generating a good audience:

1.

10.

11.

Persondlly invite everyonewho visitsyour site (You would be surprised how well thisworks. Thekey isto
persondly invitethem and hand themthe brochure!).

K eep the number of participants under 20.

Contact loca volunteer organizations, senior centers, student centers, museums, libraries, churches, and
community groups(garden club, century club, historica society). Send them multipleflyers/brochures.

Mall out flyersto your mailing/membership/friendsorganizationlist.

Invitethe presstothefirst discussion program.

Post theinformation on your websiteand in your newsdl etter.

Offer achild friendly program at the sametime so parentscan bring along their children.
Encouragethosethat sgnuptotell/bring afriend.

L et peopleknow they do not have attend al the programsand they can come asthey areable.
Placean adinthelocal paper.

Giveaway apurchased copy of each book used in the seriesthrough aradio triviaquestion give-away (the
guestion to berelated to the series- aninexpensiveradio ad usually availableto non-profits!).

Expand the programming:

1.

2.

Show filmsreating to thethemeto compare and contrast for “ off weeks’.

Organizeatripto aplacethat relatesto thethemefor theweek after the seriesor smaller, local tripsfor “ off
weeks’.

Set-up displaysbefore and during the programming period: books by the same author or withinthetheme; a
small exhibit relating to thetheme (partner with alocal museum to havethem set-up asmall exhibit or borrow
fromtheir collection).

Offer aworkshop or demonstration rel ated to the theme, such aswriting, cooking, traditional crafts, etc. before
the seriesbegins, asanintroduction, or afterward to finishit off.

Usethe Suggested Additional Reading list to keep the group reading/di scussing the themewithout aschol ar, until
you can start another series!

Invitethelocal cable access station to tape one of the sessionsfor broadcast.



