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We’ll Need Information About You and Your Course 

1. A short bio, 3 to 5 lines.  We’ll supply some examples. 
2. Photo images, you working at your art and 2 or 3  of your work. 
3. A Course Description.  This is an important document. It informs potential students as well as the Guild  

about the scope and depth of your course.  We have a standard fill-in-the-blank format we use.  We’ll 
supply some examples of completed course descriptions. 

 
Locations available for classes 
There are 2 locations available as classroom spaces. 
The Historic Train Depot, 60 East Broad Street or, 
Upstairs at the McRitchie-Hollis Museum, 74 Jackson Street 

 
One important difference between the two locations is that class equipment, supplies, etc. may be left and stored 
at the Museum if space can be found.  If the Train Depot is used, all equipment and materials must be brought 
immediately before class and removed after class. 

 
Course Dates and Times 
Each instructor is responsible for coordinating with Newnan-Coweta Historical Society (NCHS), for open 
dates/times.   Schedule no more than two sessions ahead at first.   Your contact for scheduling at NCHS is: 
 

Larisa McMichael 
770.251.0207 (NCHS office) 
678.416.3121 (Cell) 
larisa@newnancowetahistoricalsociety.com 
larisamcm@gmail.com (alt) 
 

If Larisa’s not available, anyone else on the staff will be very helpful. 
 

Once you've confirmed your course dates with NCHS, give them to the (CA) Course Administrator 
(currently Michael Sebacher, mjsebacher@bellsouth.net, 678.876.1654.) The CA then constructs a class 
ad, adds to social media sites, etc. using the information supplied by the Instructor. 
 

Frequency of Workshops 
The Instructor is the driving force behind courses being offered.  The Instructor is responsible for initiating 
course dates and course topics.  The Instructor is also responsible for confirming classroom availability with 
NCHS.  Instructors with studios appropriate for teaching may conduct classes there with consent of the CA. 
 
There’s no policy on how often a workshop is offered.  At this time, frequency is a function of community 
demand, class space availability, and instructor’s preferences. 
 
 
 
 
 



Registration, Billing and Instructor Payment 
You’ll need a PayPal account.  Currently, PayPal is the means we use to pay our instructors and bill our students.  
Our billing works like this: 
 

1.  When a participant registers for a course via our website, that info is sent to the, CA, Course 
Administrator.   

 
2.  The CA verifies there is/is not room in the class. 

 
If there ARE seats available, the CA sends the registrant a PayPal invoice payable to the 
Guild’s PayPal account.  
 
If there ARE NOT seats available, the CA forwards the Registrants information to the 
Instructor who advises the Registrant on the next scheduled course if there is one. It’s 
advisable for the Instructor to correspond diligently and retain this information to fill future 
classes. 
 

3. The paid invoice serves as the Registrants confirmation.  They’re informed during the PayPal 
payment process. 

 
4.  The CA notifies the Instructor of confirmations as they occur via email. 
5.  The Instructor is paid their course fee via PayPal on the day of the course. 
6.  The Guild retains the previously added 10% and pays the NCHS their head fee. 

 
Your Fee 
The Fee you charge per student should reflect any materials you'll supply. The Course administrator adds 10% 
for the Guild and $5/head for NCHS then markets the course at this price.  You may assign different rates for 
students, seniors etc, just keep the CA advised.   
 
In pricing your course, it’s advisable to do some internet research to find out an appropriate rate.  It’s the Guild’s 
policy to keep our courses as accessible as possible to ALL members of the community while maintaining fair 
compensation for instructors.  
 
Auditing Participants 
If you choose to allow people to ‘audit’ your course, that is, participate without paying, the Instructor is 
responsible for the $5 NCHS head fee as well as that persons materials cost.  Guild materials/equipment 
shouldn’t be used for non-paying participants.  If in doubt, ask the CA. 
 
Supply of Donated Teaching Materials and Equipment 
The Guild solicits occasionally for donations of equipment and supplies for teaching.  This resource will grow 
over time.  Any donations are tax-deductible via the NCHS.  Always be on the lookout for sources of 
material/equipment donations. 
We currently have some donated supplies for teaching stained glass and weaving.  The Instructor has free access 
to donated equipment/supplies. 
The Guild has a digital projector available for classes. 
 
 
 
 
 
 
 



Instructor Requirements 
1.  Instructors must be current AHG members with dues paid. 
2.  Instructors must have achieved a level of mastery in their art.  This level of proficiency should be 

appropriate to the course content and students. 
3.  Instructors should be familiar with, the history and heritage of their art. 
4.  Instructors should share Guild Values: 

Teaching is an honor and an obligation. 
Pursuit of artistic mastery is a necessary part of a healthy lifestyle.  
Teaching is a way to preserve the knowledge we inherited and benefit from. 
Teaching is a way to honor those artisans who taught us and made our own mastery possible. 
We aspire to teach these values to our students. 

5.  Instructors will maintain a professional, positive and safe learning environment at all times. 
6.  Individual learning differences are recognized and accommodated as much as possible. 
7.  There are no instructor requirements as far as formalized training or certifications.   

 
Include some history in your content 
Consistent with the mission of the AHG, every course will include some material on the history and heritage of 
the topic being taught.  Examples might include achievements of notable artists in the field, important 
developments in equipment/materials, countries of origin and practice, ethnic influences, etc.  The student 
should understand that the knowledge they're about to earn was developed by others over long periods of time 
with considerable effort and thoughtful innovation.  The instructor will foster a sense of respect for their art and 
those people who’ve contributed the pool of knowledge. 
 
During your course 

 Take some pictures and share with the CA for marketing future courses. 
 Publicize other AHG courses. 
 Ask participants about other courses they’d be interested in. 
 Endorse the NCHS as our friend and sponsor. 
 We hope to have some literature available to distribute soon. 

 
Student Certificates of Completion 
The Guild will make sure you have a certificate for each student completing your course.  A sample is provided.  
The CA will generate these when a course is filled.  You should have them prior to your course, but if not, 
remind the CA. 
 
Course Evaluations 
There’s a Survey Questionnaire being developed.  When it’s complete, participants will be asked to fill out a 
survey about their course experience, about opinions they may have regarding any changes, facility, instruction 
quality, etc.  Survey results will be shared with Instructors and will serve to help us all to make our workshops 
better and more marketable. 
The CA may observe your first few workshops.  This is not a critique as much as it is a means to assist 
instructors and be helpful.  The quality of the courses we offer is important to everyone. 
 
Instructor Development 
As we all know, the act of teaching others is, in itself, an art. The high quality of our courses is very important 
to everyone and the Guild wants to help instructors teach effectively and professionally.  We have members with 
long experience in teaching workshops who are glad to assist and advise newer instructors in teaching strategies, 
methods, course organization, use of  instructional media, etc.  We require no prior teaching experience but you 
need the desire to be a great instructor.  Part of the CA’s job is to assist Instructors in any way possible…just 
ask :) 
 



 
A Note 
We’re a young and growing organization and these guidelines will certainly change as time goes on.  Please let 
us know should you have any helpful suggestions.  Questions/comments should go to: Michael Sebacher, 
mjsebacher@bellsouth.net, 678.876.1654 
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