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T

hank you for your interest in hosting FREE Computer classes at your library! We are excited to work with you towards our shared goal of bridging the digital divide. As the skills necessary to work, prosper and participate in society are increasingly tied to computers and access the internet, we know that you are getting more questions about new technologies than ever before. It is our hope that these classes will help you meet this demand and upgrade your patrons’ skills.
What Will TSLAC Provide?

· Up to 4 FREE training sessions 
· All hardware and software required for training sessions.

· Student manuals for all attendees

· Promotional Materials

· Additional Librarian Resources, including hard and digital copies of lesson plans & student manual

What Do You Need To Do?

· Provide ample space to host classes within the library or at another community venue

· Local promotion
· Recruit at least 5 students to participate in each class (maximum of 4 classes)

· Administrative support (signing up patrons and communicating with TSLAC as needed throughout the planning process)

· Screen or blank wall for projector
· Internet connection

How to Get the Word Out to Your Patrons
Included in this package, you will find the following promotional materials.
· 10 Notepads

· 5 Table Tents

· Registration Form
· 5 Posters
· Sample press release
· Flyer

Many of these resources can also be found online: https://www.tsl.state.tx.us/ld/teal/libresources.html. And please note that the digital versions of the flyer and registration form are fully customizable!
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One of the most challenging aspects of this program is ensuring that people actually attend these classes. Here are some promotional strategies that will help fill classes with eager students.

Long term (more than one month before classes):

· Build a contact list of patrons who express interest in computer classes, collecting their names, and phone numbers (and email addresses, if available).
· List upcoming classes on library calendar/website/blog.
Medium term (less than one month before classes)
· Hang posters in library—remember to write in classes, dates, times and locations.
· Distribute table tops and notepads throughout your library.
· Download digital versions of the flyer and registration form (see link on previous page.) Make customized versions by inputting the classes, dates, and times and print out as many copies as needed.
· Sign up students using the registration form. Remember to sign up at least five students for each class.
· Distribute customized flyers throughout your library and key places in your local community: schools, social organizations, senior centers.
· If possible, promote classes in a local newspaper using the sample press release included in this promotional packet.
Short term (less than a week before classes)
· Continue registering students.
· 1-3 days before classes, call or email people who have registered for/expressed interest in classes. We think that this final reminder is one of the most crucial steps!
Please feel free to contact us at any time if you have questions. We are really looking forward to meeting you and working with you to meet the evolving needs of your patrons!
Phone:
(512) 463-5852

Email:
Connie Hutchison chutchison@tsl.state.tx.us
Email:
Christopher McCoy cmccoy@tsl.state.tx.us
Web:
https://www.tsl.state.tx.us/ld/teal/comptraining.html
