Finding Classroom Space
1. An obvious choice for classroom space is a local insurance company, brokerage firm, or agency.   So your first step should be to check your organization’s account in the Institutes’ Study Group System.  Look at previous class rosters to see where classes were being held.  You may also be able to see which employers have been sending students to your classes.  By hosting classes on their premises, companies save their employees time and may even encourage other employees to register for your classes.

Make a list of other local insurance-related employers and assemble a list of contacts.  Human resources and/or training departments most likely are your best initial contact point.

If a local company has training facilities, these are ideal for CPCU and IIA classes.  However, successful classes have been held in conference rooms, break rooms, and cafeterias, as well.  All you really need is a quiet area with tables and chairs and perhaps a flip chart or white board.

2. Another great choice might be your course leader’s company.  If he or she is able to conduct classes on premises, there may be more company support for the course leader and possibly for encouraging other employees to take the course.
3. Hotels are one of a number of providers of public meeting space, but this type of space generally comes with a charge.  If the charge is reasonable, and if you have sufficient students, it can be recovered in the tuition you charge for the class.  Try several scenarios using the budget worksheet to determine the number of students and tuition fees necessary to recover such meeting room charges.

4. Occasionally, local colleges or universities may have unused classroom space at certain times of the day.  However, sometimes these also come with charges.

