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Planning for a Distance Program

	Recruitment
	Type your plan in the cells below.  
The cells will expand automatically if you exceed the visible space.

	1. Identify the general audiences for the DL curriculum you will be using.  (Include recommended NRS Level or TABE/CASAS scores suggested by the publisher)
	

	2. Describe the specific target audience who you want to invite to participate in DL? (ESL, ABE, GED Prep? Hybrid, Independent DL? Current learners at your site or communities you have not yet reached?)
	

	3. What strategies will you use to recruit this target audience? Any partnerships with other agencies? Flyers, website, online forms, staff, teachers, letters, etc?
	

	Orientation I – Screening & Learner Readiness
	

	4. What process will you use to ensure that a learner is ready for Distance Learning? Consider readiness for independent learning, access to technology, ability to use technology required, etc. What will you do with a learner you determine is not ready for DL?
	

	
	

	Orientation II – Getting Started Thoughtfully 

5. What steps do you need to take to get learners set-up to do distance learning? Consider the following: expectations, calendaring, contract? Where, when and how often will you provide orientation for new students?  Will it be done one-on-one or in group sessions? How will you record face-to-face time and put in MABE or MARCS? 
	 <Type here.>

	5. How will you ensure that the learner knows how to use the DL tool?
	


	6. You can be selective in which parts of the curriculum a student needs to study.  How will you assess individual student needs and develop a study plan for each student? 
	

	7. How much study time (per week) will you recommend overall?  Be sure to mention both the total time or description of content to be covered each week and the frequency of check-in you expect. 
	

	9.
What study-skills training will you provide— especially in how to work alone at a distance?
	

	8. What expectations will you communicate to students regarding how and how often you will provide feedback to them on their work?  What are you going to promise students? How often will you check in? 
	


	Access & Support
	

	9. How will you solve technical problems students have, both with the curriculum or their personal computers/internet?  Please consider the following questions: Where? Who? Face-to-face support? Asynchronous support? What won't you do?
	


	Communication/ Teaching
	

	10. How will you communicate with learners (telephone, mail, e-mail, face-to-face)?  Will you communicate as needed or will you set a schedule? By what means will you provide feedback?
	

	11. How will you create opportunities for ELL students to practice their language skills? 
	

	12. What strategies will you use to proactively support persistence? 

13. Will you assign supplemental instruction where needed?  How? 

14. Will you develop any kind of “support group” among groups of learners?
	


	Tracking Students
	

	15. What form(s)/system will you use to monitor your contacts with students?  Do you have the equivalent of a “grade book” used by classroom teachers?
	

	16. State your process for determining and collecting proxy hours for this DL platform.
	

	17. At the end of this cycle you will need to provide data on the students that entered your DL program.  What criteria will you use to designate a student as “active,” “inactive,” or “dropped out/exited?”  
	

	18. How will you determine when to exit a learner from DL? What is your policy if they come back and ask to re-enroll?
	

	19. What criteria will you use to designate that a student has successfully completed a unit of study or made satisfactory progress?  
	


� Include such item as class(es) that will be taught, data entry, development of policies and procedures, etc.
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