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	Distance Learning Program Planner


	Site Name
	East Metro - Roseville

	Mail Address


	Roseville Adult Learning Center

1910 County Road B West
Roseville, Minnesota 55113

	Teacher Name
	Tim Leverentz

	Phone / e-mail
	763-377-2608
	tim.leverentz@isd623.org

	Teacher Name
	Jennifer Howe Salzwedel

	Phone / e-mail
	612-578-5739
	j.howe.salzwedel@gmail.com

	Admin Name
	Tim O’Brien

	Phone / e-mail
	651-604-3554
	Tim.obrien@isd623.org


When you have completed all of the pages, upload the completed file to the appropriate folder on the DL 101 site on the Site Plans page.  Questions? Email Jen or Adam.
Description of Your Community 
	Community Name:  East Metro Transitions Region
Community Description: The Metro East Consortium is made up of first and second ring suburban school districts to the north of Saint Paul in the state of Minnesota. These districts have traditionally served white, working and middle class families with small but persistent pockets of poverty.  These demographics are changing dramatically with significant influxes of people seeking affordable housing from the urban core, from other states, and from other countries through both formal immigration and naturalization and undocumented processes. These shifts toward larger numbers of non-traditional populations have had a profound effect on the demands for Adult Basic Education services. Emerging from the long global recession, the economic opportunities for these non-traditional adults have been contoured by industrial sector job loss, a shift toward temporary and part time employment and a steady decline in real wages for low skilled work.  These are just some of the pressures that are forcing people, who would otherwise be reluctant to enter into retraining, to seek out training opportunities and college preparation. As a result, people are finding themselves in immediate need of employment while more often less prepared for college, not able to meet the literacy requirements of retraining and with larger skill gaps for work in current employment environments.

The implications for Distance Learning are many.  The barriers that nontraditional students have faced, such as transportation, childcare, time constraints, and the economic opportunity costs of schooling have not diminished and seem to point to a greater need for digital web based flexibility.  On the other hand, many of these people are not simply refreshing skills and knowledges, but rather building them for the first time. These two tensions have informed our decision to open a teacher directed lab to provide high touch hybridity.

StartTypingHere



Planning for a Distance Program

	Recruitment
	

	1. Identify the general audiences for the DL curriculum you will be using.
	Learner Web can be used with learners of all levels given enough support. The platform can be navigated easily with little training. However, because LW sends learners out to independent websites, learners who are more tech-savvy will experience greater levels of comfort navigating outside of the platform and may ultimately be more successful than those who are not as familiar w
ith computers, online learning, and trouble-shooting in general.

	2. Describe the specific target audience for using the DL curriculum for this pilot.
	We will be piloting the Accuplacer plan, so ideal learners will be TABE Level 7.0 or higher, and include students who are near graduation, have graduated, and/or are attending college prep classes. Skills Tutor level may also provide some indication of Accuplacer readiness. We hope to define that as we work with learners who use both Skills Tutor and Learner Web.



	3. What strategies will you use to recruit this target audience? Any partnerships with other agencies?
	Roseville has a distance learning training rotation for all classes. Those at the highest levels of ELL and ABE (Academic 2/3, Advanced ELL, College Prep, ABE, GED) are introduced to both Skills Tutor and Learner Web. Distance learning staff visit classrooms 

to promote DL and deliver a half-sheet that describes DL opportunities in open lab on Tuesdays.

	Orientation I – Screening & Learner Readiness
	

	4. What process will you set up to ensure that a learner is ready for Distance Learning? What will you do with a learner you determine is not ready for DL?
	 A Google form called Learner Readiness Checklist

, accessible via fvdistancelearning@gmail.com, collects information on learner readiness for distance learning. DL staff  review the forms twice a week and track responses to inquiries in shared Google doc called Master DL Spreadsheet. Learners who are not ready for DL will be counseled to inquire again when they are ready and will be provided information on face-to-face learning options.


	Orientation I I – Make a Plan
	

	5. 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?
	All learners currently enrolled in classes are introduced to distance learning during a scheduled 4-6 week rotation in the distance learning lab. Those learners at higher levels will be oriented to Accuplacer during these rotations. In addition, a separate Accuplacer Orientation will be held every 2 months. Learners can request 1:1 orientation by appointment or on a drop-in basis during open lab on Tuesdays. Attendance for any orientation that occurs outside of other regularly scheduled classtime will be recorded on the Master DL Spreadsheet
.

	6. What orientation will you provide about how to use the DL tool?
	Students will receive orientation to Learner Web through regular in-class distance learning rotation and/or 1:1 follow-up in the distance learning lab. 


	7. 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? 
	TABE Math and Reading scores, ABE teacher referral, as well as any information from Skills Tutor level tests will help determine whether a learner will be counseled to complete all steps in the Accuplacer plan or selected reading, math or writing steps. The Learner Accuplacer Web Goal Sheet will help learners to organize their study.

	8. 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. 
	A learning contract 
will be drafted specific to an individual’s plan for completing 48 proxy hours worth of work, e.g. If learner specifies that they can work 2 hours per week, then face-to-face check-in will hold them accountable to that commitment. The learning contract will also cover commitment to check in every 2 weeks in person or via email or phone. A student will agree to come back for testing during a specified period or after a specified number of proxy hours are registered. If learner cannot commit to 2 hours per week, counseling will determine whether they should participate at this time.



	9.
What study-skills training will you provide— especially in how to work alone at a distance?
	The LW Accuplacer Goal Sheet wil

l be used to guide learners through the learning plan. The Goal Sheet helps them to plan when they should have a Step completed and track whether that schedule is realistic. Since all learners will have district Google Apps accounts, we can add the Goal Sheet to a Google Doc shared between learner and DL staff.

	9. What expectations will you communicate to students regarding how and how often you will provide feedback to them on their work? 
	Progress will be monitored in the LW Teacher Portal. Encouragement and/or feedback will be provided via email/phone/f2f contact on a weekly, twice-monthly, or as-needed basis. Contact made to individual learners will be tracked by two DL staff (Tim and Jen) in a shared Google doc called DL Master Spreadsheet.

	10. What are you going to promise students? Within what amount of time will you provide feedback? How often will you check in? Will you use a contract?
	DL staff share ownership of a Gmail account, fvdistancelearning@gmail.com. Incoming mail notification is synced to DL staff’s personal cell phone, so students can expect a prompt response to questions directed there. Students will be encouraged to visit the DL Open Lab with content questions and for tech issues that cannot be resolved over the phone or via email. We anticipate having to trouble-shoot turning off the pop-up blocker, and installing flash/Mozilla/other freeware as needed.



	Access & Support
	

	11. 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?
	DL staff share ownership of a Gmail account, fvdistancelearning@gmail.com. Incoming mail notification is synced to DL staff’s personal cell phone, so students can expect a prompt response to questions directed there. Students will be encouraged to visit the DL Open Lab with content questions and for tech issues that cannot be resolved over the phone or via email. We anticipate having to trouble-shoot turning off the pop-up blocker, and installing flash/Mozilla/other freeware as needed.


	Communication/ Teaching
	How will you…

	12. 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?
	Email and face-to-face check-in are preferred by DL staff. Phone calls can be returned less readily, but learners who can wait will not be discouraged from communicating via phone. Email text to cellular phone will be explored as a method for reminding learners to check in with their DL instructor as well as to come on-site for necessary TABE testing
. We
 will also experiment with Google Voice. This does not require that we know the mobile carrier for a learner’s cell phone number. DL staff will initiate correspondence via email on a weekly or as-needed basis. Learners who do not respond to email will be contacted via phone and/or text after 2 weeks. 

	13. How will you create opportunities for ELL students to practice their language skills? 
	The Accuplacer Prep plan has 4 steps that are specific to ELL learners.

	14. What strategies will you use to increase persistence?  How will you effectively assign content? Will you assign supplemental instruction where needed?  How? Will you develop any kind of “support group” among groups of learners?
	Persistence will be increased due to accountability. Accountability is built through weekly/regular check-in. Learners will be further supported by their connection to a classroom teacher for support and extra resources and encouragement. Teachers will likewise be encouraged to set an expectation for learners that they use LW for Accuplacer prep as part of their classroom requirements.  
The LW Accuplacer Goal Sheet will be used as a tangible way for students to see their progress toward goal completion.  Depending upon their study needs, learners can be assigned any or all of the steps in the learning plan via this goal sheet. Learners will be referred to ABE classroom instructors (Belinda, Karen and other content instructors) for supplementary materials and additional instruction as needed. Texts/resources for writing, reading and math material will be selected and developed specific to individual skill level with overall goal of Accuplacer prep in mind. The distance learning lab will be a place for learners with similar goals to meet and work together as desired.


	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?
	DL Master Spreadsheet

	16. State your process for determining and collecting proxy hours for this DL platform.
	Minnesota Literacy Council provides a monthly report of proxy hours earned. These Excel files will be saved and backed up on-site.

	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?”  
	Active students will be current on the check-in schedule agreed upon in their learner contract. Inactive status will be assigned to learners who have not checked in and have not been reached through follow-up by DL staff after 3 contacts. Learners will not be dropped or exited until the end of the program year.

	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?
	Students will be required to complete Workspace assessments for the steps in the learning plan that are assigned to them. Re-enrollment will be determined on a case-by-case basis.

	19. What criteria will you use to designate that a student has successfully completed a unit of study or made satisfactory progress?  
	Students will be required to complete Workspace assessments for the steps in the learning plan that are assigned to them.
 There is no way to know how much time a learner spends on resources, so I don’t think that is a good option. All we can tell from the teacher portal view is whether a learner clicked on the resource link. Without a completed workspace, we can’t assume that they did any reading or work at the resources. Likewise, a learner can complete the workspace without viewing the resources at all. (I know you know all this Jen.) As we go through the pilot process, we will document workspace completion issues as they come and see what we come up with for getting learners to comply. The contract is one response to that issue. 2 other ideas we have to try will be a text/email message prompt and/or incentives like gift cards.

We are using the Learner Web Goal sheet as the document of record.  If writing samples or other authentic artifacts emerge that would be useful for the student in the future, these will be kept in the student file in Google Docs.

ABE instructors engaged in face-to-face Accuplacer prep in addition to DL, may choose to administer tests and quizzes. They will not be required for use with Learner Web, however.

There are sample tests available on the web, and within Learner Web itself.  We also suggest taking the actual Accuplacer test periodically and connecting with counseling at the post secondary institution of choice for an authentic assessment of readiness.


When you have completed your plan, upload it to the Site Plans page. Move it under the Completed Site Plans folder. 
�Please add when you can. Since your implementation is a bit unique, it will be important to frame how your work in Rosville will impact that broader community of the transitions region. That info should be included here.


�Yep! Thanks for the good description.


�Perfect!


�Good idea to start gradually. Do consider ways to use DL recruitment to bring in new learners, too, in the future. Working with partners (CBOs, WFC) for referrals can support this – in the future!


�I think we should add this as an agenda item the next time we have an opportunity to discuss LW with regard to transitions work in the East Metro and elsewhere. I am collecting feedback from programs in January with regard to obstacles to implementing LW. One thing I am hearing is that there is a lack of basic computer skills necessary for success away from a supportive environment like the classroom or lab. Navigation, in particular, is difficult for many learners, as is finding one’s way back to LW to complete the workspace. (Skills Tutor is the standard for ease of navigation  to which LW is often compared). We should talk about how North Star could/should fit in to evaluating whether LW is right for a particular learner. I also suggested in a managers meeting on 1/9/13 that perhaps we are wrong to try to force a fit between LW and our existing learners. Recruiting a new type of learner may be a better use of our resources. That said, there are almost always a handful of learners in any group that are successful at using learner web away from the supported environment. Perhaps we should look at those learners more closely and try to draw some conclusions about the characteristics of likely good candidates for DL with LW and see about building recruitment plans for new learners 


based on those findings.


�This is great. If learners can access and then fill out this online form, it shows they have some computer skills.  The only missing component is some self-assessment about working independently. Would you consider adding a question abou that?  “Have you ever done independent study?” “How many hours of independent work do you think you could do each week?”  Just something to clue you in that someone who might succeed in a classroom may have trouble in DL.


�Good suggestion. I will bring it up at our DL team meeting 1/23. It is likely that we will add those questions.


�Great.


�Can you please post  this on the DL101 website?


�This is a great idea.


�Will all learners have google accounts? If so, you could make a shared file of this doc for each learner. All of the teachers plus the learner could have access. 


�We will try that for sure!


�This is a fantastic model. Please consider sharing it during our webinar on module 3/instruction.


�Do try it! Tell us how it’s working!


�This is a new discovery: “We will also experiment with Google Voice. This does not require that we know the mobile carrier for a learner’s cell phone number.” I am grateful for the investment of time that Roseville management has committed to DL planning. ABE consultant and 2 DL staff meet to brainstorm and plan and this was one of the ideas that came out of our last meeting. 





�This raises a question. What will you do if active learners do not complete workspace items – just report time spent on resources.?  Let me know what you think about this.  Other programs have found that, unless specifically assigned, learners tend to not complete workspace items.


�There is no way to know how much time a learner spends on resources, so I don’t think that is a good option. All we can tell from the teacher portal view is whether a learner clicked on the resource link. Without a completed workspace, we can’t assume that they did any reading or work at the resources. Likewise, a learner can complete the workspace without viewing the resources at all. (I know you know all this Jen.) As we go through the pilot process, we will document workspace completion issues as they come and see what we come up with for getting learners to comply. The contract is one response to that issue. 2 other ideas we have to try will be a text/email message prompt and/or incentives like gift cards.
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