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	Distance Learning Program Planner


	Site Name
	Mankato Area Adult Basic Education

	Mail Address


	110 Fulton Street

Mankato, MN 56001

	Teacher Name
	Mary Kate Lewis

	Phone / e-mail
	(507) 345-5222
	mlewis1@isd77.k12.mn.us

	Teacher Name
	Heather Block

	Phone / e-mail
	(507)345-5222
	hblock1@isd77.k12.mn.us

	Teacher Name
	Marilyn Solberg

	Phone / e-mail
	(507)345-5222
	msolbe1@isd77.k12.mn.us

	Admin Name
	Bev Mountain*

	Phone / e-mail
	(507) 345-5222
	bmount1@isd77.k12.mn.us


When you have completed all of the pages, upload the completed file to the appropriate folder on your state’s Project IDEAL web site: File Sharing ( Agency Plans.  Questions? Send an email to dbourque@umich.edu
Description of Your Community 
	Community Name:  Mankato, MN

Community Description: Mankato (population 39,309) and North Mankato (population 13,691) are separated by a river and actually appear to be one community.  These two cities are in Blue Earth and Nicollet counties which have a population of 94,149 according to the 2010 census.  Mankato is the fourth largest city in Minnesota outside of the Minneapolis-St. Paul area, and has seen steady and consistent growth.  Members of the Mankato Area ABE Program Consortium include:  Mankato, Mapleton, Sleepy Eye, New Ulm, St. Clair, Lake Crystal-Welcome Memorial, Blue Earth and Brown County Law Enforcement Centers, and Blue Earth County Employment Services.  
Students who participate in our program come from additional surrounding farm communities. Many come to Mankato for employment, medical services, recreation, and shopping.  Unemployment and applying for a job that requires a GED Diploma is the incentive which brings many to our program.  Mandated attendance from county agencies, Drug Court, and the court system, also send us many students.   A desire for further education leading to more satisfying employment is the motivation for some to attend.  
Many new East African refugees and newly arriving immigrants choose to settle in Mankato because they like the idea of living in a smaller community and have heard that Mankato has good schools and programs that can help them on their path towards self-sufficiency. Many of the immigrant and refugee learners have only been in the US for a short time and have limited literacy skills in their native language. We get many referrals from the MFIP programs in Blue Earth and Nicollet counties. Most of our refugee and immigrant learners live in Mankato or North Mankato, but we do have a growing Hispanic population that commutes up to 40 miles to attend our program.  Many learners have the goal of improving their English to be able to find employment and help their children with school work.

These are some of the current statistics on our student population:

49%  white

29%  black or African American

15%  Hispanic

 6%  Asian

57%  unemployed

26%  employed

17%  not in labor force

The age range of our students is from 16-84.   20% of our students are age 19.  We have the greatest number of students in the age 18-26 range.  Our greatest number of students are the following ages:  32, 34, 37, 42, 43, 53, and 55.


Planning for a Distance Program

	Recruitment
	

	1. Identify the target audiences for the curriculum you are offering in your service area. 
	Our basic skills-GED prep classes have open enrollment.  Students come to learn to read, spell, write, and learn basic math.  Many begin at a pre-GED level, while some are at the GED skill level.  The majority have a goal of further education and/or employment after attaining their GED Diplomas.

Our ESL program has managed enrollment. We only enter new students of the beginning of each quarter. While students are waiting to enter classes, they are enrolled into our open computer lab where they can work on various programs to improve their skills. Select instructors will be implementing DL with their classes using a hybrid model.

	2. Describe the target audience for studying your curriculum at a distance. (FOR THIS PILOT!)
	Students wanting to improve their basic skills, working at the pre-GED or GED level will be the target audience for Skills Tutor.  GED students will need to have a TABE GE of at least 2-3.9 to be eligible.
ESL students who are waiting for the next quarter to begin and several existing classes will be the target audience for Skills Tutor. ESL students will need to have a CASAS score of at least 201 to be eligible.
Students will be assessed and screened to determine if DL is appropriate for them. Students will need to be computer literate, be goal oriented, and have independent study skills.

	3. What strategies will you use to recruit this target audience?  Any partnerships with other agencies?
	We will draw from our current student population, recruit from those who have registered, but have not been attending classes and also those who are on a waiting list for ESL classes.  We will announce our new program through cooperating agencies (Workforce Center, MVAC, county agencies, and the court system.)

We will send letters to inactive students and post flyers at the agencies mentioned above.

	Orientation I – Screening & Learner Readiness
	

	4. What process will you set up to ensure that a learner is ready for Distance Learning?
	New learners will go through the registration process, which includes taking an assessment test (CASAS or TABE). Part of the assessment process, is discussing goals with the students and helping them overcome any barriers that would prevent them from obtaining their goals. If the student is eligible (based on assessment test scores) and interested in DL, the following determinations will be made using a screening form: computer literacy level, do they have adequate access to technology; can they commit to 5 hours a week, are they goal oriented and self-motivated. Another way to determine if a student is serious about their education is by requiring them to spend 12 hours of F2F time in our program before allowing them to enter into the independent DL program. These 12 hours include registration, assessment, orientation and completion of the initial pre-tests and lessons on the DL platform. These activities are required to be completed on site.

	Orientation I – Make a Plan
	

	5. Where and how often will you provide orientation for new students?  Will it be done one-on-one or in group sessions?
	GED and basic skill students will be provided orientation in the computer labs at the various sites.  Most will be one-to-one or small group.  

ESL students will either be provided orientation in their class or individually in the computer lab. 

Orientations will held as needed as new students enter into either the GED or ESL programs.  

	6. What orientation will you provide about how to use the DL tool?
	Most orientations will be done in small groups and individually with the instructor. Prior to orientation, the instructor will have set up the students’ class on the DL platform and assigned lessons based on their assessment results and their goal areas. The student will be given their login information, the Skills Tutor student manual, and the teacher’s phone number and/or email address. The student will practice logging in and will start the first few lessons with the instructor. Based on the students’ aptitude for the lessons, the instructor will determine if they are adequately prepared to begin working independently. If it appears they could benefit from a little more guidance, and additional orientation appointment will be scheduled. If additional time is requested, this will be included in the 12 hour enrollment requirement.

	Orientation (cont.)
	

	7. You can be selective in which parts of your  curriculum a student needs to study.  How will you assess individual student needs and develop a study plan for each student? 
	In GED, initially by TABE assessments.  We will also use the charted test results of the GED Official Practice Tests, and from the charted results of Steck Vaughn pre-GED and GED inventories, pretests, posttests, and simulated tests.  The percentage correct on Skill Tutor pre and posttests and quizzes will continuously determine the direction the student plan will take.

For the ESL program, students will be assigned specific lessons by their instructor based on the class goals. For those students who are working individually, their plan will be set-up according to their personal goals. The goals will include content area to be covered and a time frame of completion.

	8. How much study time (per week) will you recommend overall?  Be sure to mention both total time or description of content to be covered each week AND the frequency of check-in required.
	In GED, active students will be required to complete 10 lessons each week.  Our GED program has no attendance requirements, but for DL we are requiring that hybrid students will attend class at least one time each week during our scheduled class times.  If a student has extenuating circumstances (schedule conflicts, child care issues, tranportation issues, etc), special acceptions will be made at the instructors descretion.
All GED students will be encouraged to complete as many lessons as they possibly can; 10 lessons is only a minimum.

For ESL, students working independently in the computer lab will be required to complete a minimum of 10 lessons per week in the lab, which is a commitment of about 5 hours. Since all ESL DL students will be working under a hybrid model, they will have regular daily/weekly contact with their instructor.

	9.
What study-skills training will you provide— especially in how to work alone at a distance?
	In GED, instructors will explain how time management & scheduling study time directly relates to reaching goals.  The DL student is responsible for self motivation and self discipline for self-directed learning.  On-line learning strategies and e-mail communication will be discussed to help keep students on track.

Specifically for the ESL group, one of the goals of using DL is to teach time management and self-motivation. The computer lab supervisor will assist the student with recording lessons that have been completed. She will talk with them about keeping on track with lesson completion and assist them with any barriers that may prevent them from meeting their weekly completion goal.

	9. 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 tell students that you will do for them?
	GED students Skill Tutor lessons will be checked weekly.  Teacher will respond once a week to check in with student.  If the student is having difficulty, it is the student’s responsibility to e-mail the teacher.  

Since the ESL program will be almost entirely hybrid, with instructors and students having daily or weekly contact, feedback will be provided at least on a weekly basis, or more often if requested by the student.

	Access & Support
	

	10. How will you solve technical problems students have with the technology?  Please consider the following questions: 

Venue? Staffing? Who? Face-to-face support? Asynchronous support?
	In GED, when students log in to Skills Tutor, on the bottom of the screen they can click on the words “Contact us” and they can either e-mail or call a 1-800 number.  Students will be encouraged to use this, if needed.  They always have their teachers’ e-mails and phone numbers on their Skills Tutor log in information sheet, and are informed that their teachers appreciate knowing if they have any problems with their DL programs.  GED students also have the class schedules. 

If there is a problem for ESL students with the DL platform while they are in the computer lab, they can directly ask the computer lab assistant. All staff working with students on Skills Tutor have completed training on the platform and have spent time using the programs as if they were the student. They will also be given their instructors email address, in the event they are working from home and they experience a problem. 

Mankato ABE has open lab hours Monday through Thursday, so all students will be made aware of these times. They can come in during these times for technical assistance. Students will be receiving Skills Tutor assistance from paid, trained ABE staff.

	Communication/ Teaching
	How will you…

	11. How will you communicate with learners (telephone, mail, e-mail, face-to-face)?  How often?  By what means will you provide feedback?
	This will vary from student to student in GED classes.  The first choice is face to face.  The second choice is by e-mail.  If neither of these works, we will then try a phone call.  Our experience has been that many students phones are turned off until bills are paid, and many are not set up for leaving messages.   Our last choice is to send a letter.  If we leave a message or send a letter, we tell students we do not want to be contacting them if they are not interested in working in our program.

For the ESL program, most contact will be done face-to-face. However, there might be some instances where email is the preferred method of communication. 



	12. … [for Crossroads Café or other ESL curriculum] create opportunities for students to practice their language skills.
	Daily and consistent interaction between students, computer lab staff and instructors. This will enhance their students language capacity and provide them another outlet in which to use their communication skills.

	13. What strategies will you use to encourage learners to stick with the program over a long period of time?  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?
	GED and ESL students will share their long term goals, and work with staff to determine what needs to be done to complete goals.   Staff will assist in breaking this down into manageable shorter term goals, and staff and students will work together towards accomplishing goals one step at a time. In GED classes, records are kept on a GED requirement checklist, learning plan, and a daily classroom log kept in each student’s file.

 The focus will be on success.  Success is a super motivator and breeds further success.  Content will initially be determined by assessments, then by Skill Tutor lesson scores and student feedback (i.e., lessons seem too easy, too difficult).  Supplemental work will be assigned when requested by student or when teacher sees low percentages on the lesson score report.  Teacher will talk with student to see if errors may have been caused by student not understanding how answers were to be entered into the lesson, or, if maybe, the student really did understand the lesson, but rushed through it.

At this time, we currently see much support from student’s family members, and from friends who are enrolled in the program.  We also have community members and university students who are providing one-to-one and small group tutoring.  In addition, we try to get students connected with other students who they have something in common with.

	Tracking Students
	

	14. What form(s) will you use to monitor your contacts with students?  Do you have the equivalent of a “grade book” used by classroom teachers?
	In GED, we are currently using MABE messages and daily logs in students’ classroom folders.  Our numbers are currently small enough that this is manageable.  We will need to develop a monitoring tool as our DL student numbers get larger.

For ESL, a file will be kept for each student and organized by class. The files will be kept in a central location so that it is accessible for both the instructor and the DL supervisor. Each file will contain a lesson completion log and have space for comments by the instructor. 

	15. State your process for collecting proxy hour awards for this DL tool.
	Each GED teacher is responsible for their own students enrolled in Skills Tutor.  Each student’s progress report will be printed at least once a month. 30 minutes will be entered into MABE for each lesson with a score of 70% or above that was completed outside of class time.  Each lesson will only be counted once even if it was completed more than one time. The report printouts will be filed in GED students’ classroom files.

The DL supervisor is responsible for counting proxy hours for all ESL students using Skills Tutor. Once a month the DL supervisor will print out the student activity report and tabulate their “countable” hours. Lessons will only be counted if the student received a 70% or higher on the lesson. Each lesson with a 70% completion rate will only be counted once, even if it was completed more than one time. The printout will be kept in the student’s file.

	16. 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?”
	ACTIVE—has completed assignments in the past 2 weeks

INACTIVE—has completed an assignment in the past 2 months, but not in the past 2 weeks

DROPPED—over 3 months has passed with no class or DL activity

Students will be notified of a change in their status with a phone call, email or letter. This will give them an opportunity to re-evaluate their educational goals.

	17. How will you determine when to exit a learner from DL? What is your policy if they come back and ask to re-enroll?
	In GED, we will e-mail; if there is no response, we will call; is there is no response, we will send a letter.  If there is no response, or student has said they do not plan to return, the student will be exited.   A F2F visit will be required to re-enroll.  All info in MABE will be updated, TABES need to be current, and the student will need to indicate specific times in their schedule that will be reserved for being a student.

For ESL, a learner will be exited from the program if they have not completed an assignment or shown up for class for 3 months. In order to re-enroll, they will have to take an assessment test and meet with the DL supervisor to talk about what happened in the past and how to prevent that from happening again. Another reason a learner would be exited is if they have achieved their goal. They will be required to take a post-test to be officially exited. 

	18. What criteria will you use to designate that a student has successfully completed a unit of study or made satisfactory progress?  
	Posttest scores of 70% or better.  Posttest scores should be higher than pretests scores in the unit indicating growth in that content area.  
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