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	Distance Learning Program Planner


	Site Name
	Hiawatha Valley ABE

	Mail Address


	2451 Eagle Ridge Drive

Red Wing, MN  55066

	Teacher Name
	Robin Whinnery

	Phone / e-mail
	651-385-4774
	rbwhinnery@redwing.k12.mn.us

	Teacher Name
	Theresa Luther-Dolan*

	Phone / e-mail
	651-385-4562
	tmluther@redwing.k12.mn.us

	Admin Name
	Theresa Luther-Dolan

	Phone / e-mail
	651-385-4562
	tmluther@redwing.k12.mn.us


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:  Hiawatha Valley Adult Basic Education – Red Wing and surrounding Goodhue and Wabasha Counties.

Community Description: Hiawatha Valley ABE (HVABE) is a consortium of 7 school district community education programs in two rural counties.   The consortium region is a farming and factories community.  The largest community, Red Wing is home to Red Wing Shoe Company and MN State Southeast Technical College.  The majority of ABE learners who enroll in the HVABE program are between the ages of 19 – 28.  There are only 3 face-to-face ABE class locations throughout the consortium region.  In some communities, the nearest ABE class site locations are 20 or more miles distance.  Three percent of Hispanic population live throughout Goodhue County and Red Wing.  English language classes are held 2-3 times per year in Red Wing and the immigrant population drive 20-30 miles to attend the classes.  ELL classes are usually 6-10 week sessions and when there is a community need, and funds are available, additional ELL classes are scheduled in other smaller communities in the consortium region periodically throughout the year.  Adult Basic Education classes and ELL are one room school house models.  ELL classes have mixed level learners blended into one or two classrooms.   The higher level learners focus on bridge instruction because at this level, the English Language learners are attending classes so that they can advance in their jobs at the local factories.  They often are preparing to take the GED or complete another certification with the local technical college.  The learners who are intermediate or below skill level, are the learners who have difficulty attending the classes on a regular basis.  They have varied work schedules at the factories and the farming jobs.   A distance learning hybrid delivery model provides opportunities for them to continue their English studies in between the times they are not able to attend class in person.  The ABE classroom has computer students, GED preparation and other basic skills instruction happening at the same time.   Whenever possible, specific subject areas are offered at a specific time in order to minimize on number of varied preps.  All ABE learners are required to attend a face-to-face orientation in order to enroll in the Hiawatha Valley ABE program.  At the initial orientation they learn about their personal potential barriers to participating in a face-to-face class, such as transportation, childcare, and varied job schedule issues.  A hybrid distance learning model is proposed for the candidates who are interested in studying outside of the face-to-face classroom and able to access a computer and internet.  
Planning for a Distance Program

	Recruitment
	 USA Learns is used for English Language Learners who attend the face-to-face English class and who need other options so that they can continue their English outside of the classroom.  Skills Tutor is used for the ABE student who has very low skills and not able to handle the rigor of the i-Pathways GED preparation.   i-Pathways is used for the ABE learner who has at least 9th grade or above literacy skills.

	1. Identify the general audiences for the DL curriculum you will be using.
	

	2. Describe the specific target audience for using the DL curriculum for this pilot.
	All students who participate in the initial HVABE program orientation in the rural Goodhue and Wabasha county sites are targeted for a DL hybrid learning plan.   For the students who attend orientation, that may not be aware of their ability to be an online learner, the orientation includes a survey to help the learners identify any barriers to being able to participate in a face-to-face class.  Through this survey, potential candidates are encouraged to do online and/or hybrid if they identify many barriers to participating in a face-to-face class.  Learners who identify, at orientation, that they would like to do distance learning or who desire other options to face-to-face classes are also a target audience. 

	3. What strategies will you use to recruit this target audience? Any partnerships with other agencies?
	One of the HVABE class sites is held on site of a workforce center.  This is one of two local workforce centers in the HVABE region and the workforce centers regularly send referrals to the ABE program.  An official referral form is used for every client that is referred to HVABE from both the workforce centers.  The referral form is online and can be filled out and submitted electronically and each workforce center also has hard copies of the referral form in which they fill out and fax to the HVABE headquarters as another option for making referrals to HVABE.  The referral form has a comment box for proposing online learning for any clients the WFC knows may have difficulty attending a face-to-face class.   
All referrals are followed up by the HVABE intake counselor (who is also the DL instructor) and when he sets up the appointment for the referral to attend orientation he tells them about the DL option and that it will be explained in more detail at the orientation. 
The technical college admissions office refers students to ABE when an individual’s literacy skills are low.  One of the Red Wing ABE classrooms is on the local technical college’s campus.  Because the college has many classes which are only taught online, the ABE distance learning model is an opportunity for these students to practice being a distance learner.  Both the workforce centers and the college provide space for using computers on site.  
Because all HVABE learners are required to attend orientation as part of the enrollment process for the program, all partners who send referrals to the ABE program are aware of the various options for ABE instruction including the hybrid or DL program in addition to the traditional face-to-face classroom.

	Orientation I – Screening & Learner Readiness
	A. All learners attend the initial HVABE program orientation (approximately 2 hours)

B. Learners identified at orientation to be candidates for distance learning must attend a minimum of 1-2 more face-to-face sessions to learn how to use the DL platform and practice using it.

C. After approximately 6 hours of orientation and DL platform practice, if a learner does not appear to be ready to work independently as a distance learner, more face-to-face class time will be recommended.  Distance learners will progress to independent learning at a distance at their own pace.

	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?
	Preparation for independent study includes informal computer skills activities, the online assessment “Is online learning right for me?” and official ABE pre-assessment (CASAS or TABE) and the learner must agree to an individual learning plan.  Additional assessments may include North Star Digital Literacy skills assessment and pre-assessments for the decided on DL platform when appropriate.  



	Orientation 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?
	New student orientation is held every week for the HVABE program in Red Wing.   New student orientation is held 1-2 times per month at a rural location (school) in each of the two counties in the consortium.  ELL new student orientation is primarily held at the beginning of a 6-10 session, but whenever possible, additional orientations are held by appointment only.  ELL orientations are usually done in a group session.   ABE orientations vary depending on the location and day of the week/month whether it is a group or one-on-one session.  Whenever possible, computer literacy or potential DL  learners are scheduled together for the initial orientation and they become a cohort group as they continue the process of preparing to be a DL learner.

	6. What orientation will you provide about how to use the DL tool?
	Skills Tutor has a tutorial that will be practiced in a face-to-face setting with the ABE instructor present.  The Skills Tutor face-to-face orientation will be 2-4 hours (in two separate 2 hour sessions) depending on the learner’s ability to navigate the online program.   A learner may need computer literacy skills first which can be acquired through face-to-face classroom sessions and once the learner has sufficient experience on the computer an independent study schedule will be developed.  The independent study schedule will include dates for face-to-face meetings and Skills Tutor assignments.  



	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? 
	Prerequisites:  Skills Tutor –CASAS 211+ or TABE 4.0

· Ability to complete 6-8 assignment/activities (lessons or units) per week.

· Assignments based on CASAS competencies, GED pre-tests, and Skills Tutor recommendations.

After the assessment process is complete, the scores and competencies guide the assignment process. With students who have high school level reading and math assessment scores, the official GED practice tests may be used to inform the instructor and learner of areas of further instruction needed and then modules are assigned.  With students who have lower reading and math assessment scores, the Skills Tutor platform pre-tests in the language arts, reading comprehension, and math modules are used for determining instruction and assignments.  Based on their predicted grade levels, corresponding modules are assigned. 

	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. 
	Ability to complete 6-8 assignment/activities (lessons or units) per week. Ability to spend two work sessions a total of 1.5-4 hrs per week, minimum.  Instructor will check-in once per week on student assignments. Students will report progress after each completed lesson. 
The learner receives a handbook and/or checklists during initial ABE orientation and the follow-up F2F meetings.   The learner will be required to complete the checklists on an ongoing basis and do a minimum of 1.5 – 4 hours of instruction per week (determined in their individual learning plan). 
Pre-assessment (CASA/TABE and computer) results will determine what instruction is needed.  If face-to-face instruction is the best course for a learner until they are ready to work independently, that will be suggested.  Particularly if the learner demonstrates little to no ability to use a computer.  Computer instruction will be proposed as part of their face to face learning plan to help them prepare to work independently.  The initial ABE orientation is the place where the message begins.   During the first orientation expectations are clearly defined - making time for completing their goals.  Barriers to time management may be a basis for additional study skills instruction and will be recommended as part of their learning plan.

	9.
What study-skills training will you provide— especially in how to work alone at a distance?
	· DL orientation F2F =2 hours

· Lab F2F = 2 hours

During this orientation and lab time the instructor will provide tips on how to operate the learning platform, and plan a schedule for when the student will work on the computer weekly.

Complete goals and learning plan during initial orientation and any ongoing orientations.  All orientations are F2F which will allow for discussion regarding what resources will be needed to help the learner work towards their goals.  Continuous assessments (CASAS/TABE or online platform assessments) will measure the progress towards goals.  

A second F2F meeting with the intake counselor may identify any computer skills or academic skills gaps.   Depending on the level and amount of skills gaps, the intake counselor will recommend academic remediation if appropriate.  The remediation may be F2F or online depending on the learners

	9. What expectations will you communicate to students regarding how and how often you will provide feedback to them on their work?  
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?
	Students will be expected to provide an email address or sign-up for one during one of the face-to-face sessions. The student must have the ability to communicate with the DL teacher regularly via phone, email, or F2F.  A monthly or bi-monthly scheduled face-to-face check-in time will be set up. The monthly or bi-monthly schedule will be decided between the DL teacher and student.  Some students will not be able to attend a face-to-face meeting more than 1 time per month and others may want more regular meetings or the DL teacher will determine that they need to meet more regular. The F2F meeting schedule will be put on the individual student calendar.  The face-to-face meetings will be an opportunity to discuss progress, post-test, and make sure the student still understands what they need. The teacher will send out a reminder one week before the meeting.  This F2F time will also be used to complete GED practice tests. 

The DL instructor will make time to connect with each student on a weekly basis, either through email, phone conversation, or in-person meeting. The DL instructor will check emails 3x/wk and use that information to compose a weekly email. The learner will sign a DL contract.




	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?
	During the initial orientation there is a discussion about computer and/or internet access.  If computer access appears to be a barrier, a list of resources and solutions will be discussed to determine if the learner is willing and able to access computer and internet through one of the various suggested resources. The instructor will discuss the student’s ability to deal with minor tech issues and troubleshoot problems. Tech support issues will be handled by the platform providers. Provider’s tech support /help desk phone and email are provided in student handbook. Instructor help is available at F2F sessions on a limited basis, and then really only to problem solve and point student in the right direction.
The problem-solving process begins with the Distance Learning orientation where the students complete the OASIS online learning questionnaire. This activity is an opportunity to explore potential problems; such as, internet access, time needed to accomplish lessons, writing skill, and most of all, the student’s willingness to seek help.  The students’ ability to problem solve is taken into consideration as well. Often internet access issues are solved as a group by sharing knowledge of Wi-Fi hot spots, or lab access at libraries, high schools, colleges or workforce centers.  Problem-solving discussion focuses hardware issues; like, “Who has a laptop you could borrow?” Or, “Is there a desktop computer available through a friend or relative?”
An FAZ handout to assist students is currently being developed. 


	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?
	HVABE requires all students to attend F2F sessions. Beginning with 2 hours or more of initial HVABE orientation and continuing with sessions for practice tests and post-testing (approximately 4 or more hours), this is the main form of communication and feedback. All Skills Tutor platform aids are used. Students must have an email account so they can send the instructor one email between classes. The student is free to call the instructor’s office at any time to leave a message. The instructor checks messages and emails at a minimum of two times per week. 

As a part of HVABE distance learning orientation students submit a word document writing assignment which is attached to an email from the student’s email account to the teacher’s school email address. This assignment creates a link to the instructor. It also provides the instructor all of the students current contact information. This has been very effective and has made communication easier.

	13. How will you create opportunities for ELL students to practice their language skills? 
	All ELL students are required to attend HVABE program orientation at the beginning of a session or by appointment and they will all be considered hybrid learners.   If an individual enrolls in the program mid-way through a session they may not be prepared to merge into the current class so they will have to attend several face-to-face appointments until they are able to work independently on DL and/or participate in the face-to-face classes.  The curriculum used in the face-to-face class has conversation and computer skills integrated into the sessions.   When it’s appropriate a new learner can merge in and out of a class session if they are actively working independently as a distance learner too.

	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?
	During the first DL individual orientation session the teacher and student will work together to develop an individual study plan. Goals are reviewed and timelines are established, using as many specific target dates as possible, help student identify best days of the week to work on lessons, time of day, computer to use, etc.  A suggested study strategy chart will be provided and the student will fill in the specific information for his/her plan.

Skills Tutor instruction will be varied by using the platform resources.  When appropriate, at F2F meetings, other supplemental materials will be used the same as with non-distance learners. Supplemental materials include, but not limited to, literacy texts and other basic skills or GED prep texts used in the ABE classroom or lessons developed by the ABE instructors in the classroom such as worksheets or computer literacy activities to improve computer skills. Learners will be asked to attend bi-weekly F2F class sessions for support.



	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?
	A tracking log is used for following up with student referrals and setting up orientation appointments. The instructor does the orientation appointment scheduling and the actual initial orientation and continued F2F meetings/orientation as needed for the DL students. He is also the DL teacher. The tracking form includes follow up with current/active students. Information collected includes: date/time/method used to track assignments given; response to assignments completed and turned in, etc.  A Skills Tutor guidebook has checklists for students to track their own work.  Periodic F2F meetings to view their tracking process (checklists) in person are part of the student’s schedule.  

	16. State your process for determining and collecting proxy hours for this DL platform.
	Skills Tutor = 30 minutes per completed lesson

Reports generated from the DL tool will be printed out and saved in student files as record of proxy hours.



	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?”  
	1. Keeping track of learners and determining if they are meeting requirements is no different than how our F2F classroom operates. The DL teacher keeps students files and regularly reviews the learner's progress. The DL teacher also has read only access to our MARCS data base so he can check it regularly to see if a student is due for a post-test or if there is missing data regarding assessments he has administered.  The DL teacher uses follow-up logs, regular learner contact methods and scheduled F2F meetings to review participation expectations.  This process is for the student identified as active status.
2. Students who do not check-in regularly or who are unable to be contacted by the teacher regularly will be locked out of DL platforms until they follow-up with the teacher. This student will be placed in inactive status until the student is able to fulfill the expectations of the program.   It is clearly explained when the learner is participating in the initial F2F meetings and/or orientation that there are attendance requirements and the consequences if they don't meet the expectations. During orientation, the process for communicating with the teacher is reviewed so that the learner knows how to make contact with the teacher if they expect they will have difficulty meeting the "checking in or doing the work" requirements. The teacher also goes the extra mile to follow up with students when they appear to have stopped participating. After several attempts he will exit them from the program and wait to hear from the learner, when they are ready to come back and continue their goals.
3. The dropped out or exited student will be placed back in active status only after meeting specific conditions.  Depending on how long of period has passed since a learner was removed from the program the conditions will vary. If it's only been a few weeks and the teacher is satisfied that there was a personal problem which prevented the learner from participating, together they will develop a new learning plan and start back into the program. In this case, the student will be placed in active status again.  If the student has been gone for more than a month and there is no apparent reason for not participating then the student will be required to attend F2F classes until they can prove that they are ready for the DL program again. The student will be placed on active status once they begin doing DL activities.  Each circumstance is going to be unique.



	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?
	Because HVABE GED students are required to come to F2F classes to take the GED practice tests, they are often returning weekly or at least every two weeks early in their DL experience. This triggers a review of their progress on the platform and gives us a better reading on where they are in terms of readiness for the GED test.
When the student is not meeting expectations, like not returning for practice tests and not logging on to the platform in the past two weeks, their password is deactivated until they return to a F2F meeting with the instructor. Usually this only happens if the student is unresponsive to all attempts to contact them by phone and email.  The learner is exited from DL.
To reenroll a student would complete the entire orientation process again. 

	19. What criteria will you use to designate that a student has successfully completed a unit of study or made satisfactory progress?  
	Level gains through post-testing and attainment of GED are the most common criteria.

Hiawatha Valley ABE uses and requires pre and post CASAS or TABE testing to fulfill NRS reporting requirements.  Also official GED practice tests are frequently used to gauge readiness for the GED test, along with platform pre and post surveys. These will happen at required F2F meetings. At minimum those will take place monthly and more likely every two weeks.
Paper files will include tracking forms that are used regularly to gauge progress. Reported proxy hours and monthly test results will be reviewed for deciding on when additional testing is needed.
Skills Tutor helps target student ability levels more closely. If that strategy fails, then F2F time will be recommended with the student. Another tool to be used in a F2F meeting is www.khanacademy.org/.  The student and DL teacher will view it together because it's a great way to get some people unstuck in math, along with workbooks on the subject matter. 
Getting the student back to the classroom when they struggle has been key to keeping them in the program. Sometimes this is where students are lost.

1. All learners are pre-tested at the general HVABE orientation/intake by using CASAS or TABE. Additional assessments (e.g. digital literacy, DL platform assessments) are administered at the next 1-2 face-to-face meetings. The F2F meeting might be the same day as the orientation/intake or scheduled within 1-5 days from the initial orientation.
2. After 12 hours, 30 hours, or before exiting a learner, post-tests are administered. The checklists the learner completes has post-tests listed. Official GED practice tests are only administered in person, so if a student wants to know how they are doing on practice tests they have to come in for a F2F meeting. Some F2F meetings will include a post-assessment before they are given a GED practice test.  It may be difficult to get a DL student to come back for a F2F meeting but it is clearly outlined in their personal learning plan at orientation that periodic F2F meetings will be part of the preparation towards the learner's goals.
3. The assessments help identify the learner's skills gaps. The skills gaps are reviewed with the student and continued revision to the student's plan will be made if progress is not on schedule or the learner appears to be struggling.


When you have completed your plan, upload it to the Site Plans page. Move it under the Completed Site Plans folder. 
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