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Please complete the following application with your distance learning team.

	Adult Basic and Literacy Education Program Site Information

	ABLE Program:
	     
	Date:
	     

	Distance Learning Lead Instructor:
	     
	Director:
	     

	Lead Instructor’s E-mail:
	     
	Director’s E-mail:
	     

	Additional Training Participants:
	      

	E-mails of Training Participants:
	      

	

	Planning Ahead for Distance Learning Education


Distance Learning Education requires considerable planning and commitment.  The following steps and questions will guide you through a program analysis to determine if the state's distance learning model is an option for your program. The state model is focused on under-skilled employed and/or individuals currently being served by partner agencies. 

STEP 1:  Looking at your community and program data is the first step in determining if distance learning is a viable option. 

What local community/regional data supports a need for distance learning? Labor Statistics?  Employment Opportunities? Dropout Numbers? Partner agency requirements?

     
Does your program data indicate a potential target audience for distance learning? What is your current number of employed students? What is your current number of students that have been referred by a partner agency?

     
Based on the information above, what businesses or agencies can become potential partners for identifying distance learning students? Why would distance learning be of benefit to the targeted businesses and/or agencies? 

     
Identify possible ways you can recruit/ appeal to the business or partner agency.  

Business/Agency 




Message to be Conveyed





     






     
     






     




     






     
     






     
Who will handle the partner agency/business contacts?

     
How will you suggest that the partner agency/business identify and support employees/clients for distance learning? How will you maintain ongoing communication with the partner agency? 
     
Describe other community outreach that may be necessary to launch and sustain distance delivery.
     
STEP 2:  Determining if new program procedures can be implemented into your existing program is the next step.

Describe the specific role each staff will provide in the implementation of distance learning:  Lead teacher?  Distance learning instructor(s)? Staff not assigned to deliver distance delivery? Director? 

     
Will reallocation of resources be necessary to implement distance learning? What fraction of time will be allocated to distance learning? How will the director provide ongoing support?


Will the program director and identified distance learning teaching staff be able to participate in the annual state training, conference calls, and other required professional development trainings for distance learning instruction? 
     
Identify places with Internet capability in and around your community where students may find access to computers and study online. 

     

 FORMTEXT 
     

 FORMTEXT 
     
	Developing an Implentation Plan


Describe how you envision providing initial orientations for targeted audiences? How often will you provide orientation for distance learning? How would distance learning orientation differ from your traditional orientation?

     
How will you modify your existing schedule to accommodate for the specific training online students may need to become successful online learners?

     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
How will your program modify current practices to accommodate for distance learning instruction?

     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
Describe what requirements distance students should have before entering your distance learning program and list the materials/resources you think they should have access to.
     

 FORMTEXT 
     

 FORMTEXT 
     
What information will you track to manage and monitor distance learning?

     
How will you evaluate your outcomes for program improvement?

     
Describe how each of the following components will be implemented with your distance learners.
Student expectations      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
Initial preparation for distance learning students       

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
Specifying communication methods      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
	Distance Learning Education Requirements


The program director supports the implementation of distance learning.

       ____ Yes   ____ No

Program staff has committed to the process of implementing distance education.               ____ Yes    ____ No

Identified staff members and program director will attend all required trainings.                    ____ Yes   ____ No

Adhere to the Montana Distance Learning Policy for Adult Basic and Literacy Education     ____ Yes   ____ No

Our program agrees to the following protocol: 




       ____ Yes    ____ No

· Coordinate marketing efforts to recruit additional partner agencies/employer partners and potential distance learning students.

· Attend and contribute ideas during the monthly distance learning conference call organized by the state agency.

· Maintain communication with state staff via e-mail or telephone if challenges arise with distance learning software.

· On the first Monday of each month send an e-mail to the state agency with the following information: names of students that need to be deleted from GED Online and/or SkillsTutor

· Develop a yearly distance learning continuous improvement plan to include:

· Analysis of employer’s needs;

     (An updated needs assessment will be distributed during the initial training)

· An assessment of students’ successes; and

· A goal to increase the number of distance learners served with an accompanying marketing plan.

Additional Comments:

     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
For assistance completing this application contact:  Margaret Bowles, 406-444-4443, or E-mail mbowles@mt.gov 
Submit completed application by November 14, 2008. 
Send to:

Carol Flynn  
E-mail:

cflynn@mt.gov
Fax:

406-444-1373
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