
Oogie LaMar – Director of Adult Education Kent ISD
Adult, Alternative, Community Education and Workforce Development Interim Programming Operations Documentation in response to COVID-19 
Overview: 
In response to the COVID-19 pandemic, Kent ISD has been working to provide participants with resources or tools to assist in this transition period. 

Recommendation:  
We are providing this information to assist in setting priorities for the interim closure of our program.  

The documentation of a program’s operations during this time include: 

	Programming 
	What type of programming is the Kent ISD offering during this time? How long will this type of program structure remain in place? 
Kent ISD is continuing services for ALL of our adult education program offerings:  ABE, GED, ESL and Workplace Literacy.

Program offerings will continue until June 26, 2020.

	Staffing 
	Kent ISD has identified the following staff members as essential staff and are still working have   assigned the following roles for staff members? 
The Director of Adult Education has been deemed as an essential staff member.  However, all current employees (Registrar, Data Specialist, Social Worker, Community Outreach, para-professionals, ESL/ABE/GED Instructors) will continue to support participant needs during the CLOSURE.

	Staff Reporting Hours 
	In what ways are staff responsible for reporting hours during this time?  
All staff are required to submit participant contact logs (bi-weekly) and must complete the following assignments during the closure:  Staff time is logged in KRONOS our internal 

· Data Specialist will continue to collect and report participant contact hours and be availble to support other members of the Kent ISD adult education team.

· Instructional staff is developing both online content for participants who have access to the internet to continue instruction.  Instructors will also have zoom office hours to connect with participants who need assistance during the CLOSURE.  Instructional staff will also provided paper homework for student.

· Social worker will have zoom office hours and will make phone contact with students who are her caseload and participants identified by staff that need assistance.

· Community Outreach will have zoom office hours, continue to assist participants on her caseload and work with community partners (employers and community agencies) to ensure services are continued.

· Curriculum Specialist – is leading the transition and training to a distance platform and providing guidance to instructors who are creating Moodle class rooms.  

	Instruction 
	In what ways are participants still able to participate in online instruction? 
· Essential Education online platform –GED Academy

· Burlington English – ESL Instruction

· Aztec software – ABE/GED Instruction

· Moodle class rooms – 4 hours of new content weekly (ABE/GED/ESL, Workplace Literacy, CTE Special Program)

· Khan Academy

· Zoom Conversation Club – Zoom Office Hours


	Student Reporting Hours and Contacts 
	In what ways are student digital learning hours being recorded? 
· Instructional staff have developed Moodle Classes that report participant contact time (classes are developed in one-hour modules) and will be reported monthly – per LEO guidelines.

· ESL participants have been assigned Burlington English and Alpha II learning modules where contact hours are recorded as “Out-of-School” instruction.

· ABE/GED participants have access to Essential Education, GED Academy and AZTEC software – contact hours are recorded internally by the software.  Contact hours are recorded as “Out-of-School” and reported monthly – per LEO guidelines.

· Staff who are holding Zoom Office Hours and Zoom Conversation Club will record participant attendance on a spreadsheet and hours will be reported to Data Specialist for entry into MEARS.
If staff are working with students or contacting participants for follow up, what is the procedure for documenting contact hours? 
Staff are using the FOLLOW-UP Worksheets (provided by LEO) to record participant contacts.  Data collected will be scanned to our Data Specialist and reported into MEARS once completed.  Follow-up data is due to the Data Team by April 20, 2020.

	Next Steps 
	Have you considered or established how you will communicate with participants about next steps or changes in long term programming?  How will you communicate this with staff, participants and community partners? 
Kent ISD is using the following ways to communicate with our participants:

· Kent ISD Community Ourtreach Coordinator updates our programs Facebook page. 

· Remind App. 

· School Messenger (a recorded message) has been sent out to all participants.

· Kent ISD is considering contracting with La Fuenta Consulting (and interpreting company) to ensure that we are able to communicate with our ESL participants that English is not their native language.  Written communication will be translated to their native language and verbal (phone, zoom and face-time) communication will be offered to participants who are illiterate in their native language.

· Direct mailings for students who do not respond electronically.

Changes in long term programming will be communicated by the following methods:

· Facebook

· Direct messaging (School Messenger – recorded messages in multiple languages)

· Televsion and radio advertisement (pending re-opening) will be adapted into our current marketing plan.

Kent ISD Staff communicates using the following methods:

· Weekly all staff meetings – zoom.

· Weekly department (ABE/GED, ESL, Support Staff) – zoom.

· Director’s meeting with staff – One-on-one zoom meetings.

· Community Meetings via zoom – (ALPWM, MACAE member check-in, Essential Needs Task Force (ENTF) monthly meetings, LEO Special Programs (Skype meetings), community partners – zoom meetings and phone contacts with Workforce Literacy partners.
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