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Michigan Association of Community and Adult Education 

Return to Learn and Work Guidelines:  Intended for the Continued Delivery of service of face to face or distance learning, instruction and work in Adult, Alternative, Community Education and Workforce Development programming
Overview: 
In response to the COVID-19 pandemic, MACAE has been working to provide members with resources or tools to assist in the preparation of ongoing distance learning and work opportunities.  
At this critical juncture we are now ready to help programs begin to shift thinking and prepare a framework for reopening face to face services, the MACE New Opportunities Framework: Intended for the Continued Delivery of Service of face to face or distance learning and work for adult, alternative, community education and workforce development programs.  
This framework is intended to be adaptive and incorporated as a guide for programs.  Please use, adapt or expand as you see fit. 

All programs should consider local, state or federal guidance when planning, implementing or modifying this framework.  Additionally, this framework in no way supersedes local, state or federal guidance.     
MACAE’s priority has always been to provide MACAE members with the resources and support to build, sustain and grow successful adult, alternative, community education and workforce training programs and that mission remains the same now more than ever. We acknowledge the challenges and opportunities that these times present and our office, board of directors and members are always ready to help.   
Please contact our office if you have any questions or concerns. 

Recommendation:  
We are providing this information as a framework guide for programs as they consider operational or structural changes in reopening face to face. 
This document, and any plan, should include:  

· Considerations for employee and participant health and safety foremost.  

· Considerations administrative changes in personnel activities, working conditions and requirements and expectations, staff responsibilities and additional needs for resources or technology.  

· Considerations for financial and structural organizational capacity and resources 

· Considerations for participant learners and their needs and the challenges they face 

· Considerations for long term programmatic shifts or changes, enhancement of improvements for learning outcomes 

· Considerations for new opportunities or growth sectors previously unexplored 

	MACAE New Opportunities Framework

(intended for the continued delivery of service of face to face, or distance learning and work)

	Steps in the Process
	Tasks
	Resources or Personnel Needed 

	Step 1: Getting Prepared for Reopening 

Length of Time: 

2-4 weeks 


	“Reopening” is defined as a marked time of starting the next phase of delivery of service, face to face instruction, or return to work 

· Assess student participants and staff concerns in a formal survey
1. Asking what their preference is for work or learning? 

2. Asking what obstacles may be preventing them from engaging in work or instruction? 

3. What indicators or impacts would make them comfortable/uncomfortable to return to work or instruction in a face-to-face setting? 


	· Staff Members and Program Participants 

	
	· Reach out to board members or community advisory board for supports (Many programs retain these as a resource including Rotary Clubs, School Boards, Community groups, Association partners, etc.) 
1. Rely on board or community partners to bounce ideas off of or to help track down resources 

2. Consider board members or community partners who are uniquely situated in other sectors or communities to help 

3. Lean into these advisors for business expertise, health guidance parameters and liability

4.  
	· Board Member or Community Partners 

	
	· Consider short- and long-term impacts on programming 

1. After initial assessment, calculate feasibility of continued remote or distance learning or work or in-person (how can you sustain each one?) 

2. Consider financial implications for continued operations of service (ie: committed programming costs, staff availability, physical distancing in space)
3. Consider new anticipated costs or resources for continued operations of service (ie: technology resources, professional development, health care resources, etc.) 

	· Staff Members 

· Financial Director or Regional Fiscal Agents 

· Board of Directors 

	Step 2: Staff Action Orienting for Reopening  

Length of Time: 2-3 weeks 
	This step specifically calls for establishing what personnel, resources or supports are needed to return to operations. 

· Opening with Staff first and establishing a plan with staff (hours/days/times of operations, responsibilities, etc.) 
1. Conduct virtual staff meeting or meetings in small groups in person, observing social distancing, to explain and discuss next steps

2. Discuss the adaptation of work schedule including opportunities to work remotely on a regular basis 

3. Consider long-term capabilities for shared staff documentation/operations (does your staff have what they need to work and conduct business?)  

4. Consider if any how staff responsibilities might shift, change or expand and what are the expectations of staff moving forward

	· Staff Members 

· Financial Director 

	
	· Continue distance learning opportunities or client interactions

1. What platforms for instruction/client interactions can be maintained and do students/participants/clients have access to? 

2. Is there a hybrid programming that will need to be enacted for the foreseeable future? (Keeping in mind local, state and federal health requirements) What does this schedule or plan look like on weekly, monthly or quarterly basis? 

3. What considerations during the period of March 2020-June 2020 have been successful? Are there any implications that should be continued as a best practice into the new program year? 

4. What challenges presented themselves regarding distance operations and what are some resources or strategies to overcome them? 

	· Staff Members

· Participant input

	
	· Order necessary supplies and determine functionality of work and learning spaces, discuss technology needs or resources for learning and work 
1. Conduct a “walk-through” virtually or in person to consider high traffic areas

2. What tools will be needed to help staff and participants work? 

3. How is the space you use functioning, and does it need to be altered to function better or to meet social distancing guidelines? 

4. Is there a prioritization (geographically, financially, technologically, skills based, etc.) of what resources are needed and for whom? 

	· Staff Members 

· Facilities personnel 

· Financial Director 

	Step 3:  Limited Operations/Piloting: Reopen 

Length of Time: TBD 
	This step specifically references a trial run of open face to face operations with limited staff and participants/clients 

· Opening with limited in-person interactions as a pilot 
1. This could include small staff group meetings 

2. This might include schedule pick up times to disperse student learning packets or technology

3. Small one to one volunteer tutoring groups
	· Staff Members 

· Facilities personnel 

	
	· Continue distance learning opportunities 
1. Communicate the learning options available to participants 

	· Staff Members 

· Program 

Participants 



	
	· Scheduled appointment times and no walk ins

1. Establish a schedule of available times

2. Ensure that necessary social distancing can be observed as well as cleaning protocols between visits 

3. Schedule testing times for registration (priority of new learners) 


	· Staff Members 

· Secretarial or Registration and Testing Staff 



	
	· Develop learning plan for participants  

1. Consider what distance learning options are available (paper or digital learning or a hybrid) 

2. Consider how long this will extend (ie: first nine weeks, first semester, fluid or continuous options) 

	· Staff Members 

· Secretarial or Registration and Testing Staff



	
	· Consider post testing and pre-testing capabilities of participants 
1. Consider what resources are needed and if an in-person testing capability can take place 

2.  Take stock of which students/participants/clients have access to digital technology to conduct virtual testing or meetings? 

	· Staff Members 

· Secretarial or Registration and Testing Staff 

	Step 4: Limited Operations: Reopen

Length of Time: TBD 
	This step specifically references opening of face to face work or instruction at a higher capacity. 

· Continue distance learning opportunities 

	· Staff Members 

· Community Partners 

	
	· Roll out summer or distance learning plan options for participants (paper hand outs?)
1. How is this communicated to participants? 
	· Staff Members 

· Program Participants 

	
	· Opening with a plan for visitors for meetings or walk-ins 


	· Staff Members 

· Program Participants 

· Community Partners 

· Visitors/Guests 

· Facilities Personnel

	
	· Establish procedures for new participants 


	· Staff Members 
· Registration Staff

	Step 5:  Capacity Programming 

Length of Time: TBD
	This step specifically references capacity program at 100% but in-persona and face to face learning and work at 50%-100% 
· In person capacity programming at 50%-100%; continued distance learning options 
	· Staff Members 
· Instructional Staff 

· Program Participants 



	
	· Flexible and varied learning opportunities for participants
	· Staff Members 

· Instructional Staff 

· Program Participants 



	
	· Regular and routine documentation and review of procedures 
· Carry forward best practices and adopt procedures into programming 

	· Staff Members 

· Instructional Staff 

· Program Participants 



	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? 
· How will you assess the vitality of your programming and the positive or negative impact of changes? 

· Do you have a plan for changes in finances and adjustments over time? 

· What kinds of training or professional development are available for staff or learner needs? 

· Does your staff feel supported? 

· How are you communicating your learning/work plan with community stakeholders? 

· What bright spots can you take away? 
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