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Guidelines and Introduction

Rural adult education collaborative Grant History 
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Montana ABLE Director Margaret Bowles and Education Consultant Jackie Provance began bringing employers, partner agencies, pilot program directors, and instructors together to execute the distance learning implementation process.  Pilot sites utilized grass root marketing strategies in their communities and found creative ways to keep employers/partner agencies informed about distance learning and the benefits education has on the workforce.  Maintaining positive relations with employers played a key factor in the success of implementing our distance learning program.  The accomplishments in each community evolved one layer at a time.  These guidelines were put together by capitalizing on ideas from Project Ideal, Missouri GED Online, pilot site implementation and the state's vision for distance delivery.

Who should utilize this Guide?
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Success of implementing a distance learning program and creating educational opportunities for the workforce is far more dependent on thorough planning, capacity building, and positive ongoing communication, than selecting instructional material and infusion of technology. 

Recommendations For implementation
· Send the Program Director, and any staff members directly involved, to a distance learning professional development training offered by the Office of Public Instruction (OPI).
· Select one individual to become the lead distance learning instructor for the center.  This individual must be able to perform a variety of duties, as described in this guide.
· Follow state procedures and utilize materials in this guide to promote distance learning in your community.
· Complete activities, as a team (program director, lead instructor and other identified distance learning staff), in order to understand the process of distance learning.

· Coordinate marketing efforts to recruit additional partner agencies/employer partners and potential distance learning students. 
· Attend and contribute ideas in a monthly distance learning conference call organized by the state agency (program director, lead instructor and identified staff representative). 
· 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 jprovance@mt.gov with the following information: names of students that need to be deleted from GED Online, names of students that your program has deleted from SkillsTutor.  

· Develop a yearly distance learning continuous improvement plan including:
· Analysis of employer's needs; 
· An assessment of students' successes; and 

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

*Note: The Montana pilot project was based on bridging the gap between local employers and Montana ABLE programs. Ideally, all programs will continue to use this format as a means of recruiting distance learning students. 
Preparation for Online Curriculum
instructor preparation for Online Curriculum
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ABLE Programs must begin with a one-day training for staff and directors to explore ideas on vision and strategies for distance learning. This professional development is necessary during the transition to a distance education program.  All participants will complete activities and share the plans and procedures they create for the implementation of an online curriculum.   

Activities that will be used are entitled "Project Montana Activities"; they will develop local ABLE program action steps and strategies for distance learning implementation. The activities are summarized below to guide programs as they begin to focusing on distance education.    It is recommended to complete each activity as a team in order to successfully create a program vision for distance education.  ABLE program sites are encouraged to complete the activities within a two-month time frame prior to the program's actual start-up date.
PROJECT mONTANA ACTIVITIES
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1.  What's Needed for Students to be Successful? 
· Student characteristics? 
· Classroom requirements?

· Resources needed for success?
2.  Identifying and Recruiting the Target Audience
· Who is your audience?

· What is the best way to recruit an audience?
3.  Specifying Training Needs
· What are your training needs?

·  How will training be provided?
4. Planning for Teaching
· What teaching activities need to be provided for ABLE distance learning students?
· How will these activities be implemented?
· How do you analyze TABE results to prepare for distance education?
5. Plans for Learner Assessment

a. What strategies will be used with distance learning students and how will these strategies be implemented?
delivering Instructon to Distance Learners
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Identifying distance learning students
Most instructors meet on-site with their distance learning students a few times during the course; the majority of the time is spent communicating with students by e-mail, mail, or telephone.  This means distance students need to possess the kind of characteristics that enable them to succeed without the extra support on-site classroom instructors provide.   Distance learning students should be able to work independently, be self-motivated, and have good organizational skills.  
An intake survey has been created to help students prepare for distance education.

INTAKE SURVEY FOR DISTANCE STUDENTS  
Is Online Learning Right for Me?

· During the student orientation, it may be helpful to spend a few minutes completing this survey to help students find out more about their study habits and learning preferences.

Intake Survey for Distance Learning Students 

Is Online Learning Right for Me?

My Study Habits
1. At home, I have a quiet place where I can study for this course:

a. Rarely available

b. Sometimes available

c. Always available

2. I am someone who:

a. Puts things off until the last minute

b. Needs reminding to get things done on time

c. Often gets things done ahead of time

3. When I think about all the things I do in a typical week (e.g., work, family,

     social activities, etc.), the amount of time I have each week for a distance

     learning class is:

a. Less than 5 hours

b. 5 - 9 hours

c. 10 hours or more

4. In my daily life, there is a lot of routine (for example, getting kids to school,

    going to work, taking part in community or church activities):

a. Not at all true

b. Sometimes true

c. Very true

5. I have access to the technology (DVD, computer, etc.) I will need for this

    course:

a. I’m not sure where I will find the technology I need for the course

b. Easily available, but not at my home

c. At my home
6. When I am asked to use a computer:

a. I put off using it until later

b. I feel a little nervous, but use it anyway or find someone to show me
    how to use it

c. I look forward to using it
7. Participating in a classroom discussion makes me feel:

a. Very important 
b. Somewhat important 
c. Not particularly important 
8. Discussions in a classroom are:

a. Very useful to me. I almost always take part in class discussions

b. Somewhat useful to me. I sometimes take part in class discussions

c. Not very useful to me. I don’t usually take part in class discussions

9. When an instructor hands out directions for an assignment, I prefer to:

a. Have the directions explained to me

b. Try to follow the directions on my own, then ask for help when I need
     it

c. Figure out the instructions myself

10. When I have a reading assignment for a class or for work, I think of my

      reading skills as:

a. Lower than average. I usually need help to understand the text

b. Average. I sometimes need help to understand the text

c. Good. I usually understand the text without help

11. When I have a writing assignment for a class or for work, I think of my writing

      skills as:

a. Weak. I find it hard to express myself in writing

b. Average. I can express myself fairly well in writing, but sometimes
    have difficulty

c. Good. I am comfortable expressing myself in writing

12. Face-to-face interaction with my instructors and other students is:

a.  An essential part of my educational experience

b.  An important part of my educational experience, but not essential

c.  Not important to my educational experience

the Online Orientation Process
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Montana requires distance learning students to come into the ABLE center for a face-to-face intake/orientation process.  All ABLE programs assess students by using the locator and TABE testing procedures. In this short period of time it is essential to determine if online learning is an appropriate match for each student's educational goals and abilities. Some students are clearly interested in a distance learning program and have sufficiently mastered technology to the point where they can begin working independently with the GED Online curriculum, while others may need additional skills acquired in the classroom setting before becoming online learners.
An orientation process is critical to the distance learning student and it is important to utilize the documents in this guide to help new students understand how to use the online software program.   The ABLE site instructors are encouraged to develop additional training documents to help orient distance learners about the online software. It is imperative to have distance learning orientation procedures in place to ensure student success.  Two orientation models (Step-By-Step Orientation Guide to Distance Learning and Student Welcome Guide) found in this guide have been created to help instructors orient students to Missouri GED Online and SkillsTutor.  
tEACHER And Student rESOURCES: mONIToRING ONLINE LEARNING
Several documents have been created to help instructors monitor their distance learning students. Utilizing these forms can assist the traditional classroom instructor in order to become an effective distance education online instructor.   The following resources can be used in a variety of ways at the instructors discretion. 
These resources also benefit the distance learner by promoting: 
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· Organization
· Self management
· Responsibility 
· Confidence
The following resources have been included to help instructors and students with the online learning process:

Step-By-Step Orientation Guide to Distance Learning– Sample 1
This is an orientation guide created by teaching staff to help students prepare for GED Online.  The step-by step guide provides all the information a student needs to access GED Online and find the specific lessons assigned to them in the software program.    
Student Welcome Guide:  The GED Online Classroom - Sample 2
This is a second orientation guide that includes snap shots from the GED Online software and a brief overview of what students need to know to be successful navigating around the GED Online classroom.  The snap shots give students reference points as they become familiar with the program.  This guide also includes a student contract to encourage students to stay active and become responsible online learners. 
A Complete Student Management System – Sample 2a
A complete student management system has been created to help instructors manage and track student progress.  This system is designed to complement the Student Welcome Guide.  Instructors who utilize this guide have a complete management system to help track and monitor distance learners.    

Innovative Resources to Monitor GED Online –Sample 3

These resources can be used to help organize instructors and students as they prepare for distance education.  These documents are another approach to a student management system.  
Step-By-Step OrientaTion Guide to Distance Education - Sample 1
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Welcome to the _(Program Name)_ GED Online Orientation.  Technology can be great, yet, challenging at times. Our center will set aside specific times to be available for GED Online Students and respond to your questions and e-mails: Tues. & Thurs. 8:00 am - 9:00 am and T-W-TH 4:00 pm to 5:00 pm.  Please be sure to check the announcement section on Montana GED Online for any schedule changes or updates. 

1. All students need an e-mail address as a means for instructors to maintain communication. Instructors will send you assignments and additional comments regarding your online work.
Student e-mail address: __________________________________

2. When e-mailing the instructor, make sure to attach the student tracker sheet along with your questions and concerns.  Please type GED Online in the subject box.  
       Instructor’s e-mail or site e-mail: ____________________________​​
3. To get into the program, go to www.gedonlineclass.com 
 Click on “Student Login” Username (type your username in all caps): 
 GED (site initials) LT (last name) DOE (first two letters of first name) JA (ex:GEDLTDOEJA)
_____________________________________
4. PASSWORD (type your password in all caps): 
GED (site initials)LT (birthday-month, day, last 2 digits of year) 012097 
  (ex:GEDLT012097)
_____________________________________
5. Review the “Blackboard Tour” link in the "Course Information" section (button on left) to familiarize yourself with the program’s features.
6. Click on "Announcement" to see if the Adult Learning Center has added specific announcements or news updates: schedule changes, closures, or computer/e-mail system problems.
7. Click on "Assignment" to get to the assignments your instructor has e-mailed to you. When you have completed the practice section and quiz at the end of the unit, you will receive credit for that specific learning unit. Students should try to achieve 80 percent mastery on each quiz.  Once you have started a quiz, you cannot stop in the middle of it and save your work; you must complete the entire quiz in one sitting.  Please allow 30 minutes to complete each quiz. **You can take the quiz more than once by contacting your instructor to reset your score. Your instructor will reply with an e-mail informing you of the reset and allowing you to try again for a higher quiz score.
8. Please let your instructor know when you have finished a learning unit by sending her/him an e-mail describing your accomplishments.  Be sure to attach the Student Contact Sheet. 
· The Student Tracker Sheet is attached for your convenience.  Each time you are online please take a minute to fill out one line on the form. Keeping track of your work helps you stay organized and gives your instructor a much better picture of your progress to help assist you in the future.    
9. An instructor will evaluate your Student Tracker Sheet as well as your quiz scores to determine if more practice is necessary. The main goal is to prepare you for the GED. 
10. One of your instructors will notify you when you are due for a Posttest.  Post-testing is mandated by state and federal regulation.  The average distance learner generally makes an educational gain after 25 hours of instruction.
11. The online "Calendar" on our site will contain upcoming GED testing dates, site events, closures—holidays, trainings for instructors, and additional events that may be of interest to our students.
12. Utilize the Communication tab to contact your instructor or other students.  If you want to send an e-mail to your instructor or to the learning center, click on “Select Users” link and choose only your instructor or site e-mail.  When sending an e-mail, make sure to include your FULL NAME (first and last).  Use the attach button to find and send your instructor your updated Student Contact Sheet.
13.  If you are interested in discussing any academic issues with your classmates, feel free to use the "Discussion Board" to post questions or comments.  The discussion board allows students to benefit from one another.
14. Please set a schedule for yourself and stick to it to improve your skills.  Keep in mind the state only has a certain number of available GED Online seats.  If the learning center notices inactivity with your program, we will contact you to see if we can assist with any problems; if it is a matter of priority and you are unable to continue, we will remove you from the system to allow another student to enter.
· You are always welcome to resume your learning when you are ready to make it a priority. 

15. Contact your instructor via e-mail if you are encountering technical problems or an emergency has arisen which will delay your responses or performances on GED Online.

When instructed to go to SkillsTutor, take the following steps: 
· www.gedonlineclass.com 
· Click on Assignments 
· Go to the level you are assigned
· Click onto SkillsTutor.  This will take you to www.myskillstutor.com. Login by using the same username and password as used on GED Online. 
· Enter Missouri01 for the site.
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Username: 
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_____________________________________
Password: 
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16. Proceed with the assigned task(s).  Follow the directions carefully.

17. When you have completed the assigned task, e-mail your instructor.

18. Again, prior to taking the GED, you will need to go through post-testing and register for the GED exam by making arrangements with the Adult Learning Center. 
Welcome to  __(Program Name)__, we hope distance learning is the right fit for you. Remember that you are always welcome to contact us for further assistance or attend our classes. We look forward to helping you reach your academic goals. 

Student Welcome Guide - Sample 2

The GED Online Classroom
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               The information contained in this booklet will provide a brief overview

               of what you’ll need to know to successfully navigate around the site and 

               use the online resources to your advantage. 

              As you familiarize yourself with the online classroom, please be sure to      

               keep this booklet handy.

· Welcome Guide
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Welcome!   
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Welcome to Montana’s GED Online course! We’re excited to have you in class, and we’re sure you’re excited to get started. 
This is just a brief overview of some of the key features in the classroom, so we highly recommend that you take the Blackboard Tour before you begin working in order to fully benefit from all of the cool features on the site. 
In the meantime, we’ll continue to send you new assignments until we think you’re ready to take the GED test.  At that point we’ll work with you to set up a time to take the GED test.  
If you have questions at any point in this process, please do not hesitate to call or e-mail us at the following contact numbers: 

(E-mail): 

(Telephone): (406) ___-_____
Again, welcome to the ​​​​​​​​​​​​​​​​​​​​__________________ long-distance GED program! Good luck with your studies, and please let us know if there is anything that we can do to help you. 

Sincerely,
ABE Online Adult Education Instructors
Address:

Telephone:

E-mail:

                    GED Online Student Contract

As the student, you also have a responsibility to make your experience in the classroom a success. Here's what you’ll need to do:
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Take this seriously. First and foremost, getting a GED will improve your life. 
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Daily participation will increase your chances of success, even if it’s just for thirty minutes a day. Check into the classroom at least once a week. If we see that you have not been active in the classroom for 30 days, we’ll send you a notice. If we see that you have not been in the classroom for 90 days, we reserve the right to deactivate your username and password.
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Be dedicated and motivated. There are so many opportunities in our classroom to help you learn. It is your responsibility to take advantage of all of them. Read all the new announcements, do the assignments and check your progress with the quizzes.  Keep in touch with us, and don't be afraid to ask questions!
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BE SURE TO READ INSTRUCTIONS!!! We can't stress this enough. Almost every question you have about the classroom is answered by the instructions both in this booklet and in the classroom.

Agreement

By signing below, I certify that I understand and agree to the expectations required for the Online GED program. 

________________________________                       ____________________
Signature                                                                                          Date
Working in Blackboard GED Online

In this section, we’ll give you a quick introduction to the classroom and how it works, and will provide you with a brief overview of some of the navigational tools. 

After you’ve taken your TABE tests and registered for the program, we will send you an e-mail containing your Username and Password, and we’ll also assign you to a level on which you will begin working on your assignments.  

When you get our e-mail, go to: www.gedonlineclass.com  Click on "Student Login"
	Top of Form

Have an Account? Login Here. [image: image14.png]




	Enter login information here and click the Login button below. 

Username: 
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Password: 
[image: image16.wmf]


Forgot password? 
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Bottom of Form
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                                                       Welcome to Blackboard Academic Suite.
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                                                       Enter your username and password to access the 
Enter your Username & Password and click “Login.” This will take you to the “Missouri Adult Education & Literacy” homepage.  

From here, click on the correct site location “[image: image19.png]


                    GED Online” link (under the “My Courses” header on the upper right corner of your page):[image: image58.png]
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                                                                                                        Classroom home page.

Before you begin working in the classroom, you’ll want to take the “Blackboard Tour” for a more detailed overview of all of the features. (To take the Tour, click on “Course Information” (blue button on the left of your screen) and click on the “Blackboard Tour” link.) The tour is through Missouri Online as Montana is partnering with their program.

After you’ve taken the tour, check your email for your first assignment which will give you a level. Click on the “Assignments” button (on the navigation bar on the left of your screen). Here, find your assigned level and click on that link. For example, “GED Level 1,2, or 3.”
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Assignments 
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	GED Level 1
After your TABE tests were sent to your instructor, you should have been told what level you were supposed to be working in. Do not go into any level other than the one you were assigned. Your instructor will let you know how/when to move to the next level. 
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	GED Level 2
After your TABE tests were sent to your instructor, you should have been told what level you were supposed to be working in. Do not go into any level other than the one you were assigned. Your instructor will let you know how/when to move to the next level. 
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	GED Level 3
After your TABE tests were sent to your instructor, you should have been told what level you were supposed to be working in. Do not go into any level other than the one you were assigned. Your instructor will let you know how/when to move to the next level. 
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	GED Level 4
After your TABE tests were sent to your instructor, you should have been told what level you were supposed to be working in. Do not go into any level other than the one you were assigned. Your instructor will let you know how/when to move to the next level. 
	

	
	
	


Each level is categorized by subject into separate learning units. If you are assigned SkillsTutor in Level 1 or 2, please skip to the section of this guide for instructions on how to use SkillsTutor. 

We’ll choose your assignments based on the subjects we feel you need to focus on for your GED test. For example, if we feel you need to review your grammar skills in order to be successful on your GED language test, we might ask you to complete the “Punctuation Learning Unit” in the “Grammar” section under GED Level 2.
To find this lesson, you’d click on the “Grammar” link, which takes you to the home page for that subject. Next, you’d click on the “Punctuation” link to access the Punctuation unit.
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Each learning unit contains interactive work sheets, online activities, and a quiz at the end. The worksheets and exercises are designed to help you pass the quiz at the end of the section.
 You can flip through the unit by clicking the arrows at the top of the work sheet, or by clicking on the “Contents” button on the top of the page. 
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After you’ve completed the worksheets, you need to take the quiz at the end of the chapter and pass it with an 80 percent or better in order to get credit for completing the assignment.  

You have to finish the quiz in one sitting; you cannot stop in the middle and save your answers. Try to allow yourself about 30 minutes for each quiz. You can only take the quiz once unless we reset it for you, so please let us know if you need to retake it.

Once you’ve passed the quiz, you will need to e-mail us to let us know you’ve finished this assignment. Then we’ll send you another one. It’s important that you remember to e-mail us when you’ve passed the quiz; otherwise, we won’t know to assign you any new work.

To send us an e-mail, just click on the “Communications” button (on your navigation bar), select the “Send E-mail” link, choose “Select Users,” then select our name, Instructor ___(Site Name)____; it is the first one on the scroll down list (as shown below):  
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As you work, be sure to periodically click on the “Announcements” link to see if there are any upcoming events that might affect you, such as GED testing dates, Center closures and holidays, and other events. Also be sure to use the Discussion Board to post questions or comments or communicate with your fellow learners. You can access both links from your navigation bar:
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Using SkillsTutor
In addition to the Blackboard site, you also have access to SkillsTutor, which is another terrific site to help you prepare for your GED test. If you are assigned to begin working in Level 1 or Level 2, you will use SkillsTutor on a regular basis. 
To access SkillsTutor, you need to first logon to Blackboard by going to: www.gedonlineclass.com  Click on "Student Login" and enter your assigned Username and Password. 
	Top of Form

Have an Account? Login Here. [image: image27.png]




	Enter login information here and click the Login button below. 

Username: 
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Password: 
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Forgot password? 
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Bottom of Form
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                                                       Welcome to Blackboard Academic Suite.
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                                                       Enter your username and password to access the 
From here, click on correct site location “[image: image32.png]


                       GED Online” link under the “My Courses” header (on the upper right corner of your page):
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                                                                                                           Classroom home page.                                         

This will take you to This                                                             

From here, you’ll click on the “Assignments” button (on the navigation bar) and click on the “GED Level 1” or “GED Level 2” link:
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Next, click on the “SkillsTutor” link, click “Start SkillsTutor,” and then click on the SkillsTutor’s URL Link:
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This will take you to the SkillsTutor home page where you’ll enter your assigned Username and Password (the same ones you use to access Blackboard), and enter “Missouri01” in the “Site” box:
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  A Complete student management system for distance learning instructors – Sample 2a
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In this section you will find several documents that complement the 
Student Welcome Guide. These documents have been created to help instructors manage and track their distance learning students. 

All distance learning students who have successfully completed orientation using the Student Welcome Guide must sign the contract (on page 3 of the Student Welcome Guide) to ensure that they are committed to an online study program.  A copy of the contract is kept in the student's paper file.  
The contract places responsibility on the student and holds them 
accountable to check in with the classroom at least once a week.  
If students do not remain active during the first month, they can be 
removed from the system.  Gentle reminders can be 
e-mailed to students but ultimately students who sign the contract chose 
this type of study program because it is convenient and works into their 
schedule.
· Master Curriculum Template (A) – GED Online & SkillsTutor:  This master curriculum template contains a full list of all courses and assignments in the first three levels. (Level 1 contains SkillsTutor curriculum while Level 2 and Level 3 contain GED Online curriculum).
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Master Curriculum Template (B) – GED Online: This  master curriculum template is identical to template (A) but excludes all the courses on SkillsTutor (Level 1).
· Master Curriculum_Student Template: A master student curriculum template is created after the student has completed the TABE testing.  Using the initial TABE results, a master curriculum is put together that contains all the courses the program envisions the students taking to prepare them for the GED test.  This is a guide for instructors and may need to be modified to specific student needs over time but it is helpful to have a master curriculum guide for each student at the beginning of their distance learning study program. 
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Depending on TABE results, instructors can begin with either template (A) or template (B). When setting up a curriculum for an individual student, it is important to save a copy of the master template with the student's name, so you don't change the original master template.  
File Organization: 
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Simply select "Save as" under the "File" drop down menu on the toolbar at the top of the document, and type in the file name.  The current file naming convention is Curriculum_"LastName", "FirstName (i.e., Curriculum_Jones, Steffany).  This can now be saved in a separate folder for instructors  (i.e., "Student Curriculum Plans for Instructors").  
Note: Each site teaching team should create naming conventions on their own that are unique to their organization.  
Create Curriculum Template for Student:
[image: image129.png]


Using the Master Curriculum template and TABE results, it is easy to determine the courses that the student "Jones" does not need and you can delete these from the template.  At the end of the process, the Curriculum_Jones, Steffany template should consist only of the assignments that "Jones" needs to complete.  For example, if their TABE scores indicate that they should begin on MATH B in SkillsTutor, you need to delete all assignments up to that point.  If they need to take "Language Mechanics" but not "Language Usage," you would delete "Language Usage," etc. 
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For the instructor's convenience, there is a space provided to type in the student's name, Username, Password, and e-mail address at the top of the document.  This is key and a huge time saver when trying to locate information for a student or when trying to e-mail a student. 

At this point, a master copy is printed and placed into the student's paper file.  The rest of the form (i.e., due dates, completions, MABLE hours, etc.) is completed in pencil.   The designer of this system found that it was much easier to update a paper copy in the student's  file, as opposed to staying up to date with an electronic version. Again, each site teaching team has the flexibility to maintain records appropriately.
· Student Curriculum Assignments Template:  Every student receives an e-mail from their instructor that includes the first assignments they need to complete that are aligned with the Online GED software program.  After the complete "Curriculum_Student" has been created, it is easy to "cut" two or three assignments from this file and "paste" them into the student curriculum assignments template.  To keep students on track, type in the date assigned and due dates as necessary.  Once again, before you begin working, make sure to save the template for a particular student by using his/her name in front of the word Assignments (i.e., Assignments_Jones, Steffany).  Follow the "save as" steps listed under the third bullet. Also, make sure to fill out the student's name, password, e-mail, etc. and save this file into a folder that is easily accessible by the distance learning instructors (i.e. "Student Curriculum Assignments for Students") and keep it stored on your desktop with the other distance learning folders). 
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The assignments template serves as a management tool that instructors can update electronically with new assignments (with due dates) and document student work that has already been completed.  Therefore, it is sent as an attachment every time a student needs additional work or when they need to be reminded of a deadline. 
Note:  As students progress with their assignments, it is helpful to highlight the completed assignments in one color (gray) and new assignments in another (yellow).  This is a visual method that may help avoid confusion as the plans continue to grow. 
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· Distance Learning Student Log for Instructors:  

To help keep instructors organized and up to date on 

student progress, we suggest keeping a working file with notes on each student.  The type of entry may vary from instructor to instructor in terms of what is noted but the running log keeps instructors informed on the progress being made with their students.
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Master Curriculum Template (A) – GED Online AND SkillsTutor
GED Online Curriculum for:         


 
Date Enrolled:   
            Username:          

            Password:                 
            E-MAIL:               
	Date Assigned
	Level
	Assignment
	Date completed
	Date completed
	Mable

entry
	NOTES

	
	SkillsTutor

READING B (5th & 6th)
	Reading Comprehension B 


	
	
	
	

	
	SkillsTutor

READING (6th-adult)
	Vocabulary Building 


	
	
	
	

	
	SkillsTutor

READING (6th-adult)
	Word Knowledge 


	
	
	
	

	
	SkillsTutor

READING (6th-adult)
	Reading Comprehension 


	
	
	
	

	
	SkillsTutor

LANGUAGE ARTS 
(6th-adult)
	Capitalization 


	
	
	
	

	
	SkillsTutor

LANGUAGE ARTS 
(6th-adult)
	Grammar and Usage 


	
	
	
	

	
	SkillsTutor

LANGUAGE ARTS 
(6th-adult)
	Punctuation 


	
	
	
	

	
	SkillsTutor

LANGUAGE ARTS 
(6th-adult)
	Spelling 


	
	
	
	

	
	SkillsTutor

WRITING (6th-adult)
	Language Mechanics 


	
	
	
	

	
	SkillsTutor

WRITING (6th-adult)
	Language Usage 


	
	
	
	

	
	SkillsTutor

WRITING (6th-adult)
	Sentence Structure 


	
	
	
	

	
	SkillsTutor

WRITING (6th-adult)
	Clear Writing and Paragraphs 


	
	
	
	

	
	SkillsTutor

MATH A (3rd & 4th)
	Understanding Numbers 


	
	
	
	

	
	SkillsTutor

MATH A (3rd & 4th)
	Using Additions and Subtraction 
	
	
	
	

	
	SkillsTutor

MATH B (5th & 6th)
	Understanding Numbers 
	
	
	
	

	
	SkillsTutor

MATH B (5th & 6th)
	Using Whole Numbers 


	
	
	
	

	
	SkillsTutor

MATH B (5th & 6th)
	Using Geometry 


	
	
	
	

	
	SkillsTutor

MATH B (5th & 6th)
	Using Decimals 


	
	
	
	

	
	SkillsTutor

MATH B (5th & 6th)
	Using Fractions and Percents 


	
	
	
	

	
	SkillsTutor

MATH B (5th & 6th)
	Working with Data 


	
	
	
	

	
	SkillsTutor

INTERMEDIATE MATH (6th-adult)
	Proportion and Percent 


	
	
	
	


Master Curriculum Template (A) – GED Online and SkillsTutor Continued…
	Date
assigned
	Level
	Assignment
	Date
completed
	Date completed
	MABLE
entry
	Notes


	
	SkillsTutor

INTERMEDIATE MATH (6th-adult)
	Introduction to Algebra 


	
	
	
	

	
	SkillsTutor

INTERMEDIATE MATH (6th-adult)
	Geometry 


	
	
	
	

	
	SkillsTutor

INTERMEDIATE MATH (6th-adult)
	Statistics and Probability 


	
	
	
	

	
	SkillsTutor

BASIC MATH (6-adult)
	        Numbers Concepts


	
	
	
	

	
	SkillsTutor

BASIC MATH (6-adult)
	Computation 


	
	
	
	

	
	SkillsTutor

BASIC MATH (6-adult)
	Word Problem 
	
	
	
	

	
	SkillsTutor

BASIC MATH (6-adult)
	Measurement and Geometry 


	
	
	
	

	
	Level 2: Reading
	Interpreting What You Read

	
	
	
	

	
	Level 2: Reading
	Interpreting Information From Graphs
	
	
	
	

	
	Level 2: Grammar


	Punctuation
	
	
	
	

	
	Level 2: Grammar


	Capitalization
	
	
	
	

	
	Level 2: Grammar


	Pronouns
	
	
	
	

	
	Level 2: Grammar


	Modifiers
	
	
	
	

	
	Level 2: Grammar


	Verbs/Verb Tense
	
	
	
	

	
	Level 2: Grammar


	Subject Verb Agreement
	
	
	
	

	
	Level 2:  Math
	Whole Numbers


	
	
	
	

	
	Level 2:  Math
	Intro to Fractions

	
	
	
	

	
	Level 2:  Math
	Add & Subtract Fractions


	
	
	
	

	
	Level 2:  Math
	Multiply & Divide Fractions


	
	
	
	

	
	Level 2:  Math
	Fraction Word Problems


	
	
	
	

	
	Level 2:  Math
	Intro to Decimals


	
	
	
	

	
	Level 2:  Math


	Decimals


	
	
	
	

	
	Level 2:  Math
	Decimal Word Problems


	
	
	
	

	
	Level 2:  Math
	Estimating and Rounding


	
	
	
	

	
	Level 2:  Math
	Ratios and Proportions


	
	
	
	

	
	Level 2:  Math
	Percents

	
	
	
	

	
	Level 2:  Math
	Percent Word Problems


	
	
	
	


Master Curriculum Template (A) – GED Online and SkillsTutor Continued…
	Date Assigned
	Level
	Assignment
	Date completed
	Date completed
	Mable

entry
	NOTES

	
	Level 3:  Reading
	Poetry


	
	
	
	

	
	Level 3:  Grammar
	Sentence Structure


	
	
	
	

	
	Level 3:  Grammar
	Writing Clear Sentences


	
	
	
	

	
	Level 3:  Grammar
	Paragraph Organization


	
	
	
	

	
	Level 3: Writing
	The Five Paragraph Essay


	
	
	
	

	
	Level 3: Writing


	Writing an Essay
	
	
	
	

	
	Level 3: Writing
	The GED Essay


	
	
	
	

	
	Level 3: Math
	Integers


	
	
	
	

	
	Level 3: Math
	Integer Word Problems


	
	
	
	

	
	Level 3: Math


	Pre-Algebra


	
	
	
	

	
	Level 3: Math
	Algebraic Equations


	
	
	
	

	
	Level 3: Math
	Algebra Word Problems


	
	
	
	

	
	Level 3: Math
	Geometry I


	
	
	
	

	
	Level 3: Math
	Geometry II


	
	
	
	

	
	Level 3: Math
	Special Topics (Mean/Median, Absolute Value/Graphs, Distance & Slope)
	
	
	
	

	
	Level 3: Science
	Chemistry


	
	
	
	

	
	Level 3: Science
	Earth Science


	
	
	
	

	
	Level 3: Science
	Life Science


	
	
	
	

	
	Level 3: Science
	Science Assessment Test


	
	
	
	

	
	Level 3: Social Studies
	U.S. History


	
	
	
	

	
	Level 3: Social Studies
	Geography


	
	
	
	

	
	Level 3: Social Studies
	Political Cartoons


	
	
	
	

	
	Level 3: Social Studies
	Social Studies Assessment Test
	
	
	
	


Master Curriculum Template (B) – GED Online 

GED Online Curriculum for:                                                                                            Date Enrolled:

            Username:                                        (all capital letters)

            Password:                                         (again, all capital letters, followed by your birth date)

            E-MAIL:

	Date Assigned
	Level
	Assignment
	Due Date
	Date completed
	Mable

entry
	NOTES

(Past/failed, etc.)

	
	Level 2: Reading
	Interpreting What You Read


	
	
	
	

	
	Level 2: Reading
	Interpreting Information From Graphs
	
	
	
	

	
	Level 2: Grammar


	Punctuation
	
	
	
	

	
	Level 2: Grammar


	Capitalization
	
	
	
	

	
	Level 2: Grammar


	Pronouns
	
	
	
	

	
	Level 2: Grammar


	Modifiers
	
	
	
	

	
	Level 2: Grammar


	Verbs/Verb Tense
	
	
	
	

	
	Level 2: Grammar


	Subject Verb Agreement
	
	
	
	

	
	Level 2:  Math
	Whole Numbers


	
	
	
	

	
	Level 2:  Math
	Intro to Fractions


	
	
	
	

	
	Level 2:  Math
	Add & Subtract Fractions


	
	
	
	

	
	Level 2:  Math
	Multiply & Divide Fractions


	
	
	
	

	
	Level 2:  Math
	Fraction Word Problems


	
	
	
	

	
	Level 2:  Math
	Intro to Decimals


	
	
	
	

	
	Level 2:  Math


	Decimals


	
	
	
	

	
	Level 2:  Math
	Decimal Word Problems


	
	
	
	

	
	Level 2:  Math
	Estimating and Rounding


	
	
	
	

	
	Level 2:  Math
	Ratios and Proportions


	
	
	
	

	
	Level 2:  Math
	Percents


	
	
	
	

	
	Level 2:  Math
	Percent Word Problems


	
	
	
	

	
	Level 3:  Reading
	Poetry


	
	
	
	

	
	Level 3:  Grammar


	Sentence Structure


	
	
	
	


Master Curriculum Template (B) – GED Online Continued… 

	Date Assigned
	Level
	Assignment
	Due Date
	Date completed
	Mable

entry
	NOTES

(Past/failed/etc.)

	
	Level 3:  Grammar
	Writing Clear Sentences


	
	
	
	

	
	Level 3:  Grammar
	Paragraph Organization


	
	
	
	

	
	Level 3: Writing
	The Five Paragraph Essay


	
	
	
	

	
	Level 3: Writing


	Writing an Essay
	
	
	
	

	
	Level 3: Writing
	The GED Essay


	
	
	
	

	
	Level 3: Math
	Integers


	
	
	
	

	
	Level 3: Math
	Integer Word Problems


	
	
	
	

	
	Level 3: Math


	Pre-Algebra


	
	
	
	

	
	Level 3: Math
	Algebraic Equations


	
	
	
	

	
	Level 3: Math
	Algebra Word Problems


	
	
	
	

	
	Level 3: Math
	Geometry I


	
	
	
	

	
	Level 3: Math
	Geometry II


	
	
	
	

	
	Level 3: Math
	Special Topics (Mean/Median, Absolute Value/Graphs, Distance & Slope)
	
	
	
	

	
	Level 3: Science
	Chemistry


	
	
	
	

	
	Level 3: Science
	Earth Science


	
	
	
	

	
	Level 3: Science
	Life Science


	
	
	
	

	
	Level 3: Science
	Science Assessment Test


	
	
	
	

	
	Level 3: Social Studies
	U.S. History


	
	
	
	

	
	Level 3: Social Studies
	Geography


	
	
	
	

	
	Level 3: Social Studies
	Political Cartoons


	
	
	
	

	
	Level 3: Social Studies
	Social Studies Assessment Test


	
	
	
	


Master Curriculum_Student Template

GED Online Curriculum for:                                                                        Date Enrolled:   
www.gedonlineclass.com Click on "Student Login"
             Username:                                     (all capital letters)

             Password:                                   (again, all capital letters, followed by your birth date)

             E-MAIL:                
Be sure to follow the steps listed in your user manual for instructions on how to locate your Level and assignments. These instructions begin on page 4 in your manual. If you are assigned to work in Level 1, SkillsTutor, then you will need to follow the login instructions on page 8 in your manual. 
Based on your scores, you will begin working in xxx.  (Level 1 – SkillsTutor or LEVEL 2, LEVEL 3, LEVEL 4)

(Instructions for level 1 - SkillsTutor) 

Be sure to take the pretest under each of the following checked items and you will be given assignments by the computer based on what you’ve missed on the pretest.

(Instructions for Levels 2 – 4) 
Remember that you need to take the quiz at the end of each assigned chapter. Please be sure to let me know when you’ve completed the quiz, so I can send you another assignment.
	Date
Assigned
	Level
	Assignment
	Due Date
	Date
Completed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


SAMPLE Student Curriculum Assignments Template For Instructors
GED Online Curriculum for:  Steffany Jones                                                               Date Enrolled:  May 19, 2008

            Username:  GEDMCJONESST    (all capital letters)

            Password:  GEDMC100190            (again, all capital letters, followed by your birth date)

            E-MAIL:  Steffany_JONES@yahoo.com              
	
	
	
	
	
	
	

	Date Assigned
	Level
	Assignment
	Due Date
	Date completed
	Mable

entry
	NOTES

(Past/failed, etc.)

	5/19 all
	Level 2: Reading
	Interpreting Information From Graphs
	
	
	
	Is working quickly and will spend most of the time reviewing math, science & ss 

	
	Level 2: Grammar


	Capitalization
	
	
	
	

	
	Level 2:  Math
	Intro to Fractions


	
	
	
	

	
	Level 2:  Math
	Add & Subtract Fractions


	
	
	
	

	
	Level 2:  Math
	Multiply & Divide Fractions


	
	
	
	

	
	Level 2:  Math
	Fraction Word Problems


	
	
	
	

	
	Level 2:  Math
	Intro to Decimals


	
	
	
	

	
	Level 2:  Math


	Decimals


	
	
	
	

	
	Level 2:  Math
	Decimal Word Problems


	
	
	
	

	
	Level 2:  Math
	Estimating and Rounding


	
	
	
	

	
	Level 2:  Math
	Ratios and Proportions


	
	
	
	

	
	Level 2:  Math
	Percents


	
	
	
	

	
	Level 2:  Math
	Percent Word Problems


	
	
	
	

	
	Level 3: Math
	Integers


	
	
	
	

	
	Level 3: Math
	Integer Word Problems


	
	
	
	

	
	Level 3: Math


	Pre-Algebra


	
	
	
	

	
	Level 3: Math
	Algebraic Equations


	
	
	
	

	
	Level 3: Math
	Algebra Word Problems


	
	
	
	

	
	Level 3: Math
	Geometry I


	
	
	
	


SAMPLE Student Curriculum Assignments Template For Instructors Continued…
	Date Assigned
	Level
	Assignment
	Due Date
	Date completed
	Mable

entry
	NOTES

(Past/failed, etc.)

	
	Level 3: Math
	Geometry II


	
	
	
	

	
	Level 3: Math
	Special Topics (Mean/Median, Absolute Value/Graphs, Distance & Slope)
	
	
	
	

	
	Level 3: Science
	Chemistry


	
	
	
	

	
	Level 3: Science
	Earth Science


	
	
	
	

	
	Level 3: Science
	Life Science


	
	
	
	

	
	Level 3: Science
	Science Assessment Test


	
	
	
	

	
	Level 3: Social Studies
	U.S. History


	
	
	
	

	
	Level 3: Social Studies
	Geography


	
	
	
	

	
	Level 3: Social Studies
	Political Cartoons


	
	
	
	

	
	Level 3: Social Studies
	Social Studies Assessment Test


	
	
	
	


Sample Student Curriculum Assignments Template For students

GED Online Curriculum for:          Steffani Jones                                                Date Enrolled:   1/24/08
www.gedonlineclass.com Click on "Student Login"
             Username:        GEDMCJONESST                  (all capital letters)

             Password:         GEDMC020990                        (again, all capital letters, followed by your birth date)

             E-MAIL:                jones@hotmail.com
                                          (cc: Jamie on all e-mails)  jamie@aemt.org

Be sure to follow the steps listed in your user manual for instructions on how to locate your Level and assignments. These instructions begin on page 4 in your manual. If you are assigned to work in Level 1, SkillsTutor, then you will need to follow the login instructions on page 8 in your manual. 
Based on your scores, you will begin working in LEVEL 2. 
Remember that you need to take the quiz at the end of each assigned chapter. Please be sure to let me know when you’ve completed the quiz, so I can send you another assignment.

	Date Assigned
	Level
	Assignment
	Date due

	

	4/24/08


	Level 2: Reading
	Interpreting What You Read


	5/1/08

	4/24/08


	Level 2:  Math
	Fraction Word Problems


	

	4/24/08


	Level 2:  Math
	Intro to Fractions


	

	5/1/08
	Level 3: Math
	Integers


	5/19/08

	5/1/08
	Level 3: Math
	Integer Word Problems


	5/19/08

	5/1/08
	Level 3:  Grammar
	Writing Clear Sentences


	5/19/08

	5/1/08
	Level 3:  Grammar
	Paragraph Organization


	5/19/08

	5/9/08
	Level 3: Writing
	The Five Paragraph Essay


	5/19/08

	5/9/08
	Level 3: Writing


	Writing an Essay
	5/19/08

	5/9/08
	Level 3: Math


	Pre-Algebra


	5/19/08

	5/9/08
	Level 3: Math
	Algebraic Equations


	5/19/08


Sample of Distance Learning Student Log For Instructors
	ACTIVE STUDENTS 2008


	DATE


	STUDENT
	NOTES

	6/24
	Fisher, Angel
(SkillsTutor)
	6/24: Sent email asking her to come into the Center for help with language and/or urged her to contact us with help per her low scores in these sections on Skillstutor.
5/7: Worked 18 min. 5/6 & 5/7 on Sk. Tutor Language
5/5: Resent assignments with 5/19 deadline. 
4/22: Resent assignments on (Again explained that she needs to do the assignments given to her after taking pre-tests, not the pre-tests only.) 

	6/2
	Gwin, Analiza
(SkillsTutor)
	6/2: Continues to work regularly; having some trouble with math 

5/5: Working…on track. Sent her new assignments with a 5/19 deadline.

	6/24
	Harris, Teal
(SkillsTutor)
	6/24: Sent email encouraging her to come into the Center for help with sentence structure assignments. 

6/2: Working weekly, but rushing through Sk.Tutor assignments and not passing.  Emailed her about coming in to work.
5/5: New assignments sent with a 5/19 deadline. 

(NOTE: She’s working 6 hours per week at the library per mother)

	6/2
	Hoyer, Ben

(enrolled in Sk. Tutor but only working in GED Online)
	6/2: Keeps in touch; does some work tho’ not by due date. Math
5/6: Missed his 4/30 deadline, so I resent assignments with a 5/19 deadline. 
4/20: Reassigned Intro to fractions & ratios & proportions due on 4/30. 

	6/24
	Klein, Pennie

(SkillsTutor)
	6/24: Sent “checking in” email
6/11: Completed decimals and fractions posttest
6/2:  Worked twice in May for less than an hour.
5/5: Enrolled to brush up on math only; worked until 3/08 and then indicated she was busy but would get back to it later.

	6/2
	Madler, Marissa
	6/2: Wants a brief review of mainly math before GED testing as live and work in Colstrip.

	6/2
	Madler, Steffany
	6/2: Needs a brief review of math and punctuation before GED testing as lives and works in Colstrip.

	6/24
	Martell, AJ
	6/24: In the process of taking GED test.
6/2: Works irregularly, but is supposed to come and take practice tests this week.
5/1: New assignments sent with a deadline of 5/19.

	6/2
	Quay, Mildred
	6/2: Not working online; emailed to encourage her to come in to work.


5/6: Re-sent her assignments with a 5/19 deadline. 

4/19: Received email from her, letting us know that she was still interested in working and completing the program. 

	6/2
	Reiger, Noshua
	6/2: Sent him “checking in” email reminder with updated assignment sheet.
5/26: Part-time DE.  Going into National Guard and needs GED.  Did Whole # Wd. Prob., altho’ not assigned; emailed him but no activity since.

	6/24
	Roberts, Laura
	6/24: Sent email encouraging her to come into the Center to work.
5/21: Last activity was 5/20; still has assignments. Past due date.
5/7: Reassigned “Modifiers” along with 3 more assignments (poetry, percent & percent wp’s) on to be completed by 5/19/08. 

	6/24
	Roberts, Mary
	6/24: Sent email encouraging her to come into the Center to work.
6/2: Last activity was 5/20, but emailed to say she’s been busy.  Still has overdue assignments.

5/6: Reassigned 3 assignments to be completed by 5/19/08. 

	6/20
	Yeagor, Jim
	6/20: Sent him a “check in” email due to no activity since 6/3

	
	
	

	
	
	


	INACTIVE STUDENTS



	NAME


	PROGRAM(S)
	REASON FOR REMOVAL

	Baldwin, Ashely
	Blackboard
	Completed GED

	Blumhorst, Kira
	Blackboard/Skillstutor

	7/8: Removed due to lack of activity

	Brewer, Christy
	Blackboard/Skillstutor
	7/8: Removed due to no activity



	Coon, Clayton
	Blackboard
	In the process of finishing GED test

	Cozzens, Robert


	Blackboard
	In the process of taking his GED.



	Estepp, Patrick
	Blackboard & Skillstutor
	Completed GED

	Demary, Alec


	Blackboard
	No activity after 30 days; testing without our services.



	Howe, Matt
	Blackboard/Skillstutor

	6/2: Removed from program due to lack of inactivity.



	Gorton, Annette

(Instructor)


	Blackboard
	Leaving the Center.



	Grossman, Jesse

	SkillsTutor
	6/2: Removed from program due to lack of inactivity.



	Hartse, Johanna
	Blackboard & Skillstutor
	No activity after 30 days.

	Klotetze, James
	Blackboard & Skillstutor
	No activity after 30 days.

	Nelson, TY
	Blackboard
	No activity after 30 days



	Reid, Randy
	Blackboard/Skillstutor
	6/2: Removed from program due to no activity. 


	Reagor, Joanna
	Blackboard/Skillstutor
	6/2: Removed from program due to no activity. 


	Sines, Joel
	Blackboard & Skillstutor
	No activity after 30 days.

	White, David
	Blackboard & Skillstutor
	Completed GED


Innovative Resources to monitor Ged Online – Sample 3
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Click here for answer


1. Distance Learning Orientation Calendar for Students
Instructors can use an Orientation Calendar during the orientation process to plan individual student schedules.  It identifies site location, contact information, and the GED Online Web site.  It may also be used to help the student plan online study hours for distance education.
2. Sample of a Student Welcome Letter to GED Online Course
As students became familiar with the online program and sign up to become distance learners, instructors will register them on the online program in Blackboard under the correct program classroom.  Students should receive login information by e-mail following their orientation. Students are encouraged to use the Welcome Letter as a reference to help them access online software and enter into the program.  
3. Sample of a First Assignments E-mail for Students
The first assignments e-mail should be sent to your distance learning students after they have received the Welcome Letter.  At this point, assessments and evaluations are complete and the instructor has had ample time to determine a starting point.  Appropriate levels of instruction are included in this e-mail as well as units of study.  
4. Distance Learning Student Tracker Timesheet
The Student Tracker Timesheet should be sent to all your distance learning students attached to the "First Assignments E-mail".   Explain how to use the Student Tracker Timesheet to your distance learning students during orientation.  Emphasize how this timesheet will help instructor's monitor student progress and plan for future success.  
5. Student GED Online Tips for Students
In addition, instructors can e-mail “Tips” to their distance learning students after they have received their assignments and student tracker to reinforce online procedures and course expectations.  
6. Sample Distance Learning Instructor's Time Tracking Log

The Instructors Log allows instructors a place to log the time they spend creating personal e-mails and calling distance learning students.  Keeping track of this information will provide program directors an accurate account of how much time instructors spend tracking distance learning students.
7. Sample Follow-up E-mails to Students
Distance Learning Orientation Calendar For Students
Fill in the calendar below with your distance learning study schedule.  How many hours do you plan to study each week?  When will you complete 50 hours of study to posttest at the Adult Education Center?

	Site Name:______________________   Adult Education Center   *** (406) _____-________ *** www.gedonlinetutor.com

	Monday
	Monday
	Monday
	Monday

	Tuesday
	Tuesday
	Tuesday
	Tuesday

	Wednesday
	Wednesday
	Wednesday
	Wednesday

	Thursday
	Thursday
	Thursday
	Thursday

	Friday
	Friday
	Friday
	Friday

	Saturday
	Saturday
	Saturday
	Saturday

	Sunday
	Sunday 
	Sunday
	Sunday


Distance Learning Calendar
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Sample Student Welcome Letter to GED Online Course 

Welcome to Montana’s GED Online course.  I am excited to have you in class, and I'm sure you are excited to get started.
Here is all the information you need to enter the GED Online class.  Print this e-mail and keep it handy so you can refer to it when finding your way around the online classroom. 
Your contact instructors are: _________________, and ___________________, 
Here is your personal login information: 

Username: GEDMTMILLER   
NOTE: GEDMT(LASTNAME)
Password: GEDMT12061956

NOTE: GEDMT(BIRTHDATE) 

(all characters after GEDMT are numbers!)   
BE SURE TO READ ALL THE INSTRUCTIONS!!! I can't stress this enough.  Your questions will be answered in the section below and on the web pages in the GED Online software.
HOW TO LOGIN
1. Go to the following Web site: http//www.gedonlinetutor.com 


2. Click on the "Student Login" link. 


3.  Enter the username and password that were given to you.  (Your password and username should be in
     all capital letters).
4. Under "My Courses" on the right side of the screen, click on your Montana (enrollment location) "GED
    Online " link. 


5.  You are now at the homepage of the classroom! 
6. Click on "Assignments" on the left-hand side of the screen and you will find the GED Levels
    contained in Folders.  Your instructors will assign one of these levels by emails. 

You should receive your “Assignments” from your instructor by email soon.  If you have questions feel free to call your instructor! 

Good Luck! 

GED Online Student
Sample First Assignments E-mail for students
Hi ______________,

I have received your GED online skills analysis sheet.  I have just enrolled you into our GED online class.  I have already sent you the login instructions for the class in a separate e-mail.  I hope you were able to print the instructions off separately and have stored it in a place where you can easily access it when necessary.  I am including your assignments in this e-mail so that it will not be confused with your login instructions.  
 
 Your level is: ( 2 ) 
Here are your assignments:
 
Reading:  interpret what you read, interpret info from graphs.
 
Language:  punctuation, capitalization, pronouns, modifiers, all verbs.
 
Math:  whole numbers, all fractions, all decimals, estimation and rounding, ratios and proportions, all percents.
 
Be sure to let me know when you have finished your assignments so I can record your scores.  I have attached the student tracking sheet, we discussed during the orientation, for your convenience.  Please remember to fill it out every time you work on the GED Online software program and send it back to me. Also, please include both your first and last names in all e-mails so I that will be able to take care of you as fast as possible and give you credit for what you have completed!

 
 
Welcome aboard!!!
Distance Learning -Student tracker Timesheet
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Note: Please remember to schedule a Posttest after 50 hours of instruction! 

STUDENT GED Online Tips 

Review the "Blackboard Tour" link in the "Course Information" section of class so that you become familiar with the classroom and all of its features.
E-mail your instructor that you are ready to start and would like your assignments, if it hasn't been e-mailed to you.
The classroom work sheets are self-paced and self-graded; you don't need to turn them in to your instructor. 

Upon completion of  the assigned work sheets (click the arrows at the top of the work sheet to work through all of the assigned work sheets) you must complete the quizzes at the end of each learning unit.
E-mail your instructor your quiz scores and then you will receive new assignments.  You turn in your quizzes by e-mailing the scores to your instructor.  The "Student Tracker Timesheet" provides a space to check yes or no if you have completed a quiz.  Please keep track of your work and attach the "Student Tracker Timesheet" each time you e-mail your instructor.
Once you have completed your assignments for any given subject, your instructor will either give you new assignments or ask you to posttest at your onsite classroom.
You will continue the process of completing work sheets, quizzes, and post-testing until your instructor notifies you and indicates that you are ready to take the GED test.
Check in with your instructor every week to report that you are still active and participating in the GED ONLINE class.  Attach the "Student Tracker Timesheet" to help your instructor monitor your progress. Contact your instructor with questions that you have about any of the work sheets.

Good luck with your GED studies! Please let your instructor or your Adult Learning Center staff know if there is anything you need to succeed as a distance learner.
Distance Learning Instructors Log

	DATE
	STUDENT NAME
	TIME SPENT ON TELEPHONE?
	TIME SPENT ON
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SAMPLE FOLLOW-UP E-MAILS TO STUDENTS

Haven't Heard From You

Hi (Student), 

It's me, (Teacher's name), your teacher online.  First of all, I want you to be assured that this email is in no way intended to be negative.:)  Not at all!!!

I just happened to notice that you were unable to do any work on your GED Online or SkillsTutor lessons in the month of April, and I want to be sure that you are not having any problems that I can fix!

If you have lost your username or password, please don't be afraid to ask me.  This happens to students like you all the time!  Just send me an email, and I will send them to you again.
If you lost your list of assignments or you are unsure of what to do next, please let me know.  I can send that right out to you!  If life has jus been a little too busy for you lately, I hope that is slows down just a bit for you real soon so that you will have some time to work toward your goals.  If you have taken your GED and passed it, please send me an email and let me know! 

And finally, if you are "just-plain-no-longer-interested" in GED Online at this point in time, I will understand.  Please send me an email and let me know that, too.  I can archive your records in case you ever want to work online in the future.  

Thanks for your time, and have a wonderful day!!!

How to get the most from your study time!
Hi (Student), 

I know you are in a hurry to complete the GED and would like to take the exam in the next few months.  Experts have researched how we learn and have come to some conclusions that may help you as you prepare for the GED test.

-You will want to guess on the GED test on questions you don't know, but when you're studying NEVER GUESS.  Guessing imprints your mistake on your brain and makes it harder to learn the material correctly.  So, go back and look at the lesson or ask for help rather than guess.

-Studies have shown that we learn best in the first 20 minutes of study, so break your study sessions into short bites.  When you go back over the material after your break, you reinforce what you have leaned. 

-Get up and walk around, take a break, whatever.  Walking is particularly good because it raises the oxygen levels n the blood flowing to the brain.

-While you work, you may need to print out some of the material so you can re-read it.  Review, review, and review again.  You do not learn something by studying it once.  Generally, it takes three exposures to something to get it stored in the brain correctly and moved to long-term memory.

-Also, when it's printed out, use a highlighter or something to add color, underline, draw pictures, whatever will help to form a picture in your brain.

-You can also read it out loud… hearing it will make more connections.

-Study with a partner.  When you work with others, not only can you motivate each other, but social interaction and conversation help to create a stronger image in your memory.

If you have any questions about these study tips, send me an e-mail and I will do my best to help you understand.
Good luck with your studies!

Inspirational Messages
Hello (Student),

In case you're feeling discouraged, have been distracted by the nice weather, or are considering giving up on your GED, here are some thoughts from GED Online for you to consider.

-Sure you've gone this long without it and one alright, but just think of how different you will feel inside to have it.

-Yes nobody knows whether you have it or not…. But you know.  Nobody needs to know you're working on it either…. Except you and me.

-True, you've forgotten so much since you were in school….. but it's still in there someplace, and we'll find that knowledge and dust it off so you can use it again.

-Mental exercise is good for your spirit….just like physical exercise; it makes you good when you've done it

-Passing the GED will be a good excuse to party!!!

-What's the worst that could happen…..you might not pass it on the first try???!!!!  I think he first try should be a practice run anyway.  If you pass any sections, GREAT, but if you don't at least you've seen the process and know what the test looks lie.  You won't be so nervous the next time.  

-You know you want this.  Can you give it half an hour a day?  I'm ready to help.

Keep in touch!

More personal e-mails that have been created by Montana Pilot Instructors

[image: image38.emf]M:\Documents and  Settings\cp3044\Desktop\sample emails.doc


utilizing state approved online curriculum
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Montana recognizes GED Online and SkillsTutor as distance learning curricula. As the state becomes more experienced and skilled at delivering distance education, it will draw from multiple sources to best support instructors and the needs of their students. 
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The state will approve additional curricula based on investigation and data analysis. Adult Basic Education programs wishing to implement an additional distance learning curriculum may submit a request to the state agency specifying what curriculum they would like to see implemented and how proxy contact hours will be determined.  This request should also include information about the training needed for instructors to offer this curriculum at the center and what instructional strategies will be utilized.
The state pays for a limited number of seats for Missouri GED online and SkillsTutor.  As distance learning grows beyond the capability of the state to pay for demanded number of seats, programs may be required to share the distance delivery costs.  
Partner and Employer Marketing strategies – STEPs To SUCCESS for ABLE DistancE LEARNING CENTERS
Identify Target Audience

It is advantageous to begin making a list of partner/employer agencies currently working with your ABLE program.  Current partner agencies will need to know the benefits of distance learning and what it offers your community.  Marketing begins with these agencies and the site director will need to complete the Current Partner Agency Chart, share it with the rest of the team, and plan for distance learning marketing.
Current partner agency chart
	CURRENTLY AN

EMPLOYER/PARTNER AGENCY
	CONTACT PERSON
	TELE-PHONE NUMBER
	PACKET & NEEDS ASSESSMENT DELIVERED?
	NEEDS ASSESSMENT

RETURNED?

	
	
	        
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


POTENTIAL EMPLOYER/PARTNER AGENCY CONTACT SHEET
Building new partnerships with local businesses is another effective way to find the type of learner who could be successful studying from a distance setting. Montana ABLE has taken the initiative to build connections with groups that are outside of the traditional adult education community. Businesses should be encouraged to see this partnership as a "win-win" situation where the learning center gains new students and the employer gains better skilled workers.  It is beneficial to work with the entire ABLE team as you proceed to identify employers in your community that may employ potential distance learning students. 
Potential Employer/Partner Agency cHART
	POTENTIAL

EMPLOYER/PARTNER AGENCY
	CONTACT PERSON
	TELE-PHONE NUMBER
	PACKET & NEEDS ASSESSMENT DELIVERED?
	NEEDS ASSESSMENT

RETURNED?

	
	
	        
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


NEWSPAPER ARTICLES
Each ABLE distance learning program will make a plan to market distance learning into the community.  Contacting your local newspaper is a critical first step in the process.  Set up a time to meet with a local newspaper reporter and inform him/her about distance learning and your marketing strategies.  Plan ahead and set up a time in the near future for a reporter to interview a student that is involved in your distance learning program. 
· Visit with a local newspaper reporter and leave a prepared article containing information about distance learning.  Change site information as necessary.  
Sample NewsPaper Article for ged online courses
Adult Education Implements Distance Learning!!
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Montana has joined a National Consortium of States and will begin using distance education as a new way to reach Adult Learners.  Last year three pilot sites participated in distance education and their success has opened doors to the remainder of our state.  Adults who have been unable to regularly attend local adult education classes have had an opportunity to continue their educational goals from a distance.  Distance students can now use an online resource to work toward a GED and/or to improve work place and productivity skills.  Local businesses will have an opportunity to support employees that choose to enroll in the distance learning program.  ___Site Name_____ will begin enrolling students into the distance learning program as early as _______Date________.  An evening orientation has been scheduled for _____________________.  Interested students and employers can contact the Lewistown Adult Learning Center located on ____________________  or telephone 

(406) _____ - ​​​​________ for additional information. 

sample of able program telephone call to build marketing base
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Make introductory phone calls to potential and current partner agencies to set up a time to visit and deliver marketing packet.
The following dialog can be used to introduce your distance learning program.

***********************************************************************************

Good morning, is there a manager on site this morning with whom I may speak?
Hello, my name is ________________ and I am calling as the lead instructor for the __(Site Name) Adult Basic and Literacy Education program.  I will be marketing distance learning on Friday, September ___ and I was wondering if I could visit with you and leave some materials that describes a free educational program that has just arrived in our community?   Montana is implementing a distance learning program and I can discuss educational opportunities that are currently available for your employees.   

What is your preferred time to meet?   

Great, I will try to swing by sometime in the morning/afternoon on Friday.  I will explain distance learning opportunities and promise not to take up much of your time.  

************************************************************************

telephone call to businesses at a distance

Some large employers may be too far away from the center to visit with face to face.  In this situation, your time may be best spent speaking to the manager of the business by telephone.  Explain distance learning in greater detail and complete the needs assessment by telephone.  Take the time to explain the essential documents in the marketing packet and find out if distance learning may be an option for his/her employees.  If the manager is interested, send him/her the marketing advertisement below via e-mail or fax.   Plan a follow-up telephone call to see if he/she has interested employees that would like to begin a distance learning program.   
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advertisement for employers at a distance
Montana Adult Basic and Literacy Education
Presents
An Online GED Curriculum for Adult Students
If you are interested in becoming a distance learner please sign on the space provided.  When/If five interested students have signed up, an instructor from The _____(Site Name)_____________will make arrangements to meet with you at a convenient location to help your group get started.  Distance learning is free and available to adults 16 years of age and older who would like to prepare for the GED exam.

	Name
	Telephone Number
	E-mail 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Getting Started as a Distance Learner is Easy!



1.   Sign up today 

2. A Distance Learning Instructor will schedule an Orientation at your earliest convenience

3. Meet with your instructor and assess your skills

4. Decide what program works best for you:

Montana's GED Online and/or the traditional classroom

5. Begin Building Skills for Success

Adult Learning Center
Address:
Telephone:
E-mail:
create Marketing Packets for montana adult basic and literacy education distance learning
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A marketing packet informs employers and partner agencies of the ABLE services offered in the community.  The packet provides updated ABLE information and gives program instructors an opportunity to introduce distance learning into the area. The marketing experience is intended to improve connections with employers and explain the positive outcomes that can be created by partnering with the local ABLE program. 
It is recommended that each ABLE Distance Learning program include the following inserts into a marketing packet:
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*Sample marketing packets are provided below in a pdf file (available with an electronic copy of this guide) and the first three bulleted items are included in this Distance Learning Protocol Guide.
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DISTANCE LEARNING NEEDS ASSESSMENT

Distributing the needs assessment (an employer survey about ABLE services and additional educational opportunities) will give ABLE programs a much better picture of their local employer's needs.   Partnerships can be created by supporting the employer's needs and creating educational opportunities for employees (helping employees attain a GED).  It is beneficial to know the different types of incentives an employer can offer employees who pursue an education.  The needs assessment also gives ABLE programs a better understanding of the individuals that would benefit from literacy and soft skills instruction.
WIN-WIN-WIN DOCUMENT

Utilize this diagram to explain all the benefits of ABLE services.  Describe to the employer how the entire community benefits by offering educational opportunities to those in need.  Reflect on how the employer will gain by promoting distance learning to his/her employees.
SAMPLE OF A DISTANCE LEARNING ORIENTATION FLIER
Most of the local businesses can support an evening orientation because the majority of the workforce works between 8:00 am and 5:00 pm.   It is crucial that businesses are aware of the time and location of the orientation.  

Distance Learning Needs Assessment

Adult Basic and Literacy Education (ABLE)

Name of Business_______________________ Business Location_____________________

Contact Person ________________​​​​​​_________​​​​​Telephone#______________________________

1. Would you consider providing support to employees who enroll in an ABLE
    Distance Learning Program to improve Literacy Skills and/or obtain a GED? 

     Yes _____ No _____

2.  Would you provide any of the following incentives to employees enrolled in the   

      Distance Learning Program? Would you consider:

_____ providing a learning space with computer access at your place of employment?


_____ paying employees a unit of time to work on assigned skills? 

   _____ awarding a certificate after a certain number of hours of study? 

   _____ paying for, or subsidizing part of the cost, of the Montana GED exam($55)? 

   _____ giving employees a raise after receiving the Montana GED certificate? 

   _____ supplying a gas card to help cover the cost of travel to and from the Adult                  


           Learning Center for assessments, counseling and academic support?

3.  How else might you support employees enrolled in the local Distance Learning

  Program? How do you see yourself as a Partner Agency with the local adult education program?________________________________________________________  

4. Would any of your employees benefit from attending the local Adult Education Center to obtain Literacy Skills (Reading, Writing, or Math?) Yes __ No __ 

5. Would any of your employees benefit from an English as a Second or Other Language (ESOL) class? Yes __ No __ If Yes, How many? _____
6. Would any of your employees benefit from specific soft skills job training (Customer Service, Problem Solving, Reliability, Leadership, Goal Setting, Teamwork, etc.)?  Yes __ No __
7. Would your business work with the local Adult Education Center to offer employees that completed a Soft Skills Unit and/or completed an Educational Gain, a Certificate of Recognition?  Yes __ No ___
8. Can your employees benefit if they pursue additional education while working with your company? Can they advance laterally and/or progress up a career pathway? Please explain the available options?_________________________________________________________

________________________________________________________________________

Thank you for taking the time to complete this assessment.  The OPI ABLE staff look forward to working with you in the future. Please fax this form to (406) 444-1373 Attn: Adult Education or mail to: 
Adult Basic and Literacy Education

Box 202501

Helena, MT 59620-2501
Win-Win-Win document

. 
Adult Basic and Literacy Education Programs

Students-Employees-Community

Win-Win-Win
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Foundation Skills 
http://www.pawerc.org/foundationskills/cwp/view.asp?Q=92970
SAMPLE OF A DISTANCE LEARNING ORIENTATION fLIEr for adult basic and literacy education
During the distance learning orientation: 
· Introduce distance learning - Have students take the distance learning Survey Assessment
· Plan to have interested students complete program intake paperwork and locator 

· Modify orientation packet and/or Welcome Guide to meet  program needs and review with students
· Schedule TABE testing time and goal setting necessary before becoming a distance learner

· Plan regular distance learning study hours on orientation calendar and discuss how to use the Student Tracker Timesheet 
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Interested in free GED
classes over the Internet?
GED Online Orientation

Thursday, January 14 th, 2008  
4:00 pm - 6:00 pm
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Adult Learning Center
                     Address
Questions? Call 388-9720

Final STEPS to Marketing success for Adult Basic and Literacy education
Visit with current and Potential Partner agencies
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STEPS THAT LEAD TO SUCCESS
· Explain how distance learning offers employees an educational opportunity - share the 

      win-win-win document to validate how education proves beneficial in your community
· Complete the needs assessment

· Share Marketing Packet information 
· Make sure to encourage employer to send interested employees to the scheduled distance learning orientation

· Ask employer if you can make a follow-up call sometime next week to see how many students he/she may be sending to the orientation

· Promote a long term partnership and ask employer if he/she would be interested in receiving: quarterly newsletters, program updates, fliers and/or brochures promoting distance learning within the organization

· Discuss how the partnership can  benefit all parties involved

*****Collect business cards for future reference******
make Follow up telephone calls
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Each ABLE distance learning center may want to consider making a follow-up call to current and potential employer partners several days before the scheduled orientation.  This will bring distance learning to the forefront and allow managers plenty of time to present information found in the marketing packets, as well as encourage employees to attend the orientation.  It can also be a time to follow up with the needs assessment.

***********************************************************************************

Hello, this is__________, we visited last week and discussed a new program the state is implementing to encourage adults that do not have a GED to think about joining a distance learning program. 

Have you had a chance to review the distance learning materials we gave to you?   Do you have any employees that would benefit from this educational opportunity?  

If employer response is yes, remind them of the scheduled orientation on _______________.  

We also gave you a needs assessment.  Have you completed the form (only ask this question if you did not take the time to fill out the needs assessment during your initial visit)?
We would truly appreciate your input on distance learning and value your opinion on how we can improve our adult education classrooms.  It is proving beneficial to partner with employers so we can work together to improve the literacy in our communities.   By creating a partner with your local ABLE center, together we can provide services that will improve our workforce and produce higher skilled workers.  We left a stamped envelope in the packet for your convenience.

Thanks for taking the time to improve the lives of adults in your community!
Maintain Positive Communications with partner agencies
Use newsletters or other identified means of ongoing communication to promote successful rapport with collaborating agencies. The state has set aside the following resource site to help with ongoing communication: http://www.opi.mt.gov:8010/RAEC/  
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One can access this site to find 
· newspaper templates

· sample newspaper articles 
· advertisements 
· additional distance learning resources
As programs move forward with distance learning keep the community updated:

· Highlight student successes

· Keep employers updated with program schedule and new class offerings

· Interview students and instructors and display in newsletters
· Interview businesses that send students to your program

· Keep employers informed on how education benefits the workforce

If possible, market distance learning at community events
· Reserve displays and marketing materials available at the state office 
Office of Public Instruction NONdiscrimination statement

The Office of Public Instruction is committed to equal employment opportunity and nondiscriminatory access to all of our programs and services, and will take necessary and appropriate steps to insure that the workplace and OPI programs and services are free from discrimination and sexual harassment.  For information or to file a complaint, please contact the OPI Personnel Division at (406) 444-2673.
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Montana ABLE Director Margaret Bowles applied for the Rural Adult Education Collaborative (RAEC) grant and was one of five state directors to receive the award.  The grant provided the state the opportunity to research innovative approaches to implementing a distance-learning curriculum.  





This guide should be utilized by Montana ABLE program directors, 


staff and instructors that are considering implementing distance learning into their existing curriculum.  Anyone interested in his/her community’s economic development could be actively involved in promoting a distance-learning program. The tips and strategies offered in this guide are appropriate for use with many populations served by workforce development initiatives: Adult Basic and Literacy Education, TANF, Welfare to Work and WIA.
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Needs Assessment


Win-Win-Win Document


Fliers advertising a special orientation for distance learners


A self-addressed, stamped envelop for return of needs assessment


Additional distance learning fliers and brochures created by the state that include a place for site address label 


Program hours of operation


Program brochure (if applicable)


Business card of lead instructor and state coordinator
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1. If you cant come today tomorrow is okay too����2. Barbara and Melvin are going to adopt a baby therefore they will soon have a son or daughter to love and raise����3. Please Greg try to be quiet you know that your noise ruins everyones concentration�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����4. The mail carrier said There is twelve cents postage due on this letter�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����5. Whenever a book becomes a bestseller television or movie producers think about turning it into a TV show or a film.�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����6. As soon as the plane took off the pilots voice came over the loudspeaker to explain the delay he told us that they had run out of peanuts�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����7. Are you sure about the menu I think the Merrills are vegetarians and I know Bo dislikes pork�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����8. The clocks say 822 we must have lost power during last nights storm�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����9. The items you need are as follows paper pencils and an eraser�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����10. Is your meal okay asked our server�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����11. Because we didnt really know what we were doing we were careful to pack extra batteries bandages and aspirin�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����12. Bert who has just moved in upstairs always wears metal-toed shoes they really make a racket�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����13. The animals first few days here stated Mrs Dunbar the zookeeper is the most important adjustment time�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����14. No one here at least to my knowledge called the police or fire department�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����15. When I take my vacation Ill visit my sister in Charlottesville my cousin in Tampa and my brother at Ft Harrison Indiana�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����16. Seventy-five peoples names on the petition wont get the item on the ballot youll have to get more signatures at least 500�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����17. Learn to spell the words in List 1 receive believe thief neighbor and weigh�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����18. Hi fellows said Mr Maxwell Whats going on�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 ����� HYPERLINK "http://moael.blackboard.com/courses/1/GEDMC/content/_117846_1/punctuationpractice.htm" \l "answer18#answer18" ����19. The animal trainer while holding a whip in her right hand instructed the beasts to lie down and roll over�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����20. In the fall temperatures may drop in a hurry nonetheless its still my favorite time of the year�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����21. More dinosaur bones have been found in Canada by the way than in any other place in the world�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����22. My aunt lives with us in the summer but since she can't stand the cold weather spends her summers in Miami Florida where it is much warmer�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����23. A scientist who studies weather is called a meteorologist�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 ���


 


Choose the best answer for each question.


Questions 24-26 refer to the following paragraph.�(1) The students at the baking institute are collecting pie crust recipes from friends relatives and cookbooks. (2) Everyone who bakes has a favorite recipe for pie crust tart shells and special desserts. (3) Some people make a good pie crust by simply mixing flour, water, and salt. (4) Some bakers say that for a flakier crust you need flour, ice-cold water, salt, and lard. (5) Everyone agrees that for a healthier recipe, you should avoid butter and lard.


24. How should Sentence 1 be corrected?�� HTMLCONTROL Forms.HTML:Select.1 ����25. How should Sentence 2 be corrected?�� HTMLCONTROL Forms.HTML:Select.1 ����26. How should Sentence 5 be corrected?�� HTMLCONTROL Forms.HTML:Select.1 ����� HTMLCONTROL Forms.HTML:Select.1 ���


�Questions 27-29 refer to the following paragraph.�(1) "Dave it's going to take a lot of work to put this sales meeting together," Bonnie said to her co-worker. (2) "By the way, do you have the hotel reservation list?" she asked. (3) "No, I left it at work," Dave replied. (4) Looking hopeless Dave asked, "How can we do this without the list?" (5) Bonnie said, "I think I can remember most of the people." (6). "Oh boy" Dave moaned, "This is going to be really difficult."


27. How should Sentence 1 be corrected?�� HTMLCONTROL Forms.HTML:Select.1 ����28. Where should the comma in Sentence 4 be placed?�� HTMLCONTROL Forms.HTML:Select.1 ����29. Where should the comma in Sentence 6 be placed?�� HTMLCONTROL Forms.HTML:Select.1 ����� HTMLCONTROL Forms.HTML:Select.1 ���


�Questions 30-32 refer to the following paragraph.�(1) Moving day is very tiring, but it can be made easy by planning ahead. (2) Schedule the movers to arrive at eleven, and schedule, the clean-up crew to arrive at noon. (3) The telephone and the electricity should be turned off the following day. (4) Put all your clothes and personal items in strong boxes. (5) Pack the kitchen supplies the night before you move but keep enough food in the refrigerator for a quick lunch. (6) Mark all your boxes clearly, or you won't be able to find anything when you get to your new apartment.


30. How can Sentence 2 be corrected?�� HTMLCONTROL Forms.HTML:Select.1 ����31. How should Sentence 3 be corrected?�� HTMLCONTROL Forms.HTML:Select.1 ����32. Where should the comma be placed in Sentence 5?�� HTMLCONTROL Forms.HTML:Select.1 ����� HTMLCONTROL Forms.HTML:Select.1 ���


�Questions 33-35 refer to the following paragraph.�(1) I remember last year's winter storm well. (2) Two days earlier, I was in an accident that dented my brand new car. (3) The day started out cold and clear, I was looking forward to getting my car from the body shop. (4) Huge dark clouds that promised a mighty storm rolled in. (5) I was on the road home, and hailstones started pelting my car. (6) "The hail is the size of golf balls, and my car is brand new!" I exclaimed.


33. How should Sentence 3 be rewritten?�� HTMLCONTROL Forms.HTML:Select.1 ����34. How should Sentence 4 be corrected?�� HTMLCONTROL Forms.HTML:Select.1 ����35. Why is "and" used in Sentence 5?�� HTMLCONTROL Forms.HTML:Select.1 ����� HTMLCONTROL Forms.HTML:Select.1 ���


�Questions 36-39 refer to the following paragraph.�(1) The old theater on Main Street reopened last week the management wanted to hire workers. (2) Marie and I were thrilled; we applied for jobs immediately. (3) The theater features science fiction movies from the 1950s and clips from silent movies, newsreels, cartoons, and short nature films, and popcorn, juices and other snacks. (4) I like to see the horror movies; Marie likes to see the old romantic films. (5) I run the concession stand and collect tickets; Marie sells tickets and answers the telephone; and we both get to watch wonderful old films.


36. Where should the semicolon in Sentence 1 be placed?�� HTMLCONTROL Forms.HTML:Select.1 ����37. Why can a semicolon in Sentence 2 be used?�� HTMLCONTROL Forms.HTML:Select.1 ����38. How should Sentence 3 be corrected?�� HTMLCONTROL Forms.HTML:Select.1 ����39. How should Sentence 5 be corrected?�� HTMLCONTROL Forms.HTML:Select.1 ����� HTMLCONTROL Forms.HTML:Select.1 ���


�Questions 40-45 refer to the following paragraph.�(1) Doctors who provide health care for young children are concerned about the increasing number of low-weight births in the United States. (2) Low birth weight is linked to higher rates of, cerebral palsy, mental retardation, and respiratory problems. (3) Since it is the leading predictor of infant deaths researchers are anxious to identify the causes and find ways to prevent it. (4) One cause of low birth weight is drug use. (5) According to recent estimates, about 20 percent of the babies, born in major American cities, are affected by their mothers' drug use. (6) Drug use, however is not the chief cause of low birth weight. (7) Because low birth weight occurs more often among the poor, Doctors are convinced that the leading causes are the mother's poor health and inadequate care during pregnancy. (8) Advanced medical technology cannot prevent this common problem. (9) Resources must be spent on educating women about proper health care before and during pregnancy.


40. Sentence 2: Low birth weight is linked to higher rates of, cerebral palsy, mental retardation, and respiratory problems.�What correction should be made to this sentence?�� HTMLCONTROL Forms.HTML:Select.1 �����41. Sentence 3: Since it is the leading predictor of infant deaths researchers are anxious to identify the causes and find ways to prevent it.�What correction should be made to this sentence?�� HTMLCONTROL Forms.HTML:Select.1 �����42. Sentence 5: According to recent estimates, about 20 percent of the babies, born in major American cities, are affected by their mother's drug use.�Which of the following is the best way to write the underlined portion of this sentence? If you think the original is the best way, choose option (a).�� HTMLCONTROL Forms.HTML:Select.1 �����43. Sentence 6: Drug use, however is not the chief cause of low birth weight.�What correction should be made to this sentence?�� HTMLCONTROL Forms.HTML:Select.1 �����44. Sentence 7: Because low birth weight occurs more often among the poor, Doctors are convinced that the leading causes are the mother's poor health and inadequate care during pregnancy.�Which of the following is the best way to write the underlined portion of the sentence? If you think the original is the best way, choose option (a).�� HTMLCONTROL Forms.HTML:Select.1 �����45. Sentences 8 and 9: Advanced medical technology cannot prevent this common problem. Resources must be spent on educating women about proper health care before and during pregnancy.�The most effective combination of sentences 8 and 9 would include which of the following groups of words?�� HTMLCONTROL Forms.HTML:Select.1 ����� HTMLCONTROL Forms.HTML:Select.1 ���


��Questions 46-50 refer to the following paragraph.�(1) If you are a fan of American musicals, you probably know and appreciate the music of George Gershwin. (2) Gershwin's talents have long been celebrated, but few realize the role his older brother Ira played in his success. (3) Ira originally named Israel Gershvin, was born in 1896. (4) He began writing lyrics for his brother's music in 1918; however he used the name Arthur Francis at first in order not to capitalize on George's reputation. (5) Ira quickly made a name for himself. (6) He was the first song lyricist to win a Pulitzer Prize. (7) George and him shared the award in 1932 for the show Of Thee I Sing. (8) He collaborated with his brother on more than 20 Broadway musicals and motion pictures. (9) After George's death in 1937, Ira worked with many other composers including Jerome Kern, and Harold Arlen. (10) His last project, finished in 1983, involved writing lyrics to his brother's music used in the musical My One and Only.


46. Sentence 3: Ira originally named Israel Gershvin, was born in 1896.�What correction should be made to this sentence?�� HTMLCONTROL Forms.HTML:Select.1 ���


47. Sentence 4: He began writing lyrics for his brother's music in 1918; however he used the name Arthur Francis at first in order not to capitalize on George's reputation.�Which of the following is the best way to write the underlined portion of this sentence? If you think the original is the best way, choose option (a).�� HTMLCONTROL Forms.HTML:Select.1 ���


48. Sentences 5 and 6: Ira quickly made a name for himself. He was the first song lyricist to win a Pulitzer Prize.�The most effective combination of sentences 5 and 6 would include which of the following groups of words?�� HTMLCONTROL Forms.HTML:Select.1 ���


49. Sentence 7: George and him shared the award in 1932 for the show Of Thee I Sing.�What correction should be made to this sentence?�� HTMLCONTROL Forms.HTML:Select.1 ���


50. Sentence 9: After George's death in 1937, Ira worked with many other composers including Jerome Kern, and Harold Arlen.�What correction should be made to this sentence?�� HTMLCONTROL Forms.HTML:Select.1 ����� HTMLCONTROL Forms.HTML:Select.1 ���


 


 


Resources:�English Skills Practice: Punctuation. (1998). Cambridge Exercise Books, Cambridge Adult Education: Upper Saddle River, NJ.
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2. Punctuation Worksheet 1 -End Punctuation 
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� INCLUDEPICTURE "http://moael.blackboard.com/courses/1/GEDMC/content/_117846_1/dir_punctuationpractice.htm/punctlogo.gif" \* MERGEFORMATINET ���


Practice Page�
 �
This worksheet will only give you practice; it will not go into details about the different punctuation rules. It's meant to be completed AFTER all the Punctuation Worksheets, so if you need explanation about the punctuation rules, please complete those worksheets first.�
�



The following sentences have had all punctuation marks removed from them; type the sentence correctly (with all punctuation included) in the box below the sentence.


1. If you cant come today tomorrow is okay too����2. Barbara and Melvin are going to adopt a baby therefore they will soon have a son or daughter to love and raise����3. Please Greg try to be quiet you know that your noise ruins everyones concentration�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����4. The mail carrier said There is twelve cents postage due on this letter�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����5. Whenever a book becomes a bestseller television or movie producers think about turning it into a TV show or a film.�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����6. As soon as the plane took off the pilots voice came over the loudspeaker to explain the delay he told us that they had run out of peanuts�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����7. Are you sure about the menu I think the Merrills are vegetarians and I know Bo dislikes pork�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����8. The clocks say 822 we must have lost power during last nights storm�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����9. The items you need are as follows paper pencils and an eraser�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����10. Is your meal okay asked our server�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����11. Because we didnt really know what we were doing we were careful to pack extra batteries bandages and aspirin�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����12. Bert who has just moved in upstairs always wears metal-toed shoes they really make a racket�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����13. The animals first few days here stated Mrs Dunbar the zookeeper is the most important adjustment time�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����14. No one here at least to my knowledge called the police or fire department�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����15. When I take my vacation Ill visit my sister in Charlottesville my cousin in Tampa and my brother at Ft Harrison Indiana�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����16. Seventy-five peoples names on the petition wont get the item on the ballot youll have to get more signatures at least 500�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����17. Learn to spell the words in List 1 receive believe thief neighbor and weigh�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����18. Hi fellows said Mr Maxwell Whats going on�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 ����� HYPERLINK "http://moael.blackboard.com/courses/1/GEDMC/content/_117846_1/punctuationpractice.htm" \l "answer18#answer18" ����19. The animal trainer while holding a whip in her right hand instructed the beasts to lie down and roll over�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����20. In the fall temperatures may drop in a hurry nonetheless its still my favorite time of the year�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����21. More dinosaur bones have been found in Canada by the way than in any other place in the world�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����22. My aunt lives with us in the summer but since she can't stand the cold weather spends her summers in Miami Florida where it is much warmer�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 �����23. A scientist who studies weather is called a meteorologist�� HTMLCONTROL Forms.HTML:TextArea.1 ����� HTMLCONTROL Forms.HTML:Select.1 ���


 


Choose the best answer for each question.


Questions 24-26 refer to the following paragraph.�(1) The students at the baking institute are collecting pie crust recipes from friends relatives and cookbooks. (2) Everyone who bakes has a favorite recipe for pie crust tart shells and special desserts. (3) Some people make a good pie crust by simply mixing flour, water, and salt. (4) Some bakers say that for a flakier crust you need flour, ice-cold water, salt, and lard. (5) Everyone agrees that for a healthier recipe, you should avoid butter and lard.


24. How should Sentence 1 be corrected?�� HTMLCONTROL Forms.HTML:Select.1 ����25. How should Sentence 2 be corrected?�� HTMLCONTROL Forms.HTML:Select.1 ����26. How should Sentence 5 be corrected?�� HTMLCONTROL Forms.HTML:Select.1 ����� HTMLCONTROL Forms.HTML:Select.1 ���


�Questions 27-29 refer to the following paragraph.�(1) "Dave it's going to take a lot of work to put this sales meeting together," Bonnie said to her co-worker. (2) "By the way, do you have the hotel reservation list?" she asked. (3) "No, I left it at work," Dave replied. (4) Looking hopeless Dave asked, "How can we do this without the list?" (5) Bonnie said, "I think I can remember most of the people." (6). "Oh boy" Dave moaned, "This is going to be really difficult."


27. How should Sentence 1 be corrected?�� HTMLCONTROL Forms.HTML:Select.1 ����28. Where should the comma in Sentence 4 be placed?�� HTMLCONTROL Forms.HTML:Select.1 ����29. Where should the comma in Sentence 6 be placed?�� HTMLCONTROL Forms.HTML:Select.1 ����� HTMLCONTROL Forms.HTML:Select.1 ���


�Questions 30-32 refer to the following paragraph.�(1) Moving day is very tiring, but it can be made easy by planning ahead. (2) Schedule the movers to arrive at eleven, and schedule, the clean-up crew to arrive at noon. (3) The telephone and the electricity should be turned off the following day. (4) Put all your clothes and personal items in strong boxes. (5) Pack the kitchen supplies the night before you move but keep enough food in the refrigerator for a quick lunch. (6) Mark all your boxes clearly, or you won't be able to find anything when you get to your new apartment.


30. How can Sentence 2 be corrected?�� HTMLCONTROL Forms.HTML:Select.1 ����31. How should Sentence 3 be corrected?�� HTMLCONTROL Forms.HTML:Select.1 ����32. Where should the comma be placed in Sentence 5?�� HTMLCONTROL Forms.HTML:Select.1 ����� HTMLCONTROL Forms.HTML:Select.1 ���


�Questions 33-35 refer to the following paragraph.�(1) I remember last year's winter storm well. (2) Two days earlier, I was in an accident that dented my brand new car. (3) The day started out cold and clear, I was looking forward to getting my car from the body shop. (4) Huge dark clouds that promised a mighty storm rolled in. (5) I was on the road home, and hailstones started pelting my car. (6) "The hail is the size of golf balls, and my car is brand new!" I exclaimed.


33. How should Sentence 3 be rewritten?�� HTMLCONTROL Forms.HTML:Select.1 ����34. How should Sentence 4 be corrected?�� HTMLCONTROL Forms.HTML:Select.1 ����35. Why is "and" used in Sentence 5?�� HTMLCONTROL Forms.HTML:Select.1 ����� HTMLCONTROL Forms.HTML:Select.1 ���


�Questions 36-39 refer to the following paragraph.�(1) The old theater on Main Street reopened last week the management wanted to hire workers. (2) Marie and I were thrilled; we applied for jobs immediately. (3) The theater features science fiction movies from the 1950s and clips from silent movies, newsreels, cartoons, and short nature films, and popcorn, juices and other snacks. (4) I like to see the horror movies; Marie likes to see the old romantic films. (5) I run the concession stand and collect tickets; Marie sells tickets and answers the telephone; and we both get to watch wonderful old films.


36. Where should the semicolon in Sentence 1 be placed?�� HTMLCONTROL Forms.HTML:Select.1 ����37. Why can a semicolon in Sentence 2 be used?�� HTMLCONTROL Forms.HTML:Select.1 ����38. How should Sentence 3 be corrected?�� HTMLCONTROL Forms.HTML:Select.1 ����39. How should Sentence 5 be corrected?�� HTMLCONTROL Forms.HTML:Select.1 ����� HTMLCONTROL Forms.HTML:Select.1 ���


�Questions 40-45 refer to the following paragraph.�(1) Doctors who provide health care for young children are concerned about the increasing number of low-weight births in the United States. (2) Low birth weight is linked to higher rates of, cerebral palsy, mental retardation, and respiratory problems. (3) Since it is the leading predictor of infant deaths researchers are anxious to identify the causes and find ways to prevent it. (4) One cause of low birth weight is drug use. (5) According to recent estimates, about 20 percent of the babies, born in major American cities, are affected by their mothers' drug use. (6) Drug use, however is not the chief cause of low birth weight. (7) Because low birth weight occurs more often among the poor, Doctors are convinced that the leading causes are the mother's poor health and inadequate care during pregnancy. (8) Advanced medical technology cannot prevent this common problem. (9) Resources must be spent on educating women about proper health care before and during pregnancy.


40. Sentence 2: Low birth weight is linked to higher rates of, cerebral palsy, mental retardation, and respiratory problems.�What correction should be made to this sentence?�� HTMLCONTROL Forms.HTML:Select.1 �����41. Sentence 3: Since it is the leading predictor of infant deaths researchers are anxious to identify the causes and find ways to prevent it.�What correction should be made to this sentence?�� HTMLCONTROL Forms.HTML:Select.1 �����42. Sentence 5: According to recent estimates, about 20 percent of the babies, born in major American cities, are affected by their mother's drug use.�Which of the following is the best way to write the underlined portion of this sentence? If you think the original is the best way, choose option (a).�� HTMLCONTROL Forms.HTML:Select.1 �����43. Sentence 6: Drug use, however is not the chief cause of low birth weight.�What correction should be made to this sentence?�� HTMLCONTROL Forms.HTML:Select.1 �����44. Sentence 7: Because low birth weight occurs more often among the poor, Doctors are convinced that the leading causes are the mother's poor health and inadequate care during pregnancy.�Which of the following is the best way to write the underlined portion of the sentence? If you think the original is the best way, choose option (a).�� HTMLCONTROL Forms.HTML:Select.1 �����45. Sentences 8 and 9: Advanced medical technology cannot prevent this common problem. Resources must be spent on educating women about proper health care before and during pregnancy.�The most effective combination of sentences 8 and 9 would include which of the following groups of words?�� HTMLCONTROL Forms.HTML:Select.1 ����� HTMLCONTROL Forms.HTML:Select.1 ���


��Questions 46-50 refer to the following paragraph.�(1) If you are a fan of American musicals, you probably know and appreciate the music of George Gershwin. (2) Gershwin's talents have long been celebrated, but few realize the role his older brother Ira played in his success. (3) Ira originally named Israel Gershvin, was born in 1896. (4) He began writing lyrics for his brother's music in 1918; however he used the name Arthur Francis at first in order not to capitalize on George's reputation. (5) Ira quickly made a name for himself. (6) He was the first song lyricist to win a Pulitzer Prize. (7) George and him shared the award in 1932 for the show Of Thee I Sing. (8) He collaborated with his brother on more than 20 Broadway musicals and motion pictures. (9) After George's death in 1937, Ira worked with many other composers including Jerome Kern, and Harold Arlen. (10) His last project, finished in 1983, involved writing lyrics to his brother's music used in the musical My One and Only.


46. Sentence 3: Ira originally named Israel Gershvin, was born in 1896.�What correction should be made to this sentence?�� HTMLCONTROL Forms.HTML:Select.1 ���


47. Sentence 4: He began writing lyrics for his brother's music in 1918; however he used the name Arthur Francis at first in order not to capitalize on George's reputation.�Which of the following is the best way to write the underlined portion of this sentence? If you think the original is the best way, choose option (a).�� HTMLCONTROL Forms.HTML:Select.1 ���


48. Sentences 5 and 6: Ira quickly made a name for himself. He was the first song lyricist to win a Pulitzer Prize.�The most effective combination of sentences 5 and 6 would include which of the following groups of words?�� HTMLCONTROL Forms.HTML:Select.1 ���


49. Sentence 7: George and him shared the award in 1932 for the show Of Thee I Sing.�What correction should be made to this sentence?�� HTMLCONTROL Forms.HTML:Select.1 ���


50. Sentence 9: After George's death in 1937, Ira worked with many other composers including Jerome Kern, and Harold Arlen.�What correction should be made to this sentence?�� HTMLCONTROL Forms.HTML:Select.1 ����� HTMLCONTROL Forms.HTML:Select.1 ���


 


 


Resources:�English Skills Practice: Punctuation. (1998). Cambridge Exercise Books, Cambridge Adult Education: Upper Saddle River, NJ.


Hoyt, Cathy Fillmore. (1998). GED Program: Writing Skills. Cambridge Adult Education: Upper Saddle River, NJ.
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demonstrate quality consciousness


work within organizational structure 


apply health and safety concepts
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Tue, Nov 20, 2007 -- Start Here...Go Anywhere! 


Welcome to Miles Community College's online GED program!





Pioneers in distance GED instruction in Montana.


Posted by: Annette Gorton     
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No system announcements have been posted in the last 7 days. 





No course announcements have been posted in the last 7 days. 
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GED Online Curriculum for:         


 
Date Enrolled:   

            Username:          

            Password:                 

            EMAIL:               

		Date Assigned

		Level

		Assignment

		Date completed

		Date completed

		Mable


entry

		NOTES



		

		SkillsTutor


READING B (5th & 6th)

		Reading Comprehension B 




		

		

		

		



		

		SkillsTutor


READING (6th-adult)

		Vocabulary Building 




		

		

		

		



		

		SkillsTutor


READING (6th-adult)

		Word Knowledge 




		

		

		

		



		

		SkillsTutor


READING (6th-adult)

		Reading Comprehension 




		

		

		

		



		

		SkillsTutor


LANGUAGE ARTS (6th-adult)

		Capitalization 




		

		

		

		



		

		SkillsTutor


LANGUAGE ARTS (6th-adult)

		Grammar and Usage 




		

		

		

		



		

		SkillsTutor


LANGUAGE ARTS (6th-adult)

		Punctuation 




		

		

		

		



		

		SkillsTutor


LANGUAGE ARTS (6th-adult)

		Spelling 




		

		

		

		



		

		SkillsTutor


WRITING (6th-adult)

		Language Mechanics 




		

		

		

		



		

		SkillsTutor


WRITING (6th-adult)

		Language Usage 




		

		

		

		



		

		SkillsTutor


WRITING (6th-adult)

		Sentence Structure 




		

		

		

		



		

		SkillsTutor


WRITING (6th-adult)

		Clear Writing and Paragraphs 




		

		

		

		



		

		SkillsTutor


MATH A (3rd & 4th)

		Understanding Numbers 




		

		

		

		



		

		SkillsTutor


MATH A (3rd & 4th)

		Using Additions and Subtraction 

		

		

		

		



		

		SkillsTutor


MATH B (5th & 6th)

		Understanding Numbers 

		

		

		

		



		

		SkillsTutor


MATH B (5th & 6th)

		Using Whole Numbers 




		

		

		

		



		

		SkillsTutor


MATH B (5th & 6th)

		Using Geometry 




		

		

		

		



		

		SkillsTutor


MATH B (5th & 6th)

		Using Decimals 




		

		

		

		



		

		SkillsTutor


MATH B (5th & 6th)

		Using Fractions and Percents 




		

		

		

		



		

		SkillsTutor


MATH B (5th & 6th)

		Working with Data 




		

		

		

		



		

		SkillsTutor


INTERMEDIATE MATH (6th-adult)

		Proportion and Percent 




		

		

		

		



		Date Assigned

		Level

		Assignment

		Date completed

		Date completed

		Mable


entry

		NOTES



		

		SkillsTutor


INTERMEDIATE MATH (6th-adult)

		Introduction to Algebra 




		

		

		

		



		

		SkillsTutor


INTERMEDIATE MATH (6th-adult)

		Geometry 




		

		

		

		



		

		SkillsTutor


INTERMEDIATE MATH (6th-adult)

		Statistics and Probability 




		

		

		

		



		

		SkillsTutor


BASIC MATH (6-adult)

		Numbers Concepts 




		

		

		

		



		

		SkillsTutor


BASIC MATH (6-adult)

		Computation 




		

		

		

		



		

		SkillsTutor


BASIC MATH (6-adult)

		Word Problem 

		

		

		

		



		

		SkillsTutor


BASIC MATH (6-adult)

		Measurement and Geometry 




		

		

		

		



		

		

		

		

		

		

		



		

		Level 2: Reading

		Interpreting What You Read



		

		

		

		



		

		Level 2: Reading

		Interpreting Information From Graphs

		

		

		

		



		

		Level 2: Grammar




		Punctuation

		

		

		

		



		

		Level 2: Grammar




		Capitalization

		

		

		

		



		

		Level 2: Grammar




		Pronouns

		

		

		

		



		

		Level 2: Grammar




		Modifiers

		

		

		

		



		

		Level 2: Grammar




		Verbs/Verb Tense

		

		

		

		



		

		Level 2: Grammar




		Subject Verb Agreement

		

		

		

		



		

		Level 2:  Math

		Whole Numbers




		

		

		

		



		

		Level 2:  Math

		Intro to Fractions



		

		

		

		



		

		Level 2:  Math

		Add & Subtract Fractions




		

		

		

		



		

		Level 2:  Math

		Multiply & Divide Fractions




		

		

		

		



		

		Level 2:  Math

		Fraction Word Problems




		

		

		

		



		

		Level 2:  Math

		Intro to Decimals




		

		

		

		



		

		Level 2:  Math




		Decimals




		

		

		

		



		

		Level 2:  Math

		Decimal Word Problems




		

		

		

		



		

		Level 2:  Math

		Estimating and Rounding




		

		

		

		



		

		Level 2:  Math

		Ratios and Proportions




		

		

		

		



		

		Level 2:  Math

		Percents



		

		

		

		



		

		Level 2:  Math

		Percent Word Problems




		

		

		

		



		Date Assigned

		Level

		Assignment

		Date completed

		Date completed

		Mable


entry

		NOTES



		

		Level 3:  Reading

		Poetry




		

		

		

		



		

		Level 3:  Grammar

		Sentence Structure




		

		

		

		



		

		Level 3:  Grammar

		Writing Clear Sentences




		

		

		

		



		

		Level 3:  Grammar

		Paragraph Organization




		

		

		

		



		

		Level 3: Writing

		The Five Paragraph Essay




		

		

		

		



		

		Level 3: Writing




		Writing an Essay

		

		

		

		



		

		Level 3: Writing

		The GED Essay




		

		

		

		



		

		Level 3: Math

		Integers




		

		

		

		



		

		Level 3: Math

		Integer Word Problems




		

		

		

		



		

		Level 3: Math




		Pre-Algebra




		

		

		

		



		

		Level 3: Math

		Algebraic Equations




		

		

		

		



		

		Level 3: Math

		Algebra Word Problems




		

		

		

		



		

		Level 3: Math

		Geometry I




		

		

		

		



		

		Level 3: Math

		Geometry II




		

		

		

		



		

		Level 3: Math

		Special Topics (Mean/Median, Absolute Value/Graphs, Distance & Slope)

		

		

		

		



		

		Level 3: Science

		Chemistry




		

		

		

		



		

		Level 3: Science

		Earth Science




		

		

		

		



		

		Level 3: Science

		Life Science




		

		

		

		



		

		Level 3: Science

		Science Assessment Test




		

		

		

		



		

		Level 3: Social Studies

		U.S. History




		

		

		

		



		

		Level 3: Social Studies

		Geography




		

		

		

		



		

		Level 3: Social Studies

		Political Cartoons




		

		

		

		



		

		Level 3: Social Studies

		Social Studies Assessment Test
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GED Online Curriculum for:          Steffani Jones                                                Date Enrolled:   1/24/08

www.gedonlineclass.com

             Username:        GEDMCJONESST                  (all capital letters)


             Password:         GEDMC020990                        (again, all capital letters, followed by your birthdate)


             EMAIL:                jones@hotmail.com

                                          (cc: Jamie on all emails)  jamie@aemt.org


Be sure to follow the steps listed in your user manual for instructions on how to locate your Level and assignments. These instructions begin on page 4 in your manual. If you are assigned to work in Level 1, SkillsTutor, then you will need to follow the log in instructions on page 8 in your manual. 

Based on your scores, you will begin working in LEVEL 2. 

Remember that you need to take the quiz at the end of each assigned chapter. Please be sure to let me know when you’ve completed the quiz, so I can send you another assignment.

		Date Assigned

		Level

		Assignment

		Date due



		



		4/24/08




		Level 2: Reading

		Interpreting What You Read




		5/1/08



		4/24/08




		Level 2:  Math

		Fraction Word Problems




		



		4/24/08




		Level 2:  Math

		Intro to Fractions




		



		5/1/08

		Level 3: Math

		Integers




		5/19/08



		5/1/08

		Level 3: Math

		Integer Word Problems




		5/19/08



		5/1/08

		Level 3:  Grammar

		Writing Clear Sentences




		5/19/08



		5/1/08

		Level 3:  Grammar

		Paragraph Organization




		5/19/08



		5/9/08

		Level 3: Writing

		The Five Paragraph Essay




		5/19/08



		5/9/08

		Level 3: Writing




		Writing an Essay

		5/19/08



		5/9/08

		Level 3: Math




		Pre-Algebra




		5/19/08



		5/9/08

		Level 3: Math

		Algebraic Equations




		5/19/08
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GED Online Curriculum for:  Steffany Jones                                                               Date Enrolled:  May 19, 2008

            Username:  GEDMCJONESST    (all capital letters)


            Password:  GEDMC100190            (again, all capital letters, followed by your birthdate)


            EMAIL:  Steffany_JONES@yahoo.com              

		Date Assigned

		Level

		Assignment

		Due Date

		Date completed

		Mable


entry

		NOTES


(Past/failed, etc.)



		

		

		

		

		

		

		



		5/19 all

		Level 2: Reading

		Interpreting Information From Graphs

		

		

		

		Is working quickly and will spend most of the time reviewing math, science & ss 



		

		Level 2: Grammar




		Capitalization

		

		

		

		



		

		Level 2:  Math

		Intro to Fractions




		

		

		

		



		

		Level 2:  Math

		Add & Subtract Fractions




		

		

		

		



		

		Level 2:  Math

		Multiply & Divide Fractions




		

		

		

		



		

		Level 2:  Math

		Fraction Word Problems




		

		

		

		



		

		Level 2:  Math

		Intro to Decimals




		

		

		

		



		

		Level 2:  Math




		Decimals




		

		

		

		



		

		Level 2:  Math

		Decimal Word Problems




		

		

		

		



		

		Level 2:  Math

		Estimating and Rounding




		

		

		

		



		

		Level 2:  Math

		Ratios and Proportions




		

		

		

		



		

		Level 2:  Math

		Percents




		

		

		

		



		

		Level 2:  Math

		Percent Word Problems




		

		

		

		



		

		Level 3: Math

		Integers




		

		

		

		



		

		Level 3: Math

		Integer Word Problems




		

		

		

		



		

		Level 3: Math




		Pre-Algebra




		

		

		

		



		

		Level 3: Math

		Algebraic Equations




		

		

		

		



		

		Level 3: Math

		Algebra Word Problems




		

		

		

		



		

		Level 3: Math

		Geometry I




		

		

		

		



		

		Level 3: Math

		Geometry II




		

		

		

		



		

		Level 3: Math

		Special Topics (Mean/Median, Absolute Value/Graphs, Distance & Slope)

		

		

		

		



		

		Level 3: Science

		Chemistry




		

		

		

		



		

		Level 3: Science

		Earth Science




		

		

		

		



		

		Level 3: Science

		Life Science




		

		

		

		



		

		Level 3: Science

		Science Assessment Test




		

		

		

		



		

		Level 3: Social Studies

		U.S. History




		

		

		

		



		

		Level 3: Social Studies

		Geography




		

		

		

		



		

		Level 3: Social Studies

		Political Cartoons




		

		

		

		



		

		Level 3: Social Studies

		Social Studies Assessment Test
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		Level

		Assignment

		Due Date

		Date completed

		Mable


entry

		NOTES


(Past/failed, etc.)



		

		Level 2: Reading

		Interpreting What You Read




		

		

		

		



		

		Level 2: Reading

		Interpreting Information From Graphs

		

		

		

		



		

		Level 2: Grammar




		Punctuation

		

		

		

		



		

		Level 2: Grammar




		Capitalization

		

		

		

		



		

		Level 2: Grammar




		Pronouns

		

		

		

		



		

		Level 2: Grammar




		Modifiers

		

		

		

		



		

		Level 2: Grammar




		Verbs/Verb Tense

		

		

		

		



		

		Level 2: Grammar




		Subject Verb Agreement

		

		

		

		



		

		Level 2:  Math

		Whole Numbers




		

		

		

		



		

		Level 2:  Math

		Intro to Fractions




		

		

		

		



		

		Level 2:  Math

		Add & Subtract Fractions




		

		

		

		



		

		Level 2:  Math

		Multiply & Divide Fractions




		

		

		

		



		

		Level 2:  Math

		Fraction Word Problems




		

		

		

		



		

		Level 2:  Math

		Intro to Decimals




		

		

		

		



		

		Level 2:  Math




		Decimals




		

		

		

		



		

		Level 2:  Math

		Decimal Word Problems




		

		

		

		



		

		Level 2:  Math

		Estimating and Rounding




		

		

		

		



		

		Level 2:  Math

		Ratios and Proportions




		

		

		

		



		

		Level 2:  Math

		Percents




		

		

		

		



		

		Level 2:  Math

		Percent Word Problems




		

		

		

		



		

		Level 3:  Reading

		Poetry




		

		

		

		



		

		Level 3:  Grammar




		Sentence Structure




		

		

		

		



		Date Assigned

		Level

		Assignment

		Due Date

		Date completed

		Mable


entry

		NOTES


(Past/failed/etc.)



		

		Level 3:  Grammar

		Writing Clear Sentences




		

		

		

		



		

		Level 3:  Grammar

		Paragraph Organization




		

		

		

		



		

		Level 3: Writing

		The Five Paragraph Essay




		

		

		

		



		

		Level 3: Writing




		Writing an Essay

		

		

		

		



		

		Level 3: Writing

		The GED Essay




		

		

		

		



		

		Level 3: Math

		Integers




		

		

		

		



		

		Level 3: Math

		Integer Word Problems




		

		

		

		



		

		Level 3: Math




		Pre-Algebra




		

		

		

		



		

		Level 3: Math

		Algebraic Equations




		

		

		

		



		

		Level 3: Math

		Algebra Word Problems




		

		

		

		



		

		Level 3: Math

		Geometry I




		

		

		

		



		

		Level 3: Math

		Geometry II




		

		

		

		



		

		Level 3: Math

		Special Topics (Mean/Median, Absolute Value/Graphs, Distance & Slope)

		

		

		

		



		

		Level 3: Science

		Chemistry




		

		

		

		



		

		Level 3: Science

		Earth Science




		

		

		

		



		

		Level 3: Science

		Life Science




		

		

		

		



		

		Level 3: Science

		Science Assessment Test




		

		

		

		



		

		Level 3: Social Studies

		U.S. History




		

		

		

		



		

		Level 3: Social Studies

		Geography




		

		

		

		



		

		Level 3: Social Studies

		Political Cartoons




		

		

		

		



		

		Level 3: Social Studies

		Social Studies Assessment Test
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Distance Learning Orientation Calendar


		Big Horn County Library   Adult Education Center   Hardin, MT  59034     *** 665-9747 *** www.gedonlinetutor.com



		Monday

		Monday

		Monday

		Monday



		Tuesday

		Tuesday

		Tuesday

		Tuesday



		Wednesday

		Wednesday

		Wednesday

		Wednesday



		Thursday

		Thursday

		Thursday

		Thursday



		Friday

		Friday

		Friday

		Friday



		Saturday

		Saturday

		Saturday

		Saturday



		Sunday

		Sunday 

		Sunday

		Sunday





Fill in the calendar below with your distance learning study schedule.  How many hours do you plan to study each week?  When will you complete 50 hours of study to post-test at the Adult Education Center?



_1271761744.pdf





































_1263629429.pdf

















































_1263629805.pdf









































_1263629033.pdf





































