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Topics of today’s webinar
● Welcome!
● How we got here today
● Overview and Steps to Consider:

○ You will have to use all lessons, answer keys, and implementation guide
○ Community Partnerships and Distribution within your community: you will only be 

distributing Lesson 1- A look inside Lesson 1
○ How to begin a student in the HSE in the community program/How the program works
○ The Lesson Booklets
○ Helpful Tips for documenting work and recording time
○  Addressing WIOA and NRS testing
○ Tips to think about to begin this program
○ Q&A



There are several key factors when planning to implement the High 
School in the Community(HSE) program that should be considered 
before implementing the program. This webinar/guide is meant to 
outline those factors and give ideas, or suggestions, on how to have 
a successful program. 

Keep in mind that each NC community college is different in the area 
that it serves and some of the suggestions may not apply to your 
specific area. Your program area will most likely need to meet and 
customize certain parts of the program to meet your program needs. 
Certain aspects that can not be changed in the program will be noted 
as it is further discussed in this guide.

How We Got Here Today



The Lessons in this program

● Each of these lesson booklets has been developed with the North 
Carolina College and Career Readiness Standard. 

● The lessons are meant to highlight a majority of standards focused on 
NRS levels 4, 5, and 6. 

● The lessons in each booklet are not to be changed since these 
lessons were approved by the system office. 

● It is recommended based on the increasingly advanced nature of the 
lessons that students be around an NRS level 4 to be successful in 
reading and completing the work in each booklet. 



The Lessons in this program

● Lesson Sets have two books in each lesson set (excluding 
lesson 1). One book will have a math focus and the second 
will have a combination of language arts, science or social 
studies. 

● At the end of the implementation guide, you will see a list of 
the standards that are highlighted by using these lesson 
books.

● Please remember these lessons are meant to be review and 
not necessarily introduction to new concepts.



There are 19 lesson booklets in total. Lessons 2 through 10, have 2 booklets in 
each lesson.  One booklet focuses on math the other is a combination of 
RLA,SCI/or SS, in each lesson set.

Lesson 1 
booklet will be 
used for 
placement in the 
community.  We 
will show the 
pages of this 
booklet in the 
webinar.

Lesson 8, both 
booklets will be 
viewed in this 
webinar so that 
you can see 
some lesson 
content.



Lesson 1 is the first lesson that is distributed to community partners. This is the 
only lesson that is distributed in the community.

● We intentionally chose a bright color for this 
lesson 

● Our own college uses this booklet to help 
promote the program

This arrow indicates that this portion of the PDF file will 
be blank so that any program can insert their 
information.



Community Partnerships and Distribution within your 
Community
Collaboration among your college’s programs and community partners is key to 
marketing the HSE in the community program. 

● Look for at-risk populations for low literacy and poverty 

● Communication between community partners is instrumental in promoting the 
Lesson 1 booklet within their agency. 

● Most of our partnering agencies found this mutually beneficial because they 
could use this as a resource for their clients as well.



Here is a list of ideas where you could partner to display the first lesson.
●  Student Service Main Campus of your college     
● Libraries
● Local Clinics 
● Department of Social Services(this is a high traffic area for our program)
● McDonald’s or any local restaurants  
●  Women’s Resource Centers
●  Any Parent/Student Partnership for Children
●  Churches
● The Salvation Army
● Goodwill Resource 
●  The Family Justice Center
● Family Abuse Services
●  Walmart break rooms
● Temporary Agencies
● Food Banks
● Grocery Stores
● Peer Support/Mental Health Facilities
● NC Works
● Vocational Rehab.
● School Social Workers
● Non-profits 

We provide these clear plastic 
holders for our community 
agencies to display lesson 
booklet 1.  Monthly we have 
someone(instructor, retention 
specialist) go and refill them at 
the different agencies.



A Closer Look inside Lesson 1
This first page in the Lesson 1 book will have 
multiple spots for any program to enter their 
information.

We have found this to be a good place to explain 
our programs and promote other programs as 
well.

The following pages in the book contain a math 
section, RLA section, science section, social 
studies section, and a writing section.  These 
problems/passages are meant to be completed 
by the prospective students and returned.



A Closer Look inside Lesson 1 Continued
The registration page is filled 
out by the student and answers 
from the sections are placed on 
that page.  The back cover of 
the Lesson 1 booklet is 
designed for students to fold 
and send back. 

We have a bulk rate for all of 
our Lesson 1 booklets and 
subsequent envelopes for 
correspondence.



How to begin a student in the HSE in the community program

This will be unique to each college’s intake process, but consider using this “not as 
managed enrollment”

● Lesson booklet 1 is received by the HSE in the community instructor, the 
instructor will mail back to the student a welcome letter and the orientation 
information a student needs to enter the program. For example, the instructor will 
send a welcome letter and a number to contact to schedule orientation to take an 
NRS approved test and complete paperwork. Since each program enrolls 
students differently this will need to be addressed within your program.

     OR
● A program could have students that are already identified as not being able to 

attend class or can’t meet online requirements, these students could be 
transferred to this particular class.  
We have several students transfer to this particular class during the summer 
months when school is out.



Works on ONE 
booklet of their 
choice first, and 

send the work back 
to the instructor

Student

Sends both lesson 2 
booklets(math and 
the accompanying 

booklet focusing on 
one or more of the 

following: 
RLA/SS/SCI)

Instructor

Will record time, 
grade, etc,  Student 

will work on the 
second book of the 

lesson set.

Instructor

Sends back the 
second book in the 

lesson set to be 
graded and works on 
the newly received 

material.

Student

This process continues throughout 
the program,  so that the student 
always has work to be working on 
while other lessons 
booklets/supplemental materials  
are being reviewed by the 
instructor.

 

Once a student is enrolled through, the 
college’s process this is how the program 
may look.

These are the envelopes 
we use to exchange 
work between student 
and instructor.



Math Lesson Example 



Science Lesson Example



RLA Lesson Example



Social Study Lesson Example



Documenting Time for FTE and Communication

Each of the lesson books 
has been calculated to 
represent 8 hours of 

attendance. 

If a student is struggling with a 
concept reviewed in one of the 
lesson books the instructor 
should send supplemental 
materials for the student to do 
and return, along with the 
corrected booklet so that a 
student can work on reviewing 
notes from the instructor and  
work from the booklet.

Remember to document 
time that a student may 

come in to complete 
practice test. 

If a student is struggling with a 
concept reviewed in one of the 
lesson books the instructor 
should send supplemental 
materials for the student to do  
and return, along with the 
corrected booklet so that a 
student can work on reviewing 
notes from the instructor and 
work from the booklet

Remember to document any 
face to face time that the 
HSE instructor has with the 
student.  Such as time during 
testing sessions, or face to 
face tutoring.

Every time a student returns work the HSE instructor 
needs to date the work and envelope when it was 

received, and log that time into their college’s 
attendance system. 

Our instructor will make a daily attendance sheet and 
place any hours students earn by receiving materials 

the student has returned.



Documenting Time for FTE and Communication continued...

Having a database to record the following:

Dates of material 
received and sent

(making copies of 
materials sent to avoid 

excuses of “it was lost in 
the mail or I didn’t 

receive it”)

Email exchanges 
between instructor and 

student

Keeping a list of 
phone calls made 
with notes entered 

about the phone call. 
It helps to record 

date, length of time, 
reason for call.

Just because this is a 
mail in program you 
will spend more time 

corresponding by 
phone and face to face 

meetings, probably 
more  then you may 

think.  

Giving encouragement to 
students to submit work 

and keeping 
communication going is 
vital to this program. We 
use Remind App to help 

with communication.



Addressing WIOA and NRS Progress Testing

WIOA Testing

When our HSE in the 
Community instructor 
speaks with students, 

especially during face to 
face tutoring she will 

review career goals and 
objectives with the 

student.

After each speaker we 
send a summary of 

that speakers 
information as 

another way to help 
reach our distance 

students.

To address incorporation of 
WIOA considerations, we 
invite all of our distance 

learners to our WIOA 
Weekly series.  We have 
scheduled speakers, at 

various times to try to reach 
all of our students. Students are made aware 

that even though this 
program is for students 

who can not attend 
traditional classes, they 

will have to come to 
campus to test, for 
progress testing or 

official testing.

During the course of the 
weeks the HSE instructor 

will assign lessons for that 
student to work on out of the 

workbook. Students write 
their answers on paper and 

not in the book itself. 

When a student is 
enrolled in the HSE 

program the instructor 
will give that student 

progress testing 
material for the students 

level.



Tips to think about to begin this program
● Who is going to distribute the books and check-in within these locations to fill them back 

up? How often will you check in to refill? Attaching that person’s card to the holder is 
good so that an agency can contact that person directly to get more.

● Having a dedicated phone number to the HSE instructor so that students can leave 
messages and be able to have conferences by phone with the instructor.

● Who will be the best to be the instructor for this program.  Having someone with good 
administration skills is vital in this role.

● Who will handle getting the books printed and budgeting for the cost of printing 
materials, envelopes, postage, etc.? 
At Alamance Community College we have a postage code that is printed on the back of 
lesson 1 so that students can mail it in at no charge. We provide prepaid postage 
envelopes when sending work to students so that they can easily return the work once 
they are enrolled in our program.

● At times you may have students that are not being successful in the program which will 
lead them to recognize the need for a traditional class option.



 Contact Information:
              

Jennifer Mock  jennifer.mock@alamancecc.edu   336-506-4375
        Doreen Tuck     doreen.tuck@alamancecc.edu       336-506-4308

Q&A
All Lessons, answer key, and implementation guide is an PDF format and 
can be shared with participants.
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