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LEARNING EXTENSION CENTERS 
 
WHAT IS A LEARNING EXTENSION CENTER? 

Learning Extension Centers (LEC) are safe environments providing internet access for students to engage in 
their schoolwork. 
 
This document was created with the hope of equipping churches and organizations across our country with a 
roadmap for success in their own efforts to help meet the needs of students in their community. Like anything, it 
will need to be modified for your specific community, but our prayer is that it saves you critical time and adds 
value to your initiative. 
 
As a starting point, we suggest, each organization follow a simple formula: ASK, ALIGN, ACT. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
As you determine what your LEC will look like, here are some tips to help you find a model that works for you! 
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MODEL 
 
WHAT IS YOUR CAPACITY? 
Capacity comes down to three key elements: facilities, schedule, and volunteers. 

§ FACILITY: Every individual within your facility needs 6 feet for social distancing. Identify which 
space(s) in your building will be committed to the LEC and divide the total square footage of that space 
by 36. This will give you the number of individuals who can occupy this space at one time. Your facility 
should also provide a safe secure area where outsiders (people not involved with the LEC will not have 
access. 

§ VOLUNTEERS: To ensure students have all the support they need, aim for a 1 TO 5 ratio of volunteers 
to students. If your facility is large enough for 30 individuals, you goal would then be 5 volunteers and 
25 students. 

§ SCHEDULE: Once you have decided how much space you can provide and the number of volunteers 
needed, then you can set the frequency of the schedule. If you have plenty of space and limited 
volunteers, choose fewer days a week. If you have limited space and plenty of volunteers, consider 
creating shifts within each day. For example, you could open the facility for 25 elementary students for 
a few hours of the day and 25 middle school and high school students at another time. 

 
WHAT IS YOUR SCHEDULE? 
Consistency is so crucial when it comes to your schedule. Students need to know they can rely on you! When 
creating your LEC’s schedule, clearly mark out: 

§ Days open for students 
§ Hours of operation 
§ Days and/or times for cleaning 
§ The start date 
§ The end date 

 
COVID-19 PROTOCOLS: 
Consult your insurance group and CDC guidelines to come up with a strategy for COVID-19 policies. It is 
important to ensure that cleaning and sanitization of the space(s) take place between each group of students. 
 
  



COLUMBUS DREAM CENTER _ 38 W GREENWOOD AVE. _ COLUMBUS, OHIO 

CENTER

 

 3 

WHAT ARE STAFF ROLES? 
A member of your church’s or organization’s staff should assume the role of the Site Leader, being the direct 
report for all volunteers. A detailed description of a Site Leader’s responsibilities is available at 
forcolumbusstudents.com  
 
HOW WILL ANY DISCIPLINARY ISSUES BE HANDLED IN LEARNING EXTENSION CENTERS? 
Families who sign up for the LEC will be advised as a part of the application and mandatory orientation session 
that disciplinary matters will be the grounds for immediate removal and suspension from the site. 
 
WHO SHOULD GO THROUGH AN ORIENTATION? 
It is recommended that you host two orientations: one for volunteers and a separate one for students. 
 
WHAT ARE VOLUNTEER ROLES? 

§ Meal Lead: Should your site decide to provide food, the meal lead will be responsible for preparing and 
serving the meal in a safe and orderly manner. 

§ Check-In Lead: The check-in lead will take attendance while also conducting COVID-19 checks at the 
door before entering the facility. 

§ Tutor Lead: The tutor lead will focus primarily on assisting students with their work. 
§ Tech Lead: The tech lead may also fill in one of the other volunteer roles but you will want to have 

someone on-site who is able to help with any technical issues. 
 
WHAT SHOULD WE FACTOR INTO THE BUDGET? 

§ Meals – Plenty of federal funding exists for meals. Check in your local area for a local foodbank or 
hunger alliance that can support your site.  

§ First Aid Kit 
§ Background Checks + Abuse Awareness Training 
§ Employed staff 
§ Tablets for each student (if not provided by the schools or parents) 
§ PPE 
§ Internet + filtering system 
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RESOURCES 
 
WHAT ARE HELPFUL VOLUNTEER + STUDENT ONBOARDING RESOURCES? 

Online Application and Sign-Ups: 
§ Airtable.com - creating application forms for both volunteers and students, free features 
§ Brushfire.com - creating events for open sign-ups, free features 
§ Churchcommunitybuilder.com - creating schedules and sending mail merges 
§ Planningcenter.com - all-inclusive site for registrations and schedules 

Background Checks:  
§ Protectmyministry.com 
§ Checkr.com 

Abuse Awareness Training: 
§ Ministrysafe.com 


