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According to Allen and Seaman (2013), a blended/hybrid course “blends online and face-to-face 

delivery” which utilizes online discussions and have a limited number of face-to-face sessions. 

Before any course materials or learning activities can be redesigned, the instructor or trainer 

must have a clear understanding of this format and also what new roles and responsibilities the 

instructor has and the role that technology plays in the process.  Online activities, such as 

discussions and learning experiences that utilize audio, video and graphics, are used to 

supplement face-to-face sessions (Simonson, Smaldino, Albright, & Zvacek, 2012).    

In blended/hybrid learning formats, the roles of the instructor change to that of a facilitator.  The 

facilitators provide access to resources to help guide the learners, encourage them to seek out 

additional resources and also prompt them to become active participant in their own learning 

experience.   

This guide will discuss the: 

 Communication 

 Role of the Facilitator 

 Preplanning Strategies 

 Enhancing Program Elements Using the Distance Learning Format 

 Assessments 

 

 



 

Effective communication is key to the success of the hybrid courses. It is your job as the 

facilitator to research and find the tools and strategies that can be used to enhance the learner’s 

interactions both with you and with the other learners.  For the synchronous environment, you 

will need to use variety of teaching strategies to keep the learners active, while for asynchronous 

environment you will need to use strategies that promote interaction and keep students engaged 

(Simonson et al., 2012).  Constant contact and participation with the learners in the discussion 

activities helps to establish guidelines for the minimum amount of contributions and allows 

learners to expand on their initial postings by asking questions.  This element helps to create a 

supportive environment within the forum and increases interaction and collaboration with fellow 

learners.   

   

HELPFUL TIPS 

• Setting aside specific times to read and respond to the board.  

• Preempting questions by making regular announcements and providing news and 

information relevant to the students and the course in an Announcements section on 

the discussion board. 

• Developing an FAQ’s (frequently asked questions) section on the discussion board 

(which you update throughout the term as you receive individual questions of 

relevance to other participants). 

• Being prepared to spend some time during the first week helping students access 

and navigate the board. (Don’t expect all students to be successfully reading and 

participating in the first week of the term.)  

• Setting limits and being explicit with students as to your availability. (“I read and 

respond to the board five out of seven days a week, usually taking off Friday and 

Saturday,” for instance.) 

• Discouraging students from emailing you when they could be posting their 

questions to the whole group. Encourage participants to use the board to share 

knowledge when they have it and ask for what they need. 



 

It is very important for the facilitator to understand their new role and their responsibilities 

before embarking on designing this course.  Designing a blended/hybrid course requires both 

additional time and strong technology skills in order for it to be effective.  Aycock, Garnham,  

and Kaleta (2002) noted “hybrid instructors should allow six months lead time for course 

development”.  

Within the learning process, the facilitator’s role is to help guide the learner.  They cannot 

control the course like in a face-to-face environment and have to be prepared to give up some 

control within the blended/hybrid environment.  For example, the facilitator cannot control the 

“class time” of the online component of the blended/hybrid course as learners have the flexibility 

to determine when, where, and how often to participate as learners do not need to rely solely on 

the facilitator to provide knowledge or information (O’Neil, 2006).   

The course’s essential content must be defined by the instructional designer. When defining 

“what is essential?” it is important for the instructional designer to identify concepts, knowledge, 

specific skills and the follow-up and application assignments (Simonson, Smaldino, Albright & 

Zvacek, 2012, p. 157).  

The types of learners and general characteristics of the students participating in the course should 

be identified.  This will help the facilitator have a better understanding of the students learning 

styles and also their usable technologies.   

In asynchronous discussion boards, the facilitator’s role is to create well designed discussion 

topics and provide the learners with clear guidelines on how to respond to them. These topics 

should be chosen strategically to generate high student interactivity.  Discussion boards should 

be monitored and the facilitators should communicate with all the learners by posting once for 

every four to five student postings.  Input from the facilitator keeps the discussion on track and 

move it forward so that learners feel supported.  A successful learning system is composed a 

learning environment where student interact with one another and are able to produce the 

learning outcome. It is only with careful planning for this type of environment that student 

learning is achieved (Simonson, Smaldino, Albright, & Zvacek, 2012).  

 

 

 

 



 

 

Converting a class for blended/hybrid delivery is not as simple as “transferring course handouts 

and selected discussion topics” to an online format, it also requires a very thorough review of the 

course design and objectives (Simonson, et al., 2012, p.134). The first steps in the preplanning 

stage is to review course objectives, learn activities, and restructure the course to see how it can 

be divided between face-to-face instruction and the online component.  Some other elements that 

should be considered as part of the redesign include: 

 Accountability – When will discussions and class work be due?  How can you ensure that 

the students complete the assignments and actually engage in the non-face-to-face portion 

of the course? 

 Relationship – Are the face-to-face and online portions of the course dependent on each 

other?  What if students complete one and not the other?  Will they still succeed? 

 Integration – Can the students see how the two portions of the course are integrated with 

each other? 

Simonson, et al. (2012) recommended focusing on “selecting instructional strategies that engage 

all learners in active learning…the emphasis on keeping learning engaged in learning ensures 

that learners will be in tune with the class” (p. 159).  Simonson, et al. (2012) further noted 

“varying the presentation of materials to match different learning styles (e.g., animation, text, 

verbal descriptions, visual messages) can also ensure the greatest potential for reaching all 

learners” (p.155).    

Guides or rubrics on student expectations is important.  The more information the learners have 

about what is expected of them in the assignments, the fewer problems they will encounter 

throughout the course.   

Technology tools used in blended/hybrid courses include, but are not limited to, recorded 

lectures, discussions, multimedia presentations, assessments, etc. Technology is also utilized in 

hybrid courses to facilitate submission of assignments, completion of assessments, conducting 

research, and collaboration on group activities, etc.  (EDUCAUSE Learning Initiative, 2009, p. 

2).   

 

 

 

 

 



 

When converting course material into a blended learning format it is important that the activities 

and assignments are productive learning experiences (Simonson, Smaldino, Albright, & Zvacek, 

2012). Because most distance learners are adults, the online learning communities typically have 

higher levels of motivation and participation compared to face-to-face courses.  “The instructor 

needs to focus on selecting instructional strategies that engage all the learners in active learning” 

(Simonson, Smaldino, Albright & Zvacek, 2012). This could include a variety of interactive Web 

2.0 technologies such as blogs and wikis.  These technologies promote interaction, active 

learning and cooperation between the learners. 

Existing programs and materials can be enhanced and added to the distance learning online 

environment as long as copyrighted materials such as images, photos and videos are properly 

notated.  All instructional materials do not have to be re-developed as new resources.  

In synchronous learning environments, many of the instructional approaches used in a traditional 

classroom can be incorporated in the online learning environment.  Short lectures and group 

activities can in incorporated to help facilitate instruction.  Learners should not remain passive” 

(Simonson, Smaldino, Albright, & Zvacek, 2012). 

In asynchronous learning environments, it is our responsibility to find different ways to engage 

and facilitate the learner in the absence of the face-to-face environment.  “The challenge is to 

select methods of teaching that provides learners with enough interaction to keep them on task 

and encourage them to become more student-centered and explore their learning experiences. 

Strategies such as problem-based learning, collaboration, and student-led discussions work well 

in asynchronous settings” (Simonson, Smaldino, Albright, & Zvacek, 2012, p.189-190). 

 

 

 

 

 

 

 

 

 



 

“Assessment is defined as the process of measuring, documenting, and interpreting behaviors 

that demonstrate learning” (Simonson et al., 2012, p. 263).  Assessments are important to the 

distance learning environment because they provide feedback for both the learners and the 

instructors.  For the students, if they know how they are doing throughout the course, they can 

take on greater responsibility for their learning and also identify the important points within a 

course module.  For instructors, remediation can be planned for students who are struggling and 

the overall effectiveness of the course can be monitored.  Assessments can also help to point out 

design flaws within the course. 

There are several different assessment tools that can be used: 

 Objective/Subjective – “Subjective assessments are those that are designed to result in 

products quite similar from one student to the next, yet demand individual scrutiny to 

determine the learner’s progress and/or score.  In contrast, objective assessments measure 

the identical results type – do not require human intervention to determine whether 

students achieved mastery” (Simonson et al., 2012, p. 269)  

o Examples of Objective Assessments 

 Multiple choice tests 

 True/False tests 

 Machine scorable tests 

o Examples of Subjective Assessments 

 Research papers 

 Essay Tests 

 Projects 

 Concept Maps 

 Formative/Summative – “Formative assessments are those activities that lead to the 

refinement of the instruction itself” (Simonson et al., 2012, p. 271).  “Summative 

assessments are outcomes focused and emphasize the final results of a course or module” 

(Simonson et at., 2012, p. 272). 

o Examples of Formative Assessments  Have Students: 

 draw a concept map in class to represent their understanding of a topic 

 submit one or two sentences identifying the main point of a lecture 

 turn in a research proposal for early feedback 

o Examples of Summative Assessments 

 ACT Test 

 GRE Test 

 CRCT 
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