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Introduction 

You have taken a very important decision which is 

converting your training materials to an electronic format and 

utilizing blended learning in the delivery of the content. A 

successful online or hybrid course should incorporate teaching 

strategies that enhance learner-learner interactions, learner-

content interactions and learner-instructor interactions (Dashew & Lee, 2011). This guide will 

help you in planning and preparing your materials for electronic delivery. In addition, the guide 

will explain your role as a distance educator, and provide best practices in enhancing student 

engagement through the effective use of various communication strategies.  

Communication 

In hybrid courses, the trainer and the learners are separated by 

time and location for part of the training up to 79% could be delivered 

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

Hybrid teaching is not just about transferring part of the training 

course online, but involves creating online activities that engage 

students and complement the face-to-face activities (University of 

Wisconsin Milwaukie, 2012). For the electronic components, you will 

need to plan for interactivity rather than delivery (Sands, 2002). Putting 

the information on the Web will not guarantee that the students will 

learn and engage with the content (Sands, 2002).  

Tips 

Manage your 
time effectively 

 
Create a 

communication 
plan to manage 
due dates and 

activities 

(TeacherStream 
LLC., 2012) 
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As a trainer, you will need to develop activities and tasks to engage students; this could 

be by placing them in conversations with each other and introduce simple assignments that 

require summary and analysis for these activities (Sands, 2002). 

Effective communication is key to the success of the hybrid training. There are many 

tools, strategies and activities that you could use to enhance students’ interactions with you, 

with other learners and with content. 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).  Further, in the distance learning environment you will need to maintain constant 

contact with the learners and you must participate in all synchronous and asynchronous 

discussions (Laureate Education Inc., n.d.). Figure 1 introduces the communication strategies 

that you could use to maintain the students’ engagement throughout the learning process 

using both synchronous and asynchronous strategies. 

Synchronous Environments 

 

 

Short Duration 
Lecture 

Help facilitate 
instructional 

situations 

Technology Tools: 
• Streaming media 
•Videos 

Small and Large 
Group Activities 

Use audio and video 
components to 

facilitate hand-on 
and discussions 

Technology Tools: 
•Chat  
•Online quizzes and self 

assessment surveys 
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Asynchronous Environments 

 

Pre-planning Strategies 

To start planning for teaching the online components of the training course you will 

need a detailed plan that keeps you organized and focused on the task (Laureate Education Inc., 

n.d.). Once completed, this plan will be the course syllabus which will help learners to learn on 

their own and guide them through the course components, expectations and requirements 

(Laureate Education Inc., n.d.).  

In the planning process, it is recommended that you work closely with an instructional 

designer who can help you in building the course, choosing tasks related to your course 

objectives, and propose various delivery methods that support the objectives and the learners 

(Laureate Education Inc., n.d.). An instructional designer (ID) could recommend the use of the 

ADDIE model (Analysis – Design – Development – Implementation – Evaluation) to plan and 

Collaboration 

 Student assume 
responsibility for 

their learning 

 Technology Tools: 
•Blogs 
•Wikis 

Problem-Based 
Learning 

 Encourage active 
learning and 

improve students’ 
engagement 

 Technology Tools: 
•Interactive modules or 

games 

Student-Led 
Discussion 

 Create sense of 
community 

 Promote student 
engagement 

 Technology Tools: 
•Discussion Boards 
•Forums 
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develop your training. As a subject matter expert, you could provide the ID with 

recommendation on the teaching methods and activity that you normal use in class (Laureate 

Education Inc., n.d.). The ID will ask you questions and recommended instructional strategies 

that you could adapt in training for both the face-to-face and online components.   

Begin planning your training by first, listing clear, manageable, 

and meaningful objectives; second, determining which components will 

be facilitated online and which ones will be in class (University of 

Wisconsin Milwaukie, 2012). A crucial consideration is that you will 

need to integrate the face-to-face activities with the web-based 

activities to avoid creating two separate courses (University of 

Wisconsin Milwaukie, 2012). During the planning process, you have to 

consider the learner, the content, the technology strategies and the 

learning environment (Simonson et al, 2012). Appendix A provides you 

with a list of consideration and issues that you will need to address in 

the pre-planning phase. Additionally, it serves as check list that covers 

the reasons and tools that you may want to plan for its use throughout 

the course. 

Choosing the right content for the distance learning environment 

Once you have a clear picture about the objectives and the learners’ analysis, you will 

need to determine which components of your training should be delivered at a distance which 

will remain in class. However, Hybrid teaching is not just a matter of transferring parts of your 

training materials to the Web; instead it involves developing engaging and challenging distance 

Tips 

Organize the 
Content 

Unit 

Module 

Topic = 1 Learning 
Outcome 

 

(Simonson et al., 
2012) 
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learning activities that supplement your face-to-face activities (University of Wisconsin 

Milwaukie, 2012). Watson (2008) stated “blended learning should be approached not merely as 

a temporal construct, but rather as a fundamental redesign of the instructional model” (p. 5).  

Figure 2 explains the necessary steps that you should follow when deciding a delivery method. 

 

Figure 2: Selecting a delivery method, based on Dr. Piskurich’s recommendations (Laureate 
Education Inc., n.d.) 

 

After selecting the appropriate delivery method for your web-based component, you 

will need to select proper technology tools. Listed below is a list of best practices that you may 

want to consider when converting the materials to web delivery: 

• Avoid putting all the course content from the face-to-face- course onto the web 

• Ensure the course is organized with clear requirements 

• Use announcement to keep the learners constantly informed 

• Choose activities to enable student to achieve the course outcomes 

Clear and 
defined 

objectives 

Learner 
analysis 

Select  a 
delivery 
prefered  
method 

(Synchrnouns - 
Asynchrnous) 

Apply project 
constraints 

Select the 
method that 
accomodate 

all the 
constraints 
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• Assess applications, analysis and evaluation not just knowledge 

• Engage the learners by utilizing the Web through research, collaboration and 

communication 

• Apply adult learning concepts for the nontraditional learners enrolled in your training 

• Consider using various course readings to replace or complement text books 

• Provide training for your learners on how to use the web based component  

(Simonson et al., 2012). 

 Finally, you will need to select assessment tools that could be used for the face-to-face 

class and for the Web-based components. You could use a combination of formative and 

summative evaluation tools (Simonson et al., 2012); in addition, you could utilize the use of self 

assessment and peer assessment tools (TeachStream LLC., 2010). “With planning, almost any 

technique for assessment possible in a regular classroom is also possible for distance learners” 

(Simonson et al., 2012, p. 269).  

Some of assessment strategies that you could use are: 

• Online tests and quizzes 

• Graded discussion boards (using asynchronous tools) 

• Oral Exams (using Synchronous tools) 

• Portfolios 

• Problem-based activities and games 

• Rubrics 

(Simonson et al., 2012) 

Tips 

Sample 
Assessment 

Tools 

• One Minute Papers 
• Graphic Organizers 
• Concept Maps 
• Checklists/Rubrics 
• Reflective Journals 

 

(TeacherStream 
LLC., 2010, P. 7) 
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Appendix B provides a checklist on consideration for assessment strategies. 

Your Role 

Teaching in distance learning environments requires a shift towards student-centered 

learning from instructor-centered or lecture-centered approaches (Simonson et al., 2012). 

Furthermore, your role will shift from lecturer role to a facilitator or a coach role; the content 

changes from just text books to customized materials, and from considering credit hours to 

performance standards.  

Same as face-to-face instruction, in distance learning you will need also to engage and 

be present; you could use same methods and strategies to facilities distance learning (laureate 

Education Inc., n.d.). The following list presents best practices that you should consider as your 

role changes from in-class trainer to a facilitator of learning in both environments: 

• Use many activities and application, they are the heart of distance learning 

• Avoid using PowerPoint slides as it could disconnect learners from the learning 

environment 

• Breakdown your talk to smaller sections (10 minutes each) and incorporate 

questions and answers 

• Emphasize activities rather than content 

(Laureate Education Inc., n.d.) 

 

 

 

Go Back to Table of Contents 
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Appendix A 

Pre-Planning: Issues and considerations in planning for distance training courses adopted from 
Simonson et al. (2012) 

 
The Learner 

Get to know the learner Tools: Conduct surveys 
• The number of learners and number of 

sites 
To ensure effective 
interactive environments and 
plan for overcoming 
separation. 

• Technology Available at each site To prepare for interactive 
learning 

• Age range and background  This will affect the level of 
interactions 

The Learners’ general ability Tools: Pretest and examine 
portfolios 

• Cognitive abilities How student relate to the 
content 

• Pre-request knowledge and skills How student interact with 
information 

• Learning styles To know how well they will 
function throughout the 
training and how they 
approach learning 

• General Knowledge and ability To develop various materials 
that could reach all learners 

Learner’s potential for interaction Tools: Threaded discussions 
• Engagement in social environments Provide time for reflection 

and promote interaction 
Understand learner characteristics Tools: Ask questions prior to 

the first class meeting 
• What are students’ culture, 

backgrounds, age, interest and 
education? 

 

• What is the level of familiarity with 
instructional methods and technology 
tools? 

• How will the students apply the 
knowledge learned and in what 
sequence? 

• How to divide the class into smaller 
groups if possible? 
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 Help learners understand the context  
• Orienting context Explain to the learners why 

they are taking the course 
• Instructional context List schedules, locations and 

deadlines 
• Transfer context Explain how the learners will 

apply the new knowledge 

The  
Content 

Essential Content • It will help you in 
determining the value of 
the information inside the 
training course 

• Will help you in reducing 
excess information and 
replacing it with 
interactive methods 

• The nature of content 
• The sequence of content 
• Constraints (Scope, Time and Budget) 
• Structure 
• Alternative means to deliver 

information 

• Goals and objective Include in syllabus, course 
outline and handouts 

Teaching  
Strategies and 
Media Selection 

Explain your teaching philosophy Tool: Use feedback forms to 
determine expectations 
 

• Media Selection  The objectives will assist in 
the selection of the medium. 
Example: Using Course 
Management System (CMS)  

• Visualizing information Text, color selection, and 
copyright 

Learning 
Environment 

For the distance learning component of 
your training 

 

• Technology Consider time shift 
Chose the right tool for the 
medium  
Be prepared with alternative 
solutions if technology fails 

• Resources Materials in hand 
Access to library resources 

 

Go Back to Table of Contents 
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Appendix B 

Assessment Strategies for Blended Modules – The list is adopted from the checklist by Julius 
(2004)  

Considerations for Assessment Strategies 

 Aligned to course outcomes 

 Clear timeline for submission, grading, and return of assignments 

 Use multiple assessments, including formative and summative evaluations 

(Examples: projects, quizzes, team work, etc.) 

 Provide specific and clear assessment measures are prior to assignments 

Feedback to Students 

 Include activities to support self-assessment and/or peer feedback 

 Provide channels for timely and constructive feedback  

 Monitor the learners’ progress through the course 
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