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PURPOSE OF THIS FACILITATOR’S GUIDE:  

 

The purpose of this guide is to prepare and assist facilitators when transitioning to a distance 

learning format from a face to face environment. “Distance education is a method of education in 

which the learner is physically separate from the teacher. It may be used on its own or in 

conjunction with other forms of education, including face to face. There are several aspects of 

distance learning that will need to be considered when transitioning to a distance learning 

format” (Simonson, Smaldino, & Zvacek, 2015, p. 34).   

This guide will provide a framework for the following aspects of Distance Learning to help you 

successfully transition your course: 

 Pre-planning Strategies 

 Enhancement through Distance Learning 

 The Role of the Facilitator 

 Online Communication 

 

PRE-PLANNING STRATEGIES: 

 

The term hybrid learning or blended learning is typically used to describe the practice of learning 

in a face to face environment in addition to an online environment. Whether you are developing 

a course yourself or with an instructional designer, it is important to determine strategies prior to 

getting started. “Just like other kinds of teaching, teaching at a distance requires planning and 

organizing. However, teaching at a distance, whether synchronous or asynchronous, requires that 



 
 

TRANSITIONING TO A DISTANCE LEARNING FORMAT  3 

 

greater emphasis be placed on the initial planning phase” (Simonson, Smaldino, & Zvacek, 2015, 

p. 127). Start by storyboarding. If you are not familiar with this process, start by referencing this 

blog. After that, consider the following Pre-instructional Strategies:  

Pre-test-Designed to heighten the student’s awareness of the content by giving cues to the key 

points.  

Objectives-Davies (1976) has suggested that objectives may even be superfluous with highly 

designed materials such as computer assisted instruction and other instructional design products. 

Overview- Overviews ate written at the same level of abstraction as the unit of instruction and 

simply serve to introduce the student to central themes.  

Advance Organizer-There are two styles of advance organizers- text and graphic. A text 

advance organizer is written at the higher level of abstraction and provides a conceptual 

framework to increase the meaningfulness of the content. This conceptual framework to increase 

the meaningfulness of the content. Graphic advance organizers are also referred to as concept 

maps and knowledge maps. These diagrams present ideas that link related ideas with connecting 

lines to express the relationships between ideas. 

 

ENHANCEMENT THROUGH DISTANCE LEARNING: 

 

Some teachers and trainers do little more than transfer course handouts and selected discussion 

topics to the CMS. The term shovelware has evolved to describe this practice: Shovel the course 

onto the the web and say you are teaching online, but don’t think about it much. Online activities 

http://blogs.articulate.com/word-of-mouth/elearning-storyboarding-101/


 
 

TRANSITIONING TO A DISTANCE LEARNING FORMAT  4 

 

for students should have specific pedagogical or course management purposes” (Simonson, 

Smaldino, & Zvacek, 2015, p. 114).  

A few fundamentals for online teaching as out lined by Simonson, Smaldino, & 

Zvacek (2015) is:  

-Organize the Course and make the organization and requirements clear to the 

students 

-Keep Students informed constantly 

-Think about Course Outcomes 

-Test Application, Not rote memory 

-Integrate the power of the web into the courses  

-Apply Adult learning principles  

-Extend course readings beyond the text (or to replace the text)  

-Train students to use the course website  

 

 

Image obtained from: http://teachologi.blogspot.com/2013/10/best-practices-guide-converting-to.html 

 

THE ROLE OF THE FACILITATOR: 

“The instructor is viewed as the facilitator of learning by guiding, rather than directing the 

students, thus modeling the student-centered approach (Smaldino et al.,2013 ).  

As a facilitator you are responsible for: 
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 Understanding and Navigating the Learning Management System 

 Knowing and Understanding the Syllabus and Lesson Plan 

 Guiding Students  

 Addressing Student Issues 

 Communicating with Students 

Knowing and understanding the LMS is a requirement of every facilitator. Familiarize yourself 

with the following aspects of the LMS prior to the start of your course: 

 

At the start of the course, it is imperative that you read the syllabus and review the lesson plan as 

changes may have occurred or may need to occur. Please review the material prior to the start of 

each module.  

As the facilitator, it is an expectation that you guide your students and address any student issues 

that may arise while they are in your course. To prevent issues, communicate your expectations 

as mentioned previously in the beginning of the course. Provide constructive feedback when 

 Posting of an announcement 

 Communicating individually as well as collectively through the course 

 Posting and Replying to the Discussion Board 

 Grading and Providing Feedback on an Assignment 
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grading assignments. Consider creating a rubric and making the rubric available to the students 

so they can understand how each assignment will be graded. 

ONLINE COMMUNICATION: 

Effective Communication is the key to success in an online environment. As a facilitator it is 

your responsibility to communicate your availability to your students. You should always 

communicate the preferred method of communication as well as your turn around time for a 

response.  Initiate the discussion forum and monitor student responses to ensure students remain 

on track and provide well researched postings. Address any improper postings and or 

misinformation, immediately. 

 

Image obtained from: http://www.racgp.org.au/digital-business-kit/online-learning/ 

SUMMARY 

You are encouraged to take notes throughout your course and share those notes with the 

instructional designer to help initial improvement of the course. You should also ask that your 

students complete anonymous evaluations to guide improvements as well. “Evaluation 

procedures are becoming of critical interest to trainers and teachers who are adopting distance 

education (Peak & Berge, 2006). As new distance education systems are being planned and 

implemented there is considerable concern that the time and effort required to move to distance 

http://www.racgp.org.au/digital-business-kit/online-learning/
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delivery of instruction produced a valuable educational experience, thus, evaluation is regularly a 

part of plans to move from traditional face to face instruction to distance education. 
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