
Hybrid Courses
Guidelines and Best Practices
Draft – April 3, 2006

A Hybrid Course is a course combining traditional classroom activities with online learning so that time spent in the classroom is reduced but not eliminated. Hybrid courses have traditional class sessions, but some classroom hours are replaced by online interactions, assignments and projects. The ratio of classroom activities and online interactions in hybrid courses may vary, but the expectation is that each credit will require approximately 33 hours of student involvement during the quarter, including class time, homework, research projects, studying for exams, online work in hybrid courses, or other out-of-class activities. Hybrid sections of a course are coded with ‘HYB’ in the term schedule and technical requirements for class participation are clearly explained in notes in the schedule. 

These guidelines apply only to the online portion of the hybrid and represent “best practices” for online learning as supported by psychological and educational research. It is assumed that faculty will continue to use sound pedagogical methods in the face-to-face portion. It is highly recommended that the online portion of a hybrid course use an approved learning management system, such as Moodle.  It is expected that content and standards will not be compromised in converting a face-to-face class to a hybrid. It is also expected that regular interaction with the instructor will occur (i.e. it is not acceptable for an instructor to simply put a static lesson plan on the web and suggest that students email her if they have any questions).
I. COURSE OVERVIEW AND INTRODUCTION

	Specific Review Standards:
	Points
	Annotation: What’s the idea?

	I.1
Navigational instructions make the organization of the course easy to understand. 
	3
	A useful idea is a “Read Me First” or “Start Here” button or icon on the course home page, linking students to start-up information. 
Examples: 

· A course “tour”

· Clear statements about how to get started in the course

· A “Scavenger hunt” assignment that leads students through an exploration of the different areas of the course areas



	I.2
A statement introduces the student to the course, the learning structure and clarifies the relationship between the face-to-face and online components.
	3
	Specific instructions are given that indicate the requirements for participation in both the online and face-to-face portions of the course.  The introductory information clearly states when and where students should participate each week, and a structured set of topics and schedule is provided for online and face-to-face components.   

These features are often found in the course syllabus.

Look for some or all of the following:

· The course schedule (self-paced, following a set calendar, etc.)

· Types of activities the student will be required to complete (written assignments, online self-tests, participation in the discussion forum, group work, etc.)

· Course calendar with assignment and test due dates

· Preferred mode of communication with the instructor (email, discussion forum, etc.)

· Preferred mode of communication with other students

· Testing procedures (online, proctored, etc.)

· Procedure for submission of electronic assignments 



	I.3
Netiquette expectations with regard to discussions forums and email communication are clearly stated.
	2
	Expectations of student conduct are clearly stated.

Examples:

· Rules of conduct for participating in the discussion forum 

· Rules of conduct for email and instant messaging of other students

· “Speaking style” requirements, (e.g. use of correct English required as opposed to net acronyms)

· Spelling and grammar expectations, if any

· The instructor provides a link or reference for the school’s student handbook/code of conduct.

	I.4
The self-introduction by the instructor is available online.
	1
	The self-introduction helps students get to know the instructor.  It may include:

· Information on teaching philosophy

· Academic background, specializations, research interests or publications

· Past experiences with teaching online classes

· Personal information such as hobbies, etc.

· A photograph

· Contact information and office hours, if not prominent elsewhere in the course



	I.5
Students are requested to introduce themselves to the class online.


	1
	Instructors may ask students to answer specific questions, such as:

· why they are taking the course

· what concerns they have

· what they expect to learn

Instructors may provide an example of an introduction and/or start the process by introducing themselves. This can be done in Moodle by having students edit their profile and add a picture to it and/or by posting to a welcome forum.



	I.6
The course instructions contain a clear description of the technical support offered.
	1
	Technical support includes information about such topics as how to log in, how to use the software, and how to upload files.

Instructors will note that all Lane students who pay the Technology Fee have access to open computer labs and the Student Help Desk (SheD), and may provide appropriate:

· web link(s)

· email address(es)

· phone number(s)

· hours of operation




II.   RESOURCES AND MATERIALS 
	Specific Review Standards:
	Points
	Annotation: What’s the idea?

	II.1
The instructional materials support the stated learning objectives. 
	3
	Instruction should provide meaningful content in a variety of ways.  Examples include:

· the textbook

· outlines or lecture notes

· PowerPoint presentations

· instructor-created web pages or links to external websites

· audio, video or multimedia presentations



	II.2
The purpose of the course content, instructional methods, technologies, and course materials is evident. 
	2


	For example, a course may be richly garnished with external links to Internet resources, but it is not clear whether those resources are for background information, additional personal enrichment, or required for an assignment.

Examples:

· Links to external web sites indicate the purpose of the links or are completely self-evident.

· The functions of animated games or exercises are clearly explained or are completely self-evident.



	II.3
All resources and materials used in the course are appropriately cited.


	1
	Materials created by the instructor and those borrowed from other sources, including publisher provided materials, are distinctly identified. Applicable copyright laws and fair use guidelines are observed.




III. LEARNING OBJECTIVES, ASSESSMENT AND MEASUREMENT

	Specific Review Standards:
	Points
	Annotation: What’s the idea?

	III.1
The types of assessments selected measure the stated learning objectives and are consistent with course activities and resources.


	3
	Assessments, learning objectives, and learning activities align in a clear and direct way.  The assessment formats provide a reasonable way to measure the stated learning objectives. 


Example of inconsistency:  

· The objective is to be able to “write a persuasive essay” but the assessment is a multiple choice test.  

Examples of objective/assessment alignment: 

· A problem analysis evaluates critical thinking skills

· Multiple choice quiz tests vocabulary knowledge

· A composition assesses writing skills



	III.2 
The grading policy is transparent and easy to understand. 


	3
	A list of all activities, tests, etc. which will affect the students’ grade is included at the beginning of the course.  



	III.3 
Assessment and measurement strategies provide feedback to the student.
	3
	Students learn more effectively if they receive frequent, meaningful, and rapid feedback.  This feedback may come from the instructor directly, from assignments and assessments that have feedback built into them, or even from other students. 
Examples: 

· Instructor participation in a discussion assignment

· Writing assignments that require submission of a draft for instructor comment and suggestions for improvement

· Self-mastery tests and quizzes which include informative feedback with each answer choice

· Practice quizzes

· Games, simulations, and other interactive exercises

· Practice written assignments

· Peer reviewed assignments



	III.4
The types of assessments selected and the methods used for submitting assessments are appropriate.
	2
	Assessments make use of the technologies and security typically found in an online classroom.

Examples that are appropriate:

· Post to a forum/discussion forum Delete extra ‘forum’

· Submission of text or media files by uploading 

· Exams given in a proctored testing center

· Quizzes with time limitations, printing disabled, and other security measures

· Multiple assessments should be used which enable the instructor to become familiar with individual students’ work and which discourage cheating




IV. LEARNER INTERACTION 

	Specific Review Standards:
	Points
	Annotation: What’s the idea?

	IV.1
The learning activities promote the achievement of stated objectives and learning outcomes.


	3
	Learning activities are varied and may include:

· class discussions in an online forum

· practice quizzes

· tests

· essays or papers

· group exercises, projects or competitions

· the creation of an online portfolio of work

· case study analysis

· role playing

	IV.2
Learning activities foster instructor-student, content-student, and if appropriate to this course, student-student interaction. 
	3
	The hybrid component of a course should include interaction between the instructor and the students and between the students and the content. The degree and type of student-to-student interaction may vary with the discipline and the level of the course. 

Examples of learning activities that foster the following types of interaction:

· Instructor – student:  Self-introduction; discussion postings and responses; feedback on project assignments; evidence of one-to-one e-mail or instant message communication, etc.

· Student – content:  Essays, term papers, group projects, etc. based on readings, videos, and other course content; self-assessment exercises; group work products, etc.

· Student – student:  Self-introduction exercise; group discussion postings; group projects; peer critiques, etc. 



	IV.3
Clear standards are set for instructor response and availability.


	3
	Information clearly indicates instructor response time for key events and interactions, including e-mail turnaround time, time required for grade postings, discussion postings, etc.  Standards also include instructor availability, including e-mail response time, degree of participation in discussions, and availability via other media (phone, in-person) if applicable.  

This standard does not prescribe what that response time and availability ought to be.



	IV.4
The requirements for course interaction are clearly stated. 
	2
	For example, students required to participate in discussions are told how many times each week they must contribute original comments, how many times they must post responses to other’s comments, what the quality of the comments must be, how the comments will be evaluated, what grade credit they can expect for various levels of performance, and whether the interaction is required or optional.



	IV.5 
The course design prompts the instructor to be present, active, and engaged with the students.


	2
	Students know that the instructor is approachable and will regularly interact with them. Opportunities for interaction will vary with the discipline of the course.

Examples:  

· An actively used and well organized instructor-facilitated discussion forum

· Optional “electronic office hours” provided in the chat room or chat sessions on selected topics, archived/edited and posted as a FAQ for other students

· An invitation for the class to email the instructor with individual concerns

· Current announcements, either in a forum, via email or instant messaging.




V. COURSE TECHNOLOGY 

	Specific Review Standards:
	Points
	Annotation: What’s the idea?

	V.1
The tools and media support the learning objectives of the course.


	3
	Tools and media used in the course support related learning objectives, and are integrated with texts and lesson assignments.  



	V.2
The tools and media enhance student interactivity and guide the student to become a more active learner.
	2
	Tools and media used in the course help students actively engage in the learning process, rather than passively “absorbing” information.  

Examples:  

· Automated ‘self-check’ exercises requiring student response

· Animations, simulations, and games which require student input

· Software that tracks student interaction and progress

· Use of discussion forums



	V.3
Software required for this course are either provided or easily downloadable.
	2
	This includes browser plug-ins such as those required to play flash media or view particular kinds files, such as Acrobat Reader, Microsoft Word or Excel. Some courses may require special software packages. Clear instructions tell students how to obtain needed plug-ins or software and any associated costs. Students are directed to the SHeD (Student Help Desk) for additional assistance.



	V.4
The tools and media are compatible with existing standards of delivery modes.
	1
	Course tools, media, and delivery modes meet current standards for widespread use.

For example, if most students have access to DVD players or use streaming media, use of those delivery modes in an online class meets this standard.



	V.5
Course technologies are sufficiently current.
	1
	Examples: 

· Using compressed files to reduce file downloading time

· Using universal formats such as html files or PDF files




VI. ACCESSIBILITY
	Specific Review Standards:
	Points
	Annotation: What’s the idea?

	VI.1
The course acknowledges the importance of ADA requirements. 


	3
	Lane’s ADA statement must appear in all syllabi for all courses.



	VI.2
Web pages and course materials provide equivalent alternatives to auditory and visual content.


	1
	Alternative means of access to course information are provided for the vision or hearing impaired student, such as, equivalent textual representations of images, audio, animations, and video in the course website on an as-needed basis.  

Examples:  

· A text transcript of an audio lecture can be made available

· Video clip, image, or animation can be accompanied by text transcript



	VI.3
Web pages have links that are self-describing and meaningful.


	1
	Instructors provide links to Internet content that includes useful descriptions of what students will find at those sites.  These descriptions enable the vision impaired student to use screen reader software to understand links.

Examples:

· All file names and web hyperlinks have meaningful names.  For instance, the link to take a quiz should say “Take Quiz 1”, not “click here”

· Icons used as links should also have an accompanying text link and/or alternative text tags.



	VI.4
The course demonstrates sensitivity to readability issues.


	1
	The course employs appropriate font, color, and spacing to facilitate readability and minimize distractions for the student.

Examples:

· Formatting such as bold or italics in addition to color coding text

· Formatting and color coding serve instructional purposes. For example, format and color are used purposefully to communicate key points, group like items and emphasize relevant relationships, etc.




Your course meets these guidelines if you:

Answered ‘Yes’ to all 3-point Essential Standards: (11 x 3 = 33 points)

· I.1, I.2,

· II.1

· III.1, III.2, III.3

· IV.1, IV.2, IV.3

· V.1

· VI.1

AND

42 points or more (= 75%)

48 points or more (= 85%)

out of 56 points total

The purpose of the scoring system is for the individual faculty member to be aware of the best practices for hybrid courses and plan accordingly. If your course does not meet these requirements, it is suggested that you make needed improvements, perhaps with the consultation of your faculty webmasters, the SheD or the IT Department. You might also want to have a colleague score your proposed hybrid for a more objective opinion.

These guidelines are NOT intended as a tool for faculty evaluation, performance review or the grounds of any disciplinary action. Their primary purpose is to help faculty to meet a level of excellence which will best serve students. However, division managers, in consultation with contracted faculty, may use these guidelines as a tool to make curriculum and scheduling decisions about hybrids in their disciplines.

The foregoing was adapted from a Quality Matters Hybrid Rubric Draft. Quality Matters was a grant project awarded to Maryland Online and is sponsored in part by the Fund for the Improvement of Postsecondary Education (FIPSE), U.S. Department of Education. For more information go to http://www.qualitymatters.org/.

1


2


