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As an Essentials Online Course Facilitator, you are expected to:

· Participate fully in the Essentials Online Course for Master Teacher candidates

· Conduct Essentials Online training(s) consistent with program curriculum and goals
· Reflect clearly the program intent and philosophy when responding to Participant Teacher (PT) questions and concerns
· Model deep understanding of Essentials Online Course content for PTs
· Address questions about course content posed by PTs (For technical or other questions, contact the ITA.)
· Facilitate the online course experience for PTs 
· Plan for a minimum of six to eight hours of online facilitation per week during online portions of the course

· Set online office hours to respond to PT inquiries

· Respond to PT concerns in a timely manner by checking messages and e-mail daily (48 hours maximum)
· Complete all tasks listed in Manage Training
· Review work and monitor progress of PTs

· Provide feedback for PTs and work with them to assess themselves and each other 
· Reflect a friendly, positive tone in responses; use course assessments to guide your feedback
· Assist in evaluation and follow-up reporting
Managing Time
Facilitating the online portion of the course requires a minimum of six to eight hours each week. Of course, the time required depends on your participants’ motivation for completing the activities in a timely manner. The more you need to prod, help, or teach participants to share work, provide feedback, or participate appropriately in online interactions, the more time facilitation may require.

Creating a Collaborative Environment

You can establish a collaborative environment from the beginning in a few simple ways:

· Post an announcement for participants to read as they enter the online course in which you welcome them and emphasize the collaborative nature of the work ahead

· Set up an online buddy system, in which pairs of participants communicate throughout the course to help keep each other on track

· If possible, offer face-to-face work time in computer labs during the first portion of the course to establish a collegial environment, and support those who may feel uneasy when starting the online activities
Receiving Support
	Contact
	Responsibilities

	Intel Teach Affiliate (ITA)
	· Enrollment:

· Registration

· Passwords

· Curricular resource shipments

· Technical issues

· Program management

· Master Teacher certification:

· Access to own participant training course
· Recruitment

	Local Education Agency (LEA)
	· Verification of training location

· Verification of curricular resources


Discuss with your colleagues any questions or concerns you have about your responsibilities.

When you are ready, proceed to Consider a Hybrid Model. [insert link]
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Definitions
Take a moment to read through the definitions of online learning.
Definitions of Online Learning
	What is online learning?

	Online learning encompasses any learning experience or environment that relies on the Internet as the primary delivery mode of communication and presentation. Online learning offers the flexibility of asynchronous interaction, meaning that communication with the teacher or course participants does not have to occur at the same time or in the same place.


	What is hybrid online learning?
	Hybrid online learning integrates e-learning techniques (delivery of content through Web pages, online interactions, and e-mail) with face-to-face delivery methods (hands-on activities, lectures, or small group discussions). The ratio of online and traditional teaching methods varies. Generally, a significant portion of the learning activities are online, and time traditionally spent in face-to-face training is reduced but not eliminated. The benefit of a hybrid over a fully online course is the opportunity to build community and a level of trust among course participants during the face-to-face components. This promotes active interaction with colleagues during online components. A synonym for hybrid online learning is blended online learning.


Visit the following resources for additional perspectives on online learning:
· Ten Advantages of Online Courses* [insert link to - http://www.montgomerycollege.edu/departments/studevgt/onlinsts/advant.htm - open in new window]

· Advantages and Disadvantages of Online Learning* [insert link to -http://www.comminit.com/strategicthinking/st2003/thinking-93.html - open in new window]
Understanding the Essentials Online Course
The Intel® Teach Essentials Online Course consists of two days of face-to-face training covering the first few modules. The remaining modules are completed in the online environment. Complete the following steps to more fully understand the Essentials Online Course.

Review the following chart, which will help you understand the hybrid nature of Essentials Online.
[insert image file “Essentials_Online_Hybrid_Model.gif”]
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Using the definitions in the Definitions of Online Learning table you reviewed above and your knowledge of hybrid online learning, think about how you, as a facilitator, can take advantage of the benefits and meet the challenges of online learning. Use the table in your Notebook [insert link NotebookURL
#S1A2] to record your thoughts.
When finished, share your thoughts on this topic in a class discussion.
When you are ready, proceed to Reflect on Role. [insert link]
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Brainstorm with the group about all you do to establish a supportive learning community in a traditional training. How will you create a similar effect in an online environment? If desired, take notes in your Notebook [insert link NotebookURL
#S1A3] as you discuss this question with your colleagues.

Visit the following links to access additional resources on effective facilitation of online learning:
· What Makes a Successful Online Facilitator?* [insert link to - www.ion.uillinois.edu/resources/tutorials/pedagogy/instructorProfile.asp - open in new window]
· e-Learning Center* [insert link to - www.e-learningcentre.co.uk/eclipse/Resources/facilitating.htm - open in new window]
Reflecting on My Role as an Online Facilitator
Online facilitators need to consider four major traits—Organizational, Educational, Social, and Technical. As a facilitator, you likely have strengths in many of these areas. However, you might want to improve or refine some areas. Review the table in your Notebook, [insert link NotebookURL
#S1A3] which lists the elements of a facilitator’s role in an online course environment. Identify your strengths in two areas and identify goals for improvement in at least one area.
Share your thoughts about your role as an online facilitator with a partner.

When you are ready, proceed to Section 2: Exploring Communication. [insert link]
back to top
[Page Name: S2: Exploring Communication]

[Page Name to Show in Course Menu: S2: Exploring Communication]

[Block: Content, no Border]

[Supertitle:] Learning to Facilitate
[Title:] Section 2: Exploring Methods of Effective Online Communication
[Subtitle:] Overview
[Block: Facilitator Corner]
[Block Title: leave blank]
[Minutes:] 90
[Display Picture: NO]

 [Page Name: S2: A1: Benefits and Challenges 
[Page Name to Show in Course Menu: A1: Benefits and Challenges 
[Block: Content, no Border]

[Supertitle:] Learning to Facilitate
[Title:] Section 2: Exploring Methods of Effective Online Communication
[Subtitle:] Activity 1: Considering Benefits and Challenges 
[Block: Facilitator Corner]
[Block Title: leave blank]
[Minutes: leave blank]

[Display Picture: No]

[Block: Content, no Border]
1. Read the Guidelines for Online Interactions [insert link and open in new window - http://download.intel.com/education/Common/en/Resources/EO/Resources/About_This_Course/Guidelines_for_Online_Interactions.doc] (DOC, 2 pages).
2. Think about two online interactions in which you participated:

· Discussion about your initial unit ideas during the Orientation
· Pedagogical Practice about meeting standards in a student-centered classroom
3. Think about how online interactions are different from face-to-face discussions. What are the benefits and challenges of online interactions? Record your thoughts in your Notebook.[insert link NotebookURL
#S2A1]
4. Some challenges can be eliminated with effective facilitation. With a partner, discuss some of the challenges of online interactions, and then identify how an effective facilitator might help overcome the challenges. Be prepared to share your ideas with the class.
When you are ready, proceed to Provide Feedback. [insert link]
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Giving Constructive Feedback

As a facilitator, your thoughtful feedback is vital to participants’ success. Participants will value your feedback and will use it to improve their unit materials. At times, you may have difficulty finding the strengths in your participants’ work or thinking of specific suggestions for improvement. This is when a rubric can be very helpful. You may use the higher scale descriptors (for example, the descriptors used in the 4 or 3 columns) of a rubric to indicate strengths, and the lower scale descriptors (such as the descriptors in the 2 or 1 columns) to offer specific suggestions for improvements.

Work with a partner to complete the following steps:

1. Review the sample student support posts [link to document - http://download.intel.com/education/common/en/resources/eo/facilitation_resources/ Sample_Student_Support_Posts.doc] (DOC; 1 page) found in Facilitation tab > Facilitation Guide > Section 7.
2. Use the descriptors on the Student Support Rubric [link to document - http://download.intel.com/education/common/en/resources/eo/facilitation_resources/ student_support_rubric.doc] (DOC; 1 page) found in Facilitation tab > Facilitation Guide > Section 7 to compose constructive feedback on two or three documents and posts.
Note: The Constructive Feedback [link to document - http://download.intel.com/education/common/en/resources/eo/facilitation_resources/ constructive_feedback.doc] (DOC; 1 page) document found in Facilitation tab > Facilitation Guide > Section 7 provides additional suggestions on how to give appropriate feedback to participants.
3. You can use the chart in your Notebook [insert link NotebookURL
#S2A2] to take notes about strengths and areas for improvement. Then, use your notes to help compose your response.
4. Individually, create a response that includes your feedback to one sample student support document and accompanying post.

5. With a different partner, take turns sharing your practice feedback.
6. Provide feedback on your colleague’s response using the Student Support Rubric [link to rubric] (DOC; 1 page) as a guide. You may also find the Constructive Feedback [link to document] (DOC; 1 page) document helpful.
7. If desired, take notes on areas to improve as you listen to feedback from your colleague.
When you are ready, proceed to Promote Feedback. [insert link]
back to top
[Page Name: S2: A3: Promote Feedback]

[Page Name to Show in Course Menu: A3: Promote Feedback]

[Block: Content, no Border]

[Supertitle:] Learning to Facilitate
[Title:] Section 2: Exploring Methods of Effective Online Communication
[Subtitle:] Activity 3: Promoting Constructive Feedback
[Block: Facilitator Corner]
[Block Title: leave blank]
[Minutes: leave blank]

[Display Picture: No]

[Block: Content, no Border]

The sample responses in the Facilitating Critical Feedback table in your Notebook [insert link to NotebookURL
#S2A3] show comments from a sample Pair and Share discussion in which participants share feedback on student samples and assessments with their partners.
Consider the following questions:
· Do you need to send a message to the participant who authored the comments and provide suggestions for improving the feedback quality?
· How would you re-write the examples to role-model effective feedback? 
Discuss your feedback examples with the whole group and use your Notebook [insert link NotebookURL
#S2A3] to jot ideas for promoting constructive feedback in your participant training.
This concludes the activities in the Learning to Facilitate section. Return here when you conduct your own participant training to review the ideas you noted during the activities.

























































In this activity, you practice promoting constructive feedback for your participants. Role-modeling effective feedback as a facilitator helps participants develop:





High-quality materials


Feedback skills so they can effectively respond to both their colleagues’ and their students’ needs





Facilitators model effective feedback as they participate in the online interactions such as commenting on blogs and giving feedback during Pair and Share at the Sharing tab. The online interactions allow you to “listen” to participants. You will want to take full advantage of all communication tools.





When you review participant feedback in the Sharing tab or blogs, observe the value and impact of the interaction. If a partner’s feedback is inappropriate, carefully mitigate the suggestions in your feedback. If necessary, delete a participant’s feedback.





In this activity, you focus on providing constructive feedback. First, you practice writing feedback to participants using the language of a rubric. Then, you share your writing with colleagues and peer review your colleagues’ feedback.





Facilitating effective online communication can be challenging. At the same time, online interactions can offer many advantages, such as allowing participants to reflect deeply and compose ideas prior to expressing them. Online interactions such as discussions and feedback also offer a voice to learners who may not be as quick to join in verbally as other participants.





In this activity, you read about online interactions and then think about the benefits and challenges in effective online communications. 





Two key skills of an online facilitator are to promote quality online interactions in the course environment and to provide and promote constructive feedback. Active engagement in critical thinking serves as the core of any learning community, and the Intel® Teach Essentials Online Course emphasizes online interactions to engage participants in thinking critically.





In this section, you complete three activities:





Activity 1: Considering Benefits and Challenges asks you to think about the advantages and disadvantages of online interactions and how you might overcome those challenges. 





Activity 2: Providing Constructive Feedback allows you to practice giving written feedback to participants and providing a peer review of colleagues’ feedback.





Activity 3: Promoting Constructive Feedback asks you to practice promoting constructive feedback for your participants.





When you are ready, proceed to Benefits and Challenges. [insert link]





Considering What Makes a Good Facilitator





Your role as an online facilitator is vital. In the same way you create an effective learning community in your traditional training environment, you must create a community in your online course environment. One benefit of the hybrid online training model is that you can establish a learning community during the face-to-face portion of the training. During the online portion, you sustain the community through electronic communications and features, such as your profile, announcements, wiki, course blog entries, online collaborative Web site, and messages.





As a facilitator in a hybrid online training model, you might receive questions from your participants about the advantages and challenges of completing a course using this format. In this activity, you examine some advantages and challenges of online learning and review the hybrid online training model. You may also want to explore the additional online learning resources. You then participate in a discussion to share your thoughts and insights.





As a facilitator for the Intel® Teach Essentials Online Course, you must understand your roles and responsibilities when preparing for and conducting your own participant training. Read the following list of responsibilities and note any questions you have in the Notebook. [link NotebookURL�#S1A1] You will have an opportunity to discuss any questions or concerns with your colleagues at the end of the activity.





Online professional development offers professional growth and another way to provide leadership for your busy colleagues in more flexible formats. In this section, you complete three activities:





Activity 1: Understanding My Responsibilities outlines your roles and responsibilities as a Master Teacher and online facilitator.





Activity 2: Considering a Hybrid Online Training Model asks you to examine some advantages and challenges of online learning and the hybrid online training model.





Activity 3: Reflecting on My Role as a Facilitator allows you to reflect on the roles of traditional and online facilitators.





When you are ready, proceed to Understand Responsibilities. [insert link]





Welcome to Learning to Facilitate! What an exciting world for teacher leaders interested in online professional development—a new delivery method that offers both opportunities and challenges. This section prepares you to facilitate the Intel® Teach Essentials Online Course. The activities in this section are completed during the face-to-face training. Return to this section to access tips and important resources that can help you successfully train your participants. 


	


Activities in Learning to Facilitate use online Notebook [insert link notebook URL] spaces that prompt your thinking. If you choose to take notes in the online Notebook, your writing is saved and can be downloaded and printed. If you would like to print the Notebook and hand write your notes on paper, the Notebook (Microsoft Word* [link to http://download.intel.com/education/common/en/resources/EO/facilitation_resources/LearningtoFacilitate.doc] (DOC; 7 pages) | PDF (PDF; 7 pages)) [link to document- 


� HYPERLINK "http://download.intel.com/education/common/en/resources/EO/facilitation_resources/Learning_to_Facilitate_Notebook.pdf" ��http://download.intel.com/education/common/en/resources/EO/facilitation_resources/Learning_to_Facilitate_Notebook.pdf�] is also located in the Facilitation Guide, Section 7 Facilitation Resources. 








During our face-to-face time, you complete two sections:





Section 1: Considering My Roles and Responsibilities offers a review of what is expected of you as a facilitator in the Essentials Online Course.





Section 2: Exploring Methods of Effective Online Communication provides activities for facilitating online interactions and providing feedback to your participants.





When you are ready, proceed to Section 1: Considering My Role. [insert link]
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