
Guide to Converting to 

Distance Education  

Introduction 

While it is possible to convert face-to-face trainings into courses that can be taught 

exclusively online or in a blended format, it is not easy. Many instructors/trainers may 

mistakenly believe that you can just copy and paste materials used in the classroom 

into a course management system or CMS. Unfortunately, doing that will result in a 

poor imitation of the face-to-face course (Morrison, D, 2013). Before you get started, 

you need to address the following questions: 

How can I enhance learners’ experiences in a distance learning 

format? 

Distance training, if designed correctly,  offers several advantages over face-to-face 

training.  The reality is that we all have different preferences as to how we learn 

(Dirksen, 2012). In face-to-face training the learners share the experience, whatever 

they may be.  This is a one-size-fits-all approach.  In online training, instructional 

activities can be offered using different approaches.  Learners who like to read about 

things can do that, while learners who prefer to hear about those same things can do 

that.  In addition, the various activities can reinforce each other, so learners who need 

more instruction can access text, graphics, podcasts, animations, and videos. Finally, 

learning occurs at an individual pace.  While 30 minutes for a lesson may be just right 

for some, for others it can be too long or too short. 

How will my role change when the face-to-face course is 

converted to distance education? 

Online sections of trainings are often moderated by facilitators. You may find yourself 

facilitating or training other facilitators.  In either case, you need to know what a 

facilitator does. Here is a list of duties that may and may not be required of a 

facilitator in online training (Piskurich, 2006): 

 

 

 

 

 

 

Required Not Required 

Provide leadership Provide Content  

Clarify content Lecture 

Facilitate online discussions 

Provide feedback to assignments 

 



Pre-Planning Activities 

 

The Delivery Approach 

Once you have determined that you will offer blended training to meet your 

organization’s training needs, you need to decide which online delivery approach is 

best. Here are some differences between asynchronous and synchronous online 

delivery (Piskurich, 2006). 

The Timing of the Training 

This includes the length of time between the start of the course development and the 

implementation and the length of the actual course, including weeks and hours per 

week. 

You need to assume that for every hour of online training offered, it will take you 7 to 

15 hours of design and development work (Piskurich, 2006).  So if you decide your 

course will take 4 weeks with 10 hours of work per week online, for a total of 40 

hours, you must schedule 70 to 150 hours of preparation into the project timeline. 

The more materials you have to create, the longer it will take.  This will also affect the 

costs involved as instructional designers typically earn$85 to $100 per hour. 

 

The System Requirements for Providing Online Learning 

Before you can begin the design of your online course, you must assess whether your 

organization has the ability to offer this training on a server and whether the trainees 

will have access to the equipment and internet access they need to participate.  You 

will want to talk to your organizations IT department to determine this. 

 

The Division of Online and Face-to-Face Activities 

Blended classrooms are assumed to have at least 25% and no more than 80% of the 

course content presented online (.  

Asynchronous Synchronous 

Adaptive to learner performance, timing, 

and lifestyle needs 

Provides more structure, but is less 

adaptive to individual needs and 

performance 

Enables consistent delivery of training at 

or away from the work site 

Can be scheduled at the same time during 

the work week 

Interaction is possible, but there is a time 

lapse between posts and response 

Allows for more interaction with 

opportunities for immediate responses 



Using ADDIE 

To successfully design an online or blended course, you need to follow a structured 

design model.  The most popular of these is the ADDIE model, which consists of 5 

stages of course conversion or creation: Analysis, Design. Development, 

Implementation, and Evaluation (Morrison, Ross, Kalman, & Kemp, 2013) .  Each 

phase requires specific steps.  Though initially, the model is clockwise, beginning with 

the Analysis and ending with the Evaluation, it is possible to move back and forth 

between stages, as indicated by the arrows.  Further, it is advisable to use the 

Evaluation to modify the original design at any of the previous stages. 



Use this Step-by-Step Guide to Convert Your Course  

Analysis 

Resources 

Needs Analysis 

http://

www.slideshare.net/

zulhamidi/training-needs-

analysis-53448103 

Task Analysis 

Part 1 

https://

www.youtube.com/watch?

v=vC_6Mcqzjkc 

Part 2 

https://

www.youtube.com/watch?

v=JK3xRQ4qAJQ 

ROI 

https://

www.youtube.com/watch?

v=HFPgi7syeTw  

1. You should first complete an analysis of the 

following: 
 Organizational Needs 

 Learner Needs 
 Performance Needs (Gaps analysis) 

2. Conduct a task analysis to determine what needs 

to be learned and in what sequence.  Start by 

reviewing the topics; next identify the tasks 

associated with the topics; then determine the 

procedures that need to be followed to complete the 

task. You should have performance objectives 

associated with each procedure, just be sure they 

are measurable.  

3. Meet with the organizational leaders and share 

information with them on costs and ROI to ensure 

you have the finds needed to complete the 

conversion.  

Design 

Resources 

Instructional Plan 

http://

www.learningsolutionsmag.

com/articles/188/lesson-

planning-the-missing-link-

in-e-learning-course-design 

Strategies 

http://

elearningindustry.com/top-

5-performance-

management-online-

training-strategies 

1. Create an instructional plan based on your pre-

planning analyses.  

2. Determine what materials are needed based on 

the current training content that will enhance the 

trainees learning experience while meeting the 

established procedural objectives.  

3. Use various strategies in presenting the content, 

such as discussions, demonstrations, readings, and 

lectures.  

4. Be sure to match the strategy to the type of 

learning required.  Teaching a skill usually requires 

demonstrations, whereas teaching knowledge does 

not, though a demonstration could be used.  
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Design Resources 

continued… 

Learning Media 

http://www.nwlink.com/

~donclark/hrd/media.html 

Techniques 

https://

www.youtube.com/watch?

v=-ic4BQXXN6s 

http://

www.educause.edu/ero/

article/screencasting-

engage-learning  

Assessments 

https://

www.youtube.com/watch?

v=TibnESb7xbM 

5. Determine appropriate media to use for those 

strategies.  Discussions require an online discussion 
board, wikis, or blogs; demonstrations work best 

with videos or animation; and informational podcasts 
or videos can replace readings and lectures.  

6. Use the following techniques to activate and 

motivate the learners: 

 Grab their attention using graphics, text, and 

audio 
 Use stories and scenarios they can relate to 

 Provide a sense of urgency 
 Connect with their emotions 

 Surprise them 

7. Design assessment strategies based on the type 

of material taught and the learning or procedural 

objectives.  In a blended course, the assessments 

can be completed during face-to-face interactions.  

8. If needed or desired, create a new syllabus based 

on the new objectives, content, strategies, and 

assessments.  Do not try to use the syllabus from 

the face-to-face course after converting to an online 

or blended course.  

1. Develop the instructional materials you 

determined would best enhance the learners 

experience during the design phase.  

Develop 

Resources 

Materials 

http://

managementhelp.org/

training/systematic/

developing-training-

materials.htm#types 

CMS 

http://

elearningindustry.com/6-

tips-choose-best-learning-

management-system 

2. Select an appropriate CMS to use based on costs, 

ease of use, flexibility, and quality.  

3. Upload the materials into the CMS, taking care to 

make it easy for your trainees to navigate.  

4. Be sure to provide copyright for any materials 

included in the course that you did not create.  
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Implement 

Resources 

Orientation Assistance: 

https://

www.coursesites.com/

webapps/portal/

frameset.jsp?url=%

2Fwebapps%

2Fblackboard%2Fexecute%

2Flauncher%3Ftype%

3DCourse%26id%

3D_415524_1%26url%3D  

Instructor Guide: 

http://

www.slideshare.net/

TendaiSigauke/facilitator-

guide-for-a-business-

administration-session 

1. Be sure to provide assistance to learners who 

have never experienced an online or blended course.  
You may want to provide an orientation, either online 

or in a face-to-face session, to show trainees how to 
navigate the CMS and use all the materials, 

strategies, and media.  

2. Create an instructor guide for other trainers to use 

in association with the course.  

Evaluate 

Resources 

Beta Testing: 

https://

www.youtube.com/watch?

v=WvACAl-JWyo 

ROI: 

https://

www.youtube.com/watch?

v=xfGUnYyQYL4 

https://

www.youtube.com/watch?

v=HFPgi7syeTw  

1. Before inviting trainees to participate, conduct a 

beta test with a sample of trainees to see if there are 

issues that need to be addressed before the full roll-

out.  Better for you to address issues before, and not 

after, full implementation to limit the frustrations of 

the learners with the course.  

2. Continue to evaluate the course through learner 

evaluations, measurement of learner performance 

outcomes. Consider any increase in productivity and 

other measures of ROI. You will want to demonstrate 

to the stakeholders that training works in a blended 

classroom so you can convert other trainings as well.  
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