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Scenario:  A training manager has been frustrated with the quality of communication among 

trainees in his face-to-face training sessions and wants to try something new. With his 

supervisor’s permission, the trainer plans to convert all current training modules to a blended 

learning format, which would provide trainees and trainers the opportunity to interact with each 

other and learn the material in both a face-to-face and online environment. In addition, he is 

considering putting all of his training materials on a server so that the trainees have access to 

resources and assignments at all times. 

What are some of the pre-planning strategies the trainer needs to consider before 

converting his program? 

            Converting a traditional face-to-face course to a distance learning format requires a fully 

thought out and systematic approach. This conversion requires that the instructions include the 

change in the role of face-to-face instructor to a, using technology as a means of delivering the 

instructions and facilitate effective communication. In the planning phase, “it would be an 

advantage for the instructor planning an online course the first time to consider working 3 to 5 

months in advance of the beginning date.  This will ensure that the materials will be planned and 

prepared in a timely fashion.  Another important issue when teaching online is that of 

establishing the communications framework.” (Simonson, M., Smaldino, S., & Zvacek, S. 

2015).   

When converting from face-to-face instructions to distance learning instructions, the trainer/ 

instructor may require additional training in order to effectively use the prescribed technology 

for the designed instructions. This also requires the trainer/instructor to know the learners and 

their learning styles. 
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The following are tips and best practice guide for converting a face-to-face to distance learning: 

In designing or converting any training material a great place to start is the ADDIE model. This 

provides a systematic approach to effectively design instructions. 

 

Getting to know your learners: It is very important that the trainer has a clear understanding of 

who the learners are. Having a clear idea of their background knowledge, culture and technology 

knowledge. This will help the trainer to prepare relevant objectives for the course and choose the 

appropriate technological tools to apply to course for effective delivery and meet the set 

objectives. 

Create appropriate objectives: It is important that the trainer/instructor define the appropriate 

course goal and objectives for the learners. As stated in the prior step this will aid in choosing the 

choice of technology tools. 
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What aspects of his original training program could be enhanced in the distance learning 

format? 

Converting from the current face-to-face instruction to distance learning will offer a complete 

overhaul of the original course. This will enhance all the manual inputs you as the 

instructor/trainer would have to make that is required by face-to-face instructions, such as 

monitoring attendance, participation and physical submission of assignments. Choosing a 

Learning Management System (LMS) such as canvas or Blackboard will help assignments, 

discussions, attendance, quizzes and exams all organized in one convenient place. “Most CMS 

offer components that structure the resources for natural delivery.  Built into these systems are 

such things as a course calendar, announcement area, assignment and discussion areas, student 

rosters, communications, and grade.”  (Simonson, M., Smaldino, S., & Zvacek, S. 2015) 

How will his role, as trainer, change in a distance learning environment? 

Dr. George Piskurich postulated that the method by which face-to-face and distance learning are 

facilitated remains consistent across both forms of learning environment. However, distance 

learning has more unique intricacies in order to facilitate effective communication and learning 

environment. 

The role will shift from being the main source initiating and dispensing information to the 

learners, to that of a facilitator guiding students learning.  Interaction is also a very important 

aspect of the role of the instructor in distance education, and one that changes in the online 

environment. Learning involves two types of interaction: interaction with content and interaction 

with other people. 
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The new task for the distance learning trainer/instructor is to arrange the learning environment in 

such a way as to provide situations in which students use their own knowledge to construct 

meaning to a particular problem. A learning environment is created in which students are active 

participants in the learning process (Sellers, 2001) 

What steps should the trainer take to encourage the trainees to communicate online?  

To encourage the trainees to communicate online the trainer/instructor should: 

• Create an inclusive discussion environment 

 

• Keep discussions constructive and positive – Create discussions so that they are 

functional and clarify each goal. 

 

• Encouraging participants – ask follow-up questions, encourage others to provide ideas, 

admit your own ignorance. 

 

• Provide constructive feedback – respond to learners point of views in a non-bias manner 

that will help to deepen thinking and expand knowledge. 

 

• Provide feedback in a timely manner – the trainer/instructor should respond to learners 

questions or concerns in a timely manner in order to quickly clarify misconceptions, so 

the teaching and learner process can continue. 
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