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Transitioning your Face-to-Face Course to a Distance Learning Course 

Welcome to your four step guide to turning face-to-face instruction into a distance 

learning course.  The four steps are structured in a modified ADDIE model that will guide you 

through all the elements needed for a successful conversion. You will start with analyzing your 

existing course and move through the process to daily evaluation, as the facilitator to the course.  

Be aware that setbacks you experience with the different steps are fairly normal.  Dr. George 

Piskurich, organizational learning and performance specialist, stated that the right technology 

and delivery is important to online learning (Laureate Education, n.d.b).  If you are using the 

wrong tool to accomplish the task, start over at that step, or a previous one, until the activity and 

learning objectives work for you.  Be aware, if you intend to hold a blended learning 

environment some training may not be suitable for an online space.  Piskurich recommends that 

if the course is better implemented in a face-to-face environment, continue to use that format 

(Laureate Education, n.d.b). 

 

To use this guide effectively, take note of the worksheet located in the appendix and use 

it while you work on converting your face-to-face presentations to an online format. 
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 Step 1: Asses your current face-to-face course 

Evaluate your learning objectives 

To begin, take a look at the learning objectives for your current training.  According to 

Morrison, Ross, Kalman, and Kemp (2013), there are two groups that your objectives fall under: 

information recall or intellectual activity.  It is important to identify what actions you take, with 

your learners to decide on the best format and style of learning.  Some learning objectives may 

require face-to-face instruction/evaluation while others will work great in an online environment.  

There are six levels of learning objectives that range from general knowledge absorption to full 

evaluation skills of the information learned (Bloom, Englehart, Furst, Hill, & Krathwohl, 1956).  

Take a look at the list below and match up your learning objectives with the different levels of 

evaluation (Table 1). 

Levels Action Verbs Activity Transferrable 

Knowledge Define, List, Select, Match Multiple Choice, Matching Yes 

Comprehension Explain, Describe, Contrast Short Answer, Essay Yes 

Application Illustrate, Sketch, Experiment Physical activity Probably not 

Analysis Analyze, Categorize, 

Prioritize 

Order list, Essay Yes 

Synthesis Develop, Reconstruct, 

Assemble 

Live demonstration Probably not 

Evaluation Assess, Judge, Predict Essay Yes 

 

Table 1. Cognitive domain actions suitable for distance learning.  Adapted from the “Bloom’s 

taxonomy of cognitive objectives,” by Morrison, G. R., Ross, S. M., Kalman, H. K., & Kemp, J. 

E. (2013). Designing effective instruction (7th ed.). Hoboken, NJ: John Wiley & Sons, Inc. 
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Determine your pitfalls 

Most likely, you are currently evaluating your face to face classes for effectiveness and 

satisfaction.  When transferring to a blended learning course, it is important that you resolve 

these concerns.  As you have learned, some activities translate properly, while others will need to 

stay as face-to-face training.  In Table 2, collect data using Kirkpatrick’s level one and level two 

evaluations.  Use this data to reformulate your course into a better distance learning experience. 

Evaluation 

Level 

Explanation 

Level 1 What did your learners like and dislike about your training?  What were 

their reactions to various activities? 

Level 2 What are the learner’s skills, attitudes and knowledge after the course?  

Were the participants able to successfully achieve the objectives? 

 

Table 2. Levels of Evaluation. Adapted from the five steps of evaluation in distance learning by 

Simonson, M., Smaldino, S., & Zvacek, S. (2015). In Teaching and learning at a distance: 

Foundations of distance education. Charlotte, NC: Information Age Publishing, Inc. 

 

 Step 2: Choose the best format for your distance learning course 

Select a theory 

How do you want your students to learn?  According to Keegan (1996), deciding on how 

your structure the course brings clarity on how much you will need to do, as the instructor, and 

how much the participants must do themselves (as cited in Simonson et al., 2015).  Michael 

Moore summarized these thoughts by hypothesizing that the more distance is between the learner 

and the instructor, the more independence is needed (as cited in Simonson et al., 2015). Below is 

a table of different frameworks ranging from total independence to complete interaction.  Decide 

for each course which theory will meet your learning objectives best. 

Theory Description 

Charles Wedemeyer’s Theory of Independent 

Study 

Learners are working entirely without 

assistance.  Courses include a wide variety of 
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media options and allow them to take the 

course at their own pace.  

Malcolm Knowles’ Theory of Andragogy Learners are interested in filling the gaps of 

their knowledge by working with others in a 

self-directed environment.  The online culture 

promotes respect and dignity. Courses are 

structured from general topics to specific 

facts. 

Desmond Keegan’s Equivalency Theory Training is modeled after exact classroom 

activities.  While the activities cannot be 

replicated in an online environment, identical 

experiences must be available. 

Börje Holmberg’s Theory of Interaction and 

Communication 

Learners learn through interaction 

experiences between the instructor and the 

fellow students. 

 

Table 3. Continuum of opposite instructional theories.  Adapted from Simonson, M., Smaldino, 

S., & Zvacek, S. (2015). In Teaching and learning at a distance: Foundations of distance 

education. Charlotte, NC: Information Age Publishing, Inc. 

Decide on a technology 

There are many tools available to deliver content to your students.  Formats range from 

complete paper training to two-way audio and video from your computer.  Now that you have 

assessed that your course’s learning objectives can be part of a distance learning course and you 

have chosen how the learner interacts with the facilitator and their peers, it is time to choose a 

technology to boost your communication.  Use Table 4 to determine what technology tools you 

will use. 

Style of 

Interaction 

Description Media Format Needed 

Correspondence 

Course 

Complete autonomy of the learner.  No 

interaction with professor or fellow students 

PDF, Physical Books, Static 

Wiki Content 

Non-interactive 

Media 

Audio or video files that allow the instructor 

one-way communication to their learners.   

MP3, DVD 

Limited 

Interactive 

Media 

Participants may interact with each other 

and the instructor using phone, video, chat 

forums, or discussion boards.  In limited 

interaction environments, it is possible to 

take a passive role. 

Video Conference Software, 

Telephone, Message 

Boards, Chat Forums, e-

learning Software 
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Full Interactive 

Media 

Participants must use multiple senses to 

complete training and take part in their 

learning experience.   

e-learning software, Video 

Conference Software 

 

Table 4. Styles of learner Interaction.  Adapted from Simonson, M., Smaldino, S., & Zvacek, S. 

(2015). In Teaching and learning at a distance: Foundations of distance education. Charlotte, 

NC: Information Age Publishing, Inc. 

 

 Step 3: Storyboard Your Distance Learning 

Choose a workflow 

Designing the work process for your students is critical.  Will they have to complete 

every lesson in a specific order or can they pick and choose what they order they complete the 

sections?  There are four models of course design for you to choose from: linear-designed, 

branched designed, hypercontent-designed, and learner-directed (Smaldino et al., 2015).  View 

Image 1 below and design your own style for your distance learning courses. 

 

Image 1. The four structures of online course design.  Adapted from Simonson, M., Smaldino, 

S., & Zvacek, S. (2015). In Teaching and learning at a distance: Foundations of distance 

education. Charlotte, NC: Information Age Publishing, Inc. 
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Building an experience  

As described by Allen (2003), building learner-centric courses provides a better 

experience than just posting content online.  What does this mean?  As an instructional designer, 

the material should be presented in such a manner that promotes discovery and learning that is 

initiated by the student.  Approximate real-life activities, whenever possible, and build in 

interactive elements that motivate and stimulate participants (Allen, 2003).  Piskurich noted that 

any activity should give learners room to explore and find their own path (Laureate Education, 

n.d.b).  Reevaluate your learning objective to ensure they are challenging but able to be 

accomplished (Ormrod, Schunk, & Gredler, 2009).   

 Step 4: Plan a Communication Strategy 

Laying the groundwork 

One of the most important aspects of creating a distance learning course is your 

communication plan (Laureate Education, n.d.a).  When students are beginning your course, you 

should make sure you have an entire framework of the course for them (Simonson et. al., 2015).  

Let them know everything ahead of time so they can plan and schedule their time appropriately. 

What you should include: 

 

 Syllabus 

 Calendar 

 Technology Requirements 

 Facilitator Contact Information 

 Grading Scale and Academic Honesty Policy 

 

Staying Connected 

In a distance learning course, your role will change from instructor to facilitator.  Be 

prepared to become more of a communication appreciator. What this means is, you should be 
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available to answer questions but also pose new ones to show interest in your student’s journey.  

Gorksy and Blau (2009) discussed that positive questioning to students, in an online forum, can 

lead to increased performance and motivation.  Take interest in their work and help guide them 

to achieve their goals.  Every week you should summarize the learning that has taken place and 

help provide a vision of the week ahead (Simonson et al., 2015).  Your students will see you as 

someone who is taking the course along with them and communicate with them as a fellow 

student.   

Conclusion 

 

Now it is your turn.  Use the concepts in the past four steps and select the course you 

wish to convert.  Fill in the answers for each question in the appendix section to determine your 

best course of action.  
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Appendix 

Face-to-face training conversion worksheet 

Step 1: Asses your current face-to-face course 

Are your evaluations from this course acceptable?  Do you need to re-tool your learning 

objectives? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

What are your learning objectives for this course? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 Step 2: Choose the best format for your distance learning course 

What theories will best describe how your students will interact with this course? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 What technology mediums best suit your training? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Step 3: Storyboard Your Distance Learning 

What workflow do you think will work best for this distance learning course? 

______________________________________________________________________________ 

______________________________________________________________________________ 
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______________________________________________________________________________ 

What kind of activities do you plan on using to have learners practice their new skills? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Step 4: Plan a Communication Strategy 

Are you planning on any special documentation to showcase the course structure and plan? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 What is your plan do communicate with your learners through the program? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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