
Converting to a Distance Learning Format Guide 

Pre-planning: What should a designer consider before converting a program? 

What technology do the learners have access to?  Will learners complete the distance learning from 

home or at work?  Do all sites have access to the same technology tools and software?   

If you can answers to these questions you will know what learning tools and activities you should 

consider (Simonson, Smaldino, Albright, Zvacek, 2012).  

Who are the learners that will participate in the program?  

Knowing the number of students, the timeframe for completion, and the frequency that the training 

may need to be updated is necessary to build an efficient design (Simonson, Smaldino, Albright, Zvacek, 

2012). 

Should the distance side of this hybrid course be synchronous or asynchronous?   

Just-in-time-learning refers to distance learning modules that are available to learners when they need 

it, including new employees who may need to complete past modules or trainings (Simonson, Smaldino, 

Albright, Zvacek, 2012).  In a training department, an asynchronous style would be appropriate for this 

reason.   

Enhancements through distance learning 

If communication lacked in the face to face setting, using an asynchronous discussion board with clear 

minimum participation expectations can emphasize its importance (Laureate Education, Inc., 2014).   

A distance setting can require participation from all learners, the conversation cannot be dominated by 

one student, and learners have time to prepare their responses (Simonson, Smaldino, Albright, Zvacek, 

2012). 

What content could be delivered more efficiently through the distance side of this hybrid program?   

Some content will align with available distance tools better than other content, you should have 

activities and applications in mind that will make the selected content come alive (Laureate Education, 

Inc., 2014).   

Role of the trainer/facilitator 

You should use technology that you are familiar with, as the trainer/facilitator of the blended course you 

will be the first person learners will turn to for help understanding any technology that is new to them 

(Laureate Education, Inc., 2014). 

Discussions in an asynchronous distance learning environment can take longer to develop than a face to 

face class (Durrington, Berryhill, and Swafford, 2006).  You should plan the in class portion based on the 

time needed for the online discussions to develop. 

In the online discussion you are responsible for demonstrating and promoting a respectful environment, 

you should encourage debate and critical thinking (Durrington, Berryhill, and Swafford, 2006). 



Encouraging communication online 

You should give examples of appropriate and acceptable discussion posts, you will need to interact with 

the learners, offer feedback, and help guide the discussion (Simonson, Smaldino, Albright, Zvacek, 2012).  

Learners need to know that you care about their contributions and are engaged in the discussion 

process (Laureate Education, Inc., 2014).   

The discussion prompts should include options that allow learners to relate the topic to their own 

experience or a theoretical example.  Discussions can be broken into groups to make them more 

personal and accommodate a large class or different topics (Durrington, Berryhill, and Swafford, 2006). 
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