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Converting to a Distance Learning Environment 

Introduction 
Congratulations! You’ve decided to convert your existing course into a hybrid distance learning course. 

This guide will help you, step-by-step, ensure that you have completed all the necessary steps and given 

thoughtful consideration to every aspect of your course.  

By definition, a hybrid distance learning course is a blend of in-person and online learning, with 

anywhere from 30-79% of the course content being delivered online (Allen & Seaman, 2010). The online 

portion of the course may be synchronous, with all participants meeting at the same time, or 

asynchronous, with participants logging in to complete their coursework according to their own 

schedules and needs.  

Pre-planning Your Course 
As you prepare to put your course content into a hybrid format, you should consult with an instructional 

designer experienced in the use of the ADDIE method. Presumably, by the time you have decided to 

convert your course content into a hybrid version, you have already conducted a delivery analysis and 

determined that your course will be effective in a hybrid version. 

Keep in mind, Equivalency Theory tells us that distance learning should accomplish the same goals and 

objectives, but the activities and lessons to accomplish those objectives may not be the same 

(Simonson, Smaldino, & Zvacek, 2015). As the course facilitator, you will need to be certain your 

activities will engage your learners appropriately, promote interactions between your learners, and keep 

the learners active in the course (Simonson, Smaldino, & Zvacek, 2015). The transition as you move your 

content online will be to a more student-centered learning experience, and away from the traditional 

teacher-centered learning experience (Simonson, Smaldino, & Zvacek, 2015). 



4 
 

The bullet points below will help you ensure that you have considered all aspects of your learners needs 

in planning your course: 

 

 

Enhancing Content 
As you convert your course to a distance learning format, you will soon realize that certain elements 

may be enhanced by the conversion.  The sage-on-the-stage lecture format of traditional bricks and 

mortar learning will not make for effective distance learning. The beauty of a hybrid class is you will 

have the opportunity to interact with your students in person from time to time; thus, making certain 

everyone is making appropriate progress, and understanding the material. 

Each assignment and activity will need to be carefully evaluated for its impact in the distance learning 

environment. Gone are the days of sending your students to read an article before your next class. 

Instead, you may present an introduction in a video format, offer alternative articles to read, websites to 

visit, and then invite your participants to a discussion board where they will need to carefully consider a 

question or series of questions with respect to the topic you have laid out of them. This enhancement of 

a simple reading assignment will engage the learner and keep them active within the course (Simonson, 

Smaldino, & Zvacek, 2015) 

Below, you will see some ideas for online content options: 

Abilities  

•Prior knowledge 

•Learning styles 

•Cognitive ability 

Background 

•Demographic 
information 

•Familiarity with 
technology 

•Reason for 
enrolling 

 

Basics 

•Number of 
participants 

•Available 
technology 
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Encouraging Communication 
As you progress through the conversion of your course content, you will decide how much of the course 

will be in person, and how much will be taught online. With some hybrid courses, the significant 

majority of the content is delivered online. As such, it is vital to encourage communication between the 

participants in your course.  

Three simple ways to encourage communication within your course are discussion boards, blogs, and 

wikis. With discussion boards, the instructor/facilitator poses a topic of discussion with background 

knowledge-activating think-about questions. From this point, each learner is required to participate to 

the extent designated by your syllabus. The formality of a discussion board can vary widely, depending 

on the content of your course and the nature of the questions posed.  Another way to encourage 

communication is through the use of blogs. Learners can either write or respond to a blog, depending on 

the course needs. Blogs tend to be less formal by nature, as their interaction is largely one-sided from 

the author responding to questions or comments posed by readers. Lastly, your learners could build a 

Wiki as they progress through the course, or edit an existing one. The nature of a Wiki feels more 

permanent based on the reference-like nature they assume. 

Online Content 

Videos 

Discussion boards 

Blogs 

Wikis 

Social media 

Podcasts 

Web 2.0 tools 
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Final Considerations 
Before releasing your course to your students, it is valuable to take it for a test drive. Have someone 

with limited knowledge of the content review the materials, not only for grammatical and punctuation 

errors, but to ensure the activities make sense and are reasonable to the level of the course. The 

evaluation aspect of the ADDIE model cannot be underestimated, and it is worthwhile to attempt to 

evaluate what pieces you can before a full-scale implementation of your new course. Good luck! 
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