
Converting your Training for Better Communication 

As a training manager considering converting your face-to-face training to a blended learning format 

due to the lack of quality communication you should consider a few things, including pre-planning and 

evaluation of the existing program, what will change, and how can converting the program enhance the 

communication of the trainees. 

Pre-planning 

When starting the pre-planning process you should address a few issues. The trainer should already 

know who the learners are, but it might be on a basic level. As you start planning for a distance learning 

environment, the capabilities of the learners should also be considered. This includes the attitudes, 

interests, and general abilities of the learners (Simonson, Smaldino, Albright, & Zvacek, 2012). Definitely 

consider aspects of the current face-to-face course that are strong points, with consideration that 

distance learning may require special technology or methods to achieve the same goal. The content in a 

distance learning environment may also be different, which includes the technology to be used to create 

and deliver that content. You will need to consider if the resources are available before making concrete 

plans for change. 

You can use something like the chart in Appendix A to create a matrix for your pre-planning. 

Since the plan is to do a blended learning course, you will need to consider what materials need to be 

included and who will be facilitating the course. A good mix of media should be used, as well as a 

consideration of the quality of the material presented, as Simonson et al (2012) explain. Designing a 

discussion board for continuous discussion about a topic can help foster learning. 

See Appendix B for a table which can help you evaluate the needs of your class. 

Assessment 

Assessment techniques should also be considered. Learners need feedback on how their learning is 

going and the instructor will need to know that the students are grasping the concepts being taught. 

Methods for assessment can be done with both synchronous and asynchronous tools, for example as 

described by Simonson et al (2012) blogs, wikis, and discussion boards can be used for asynchronous 

assessments. 

Communication 

The main factor for the proposal for converting to a blended learning course was the lack of 

communication among trainees. As mentioned above there are many methods to encourage 

communication. Consider the following: 

 Blogs (Asynchronous): Allow the learner to explore ideas on their own and communicate them 

using various technology. 

 Discussion boards (Asynchronous): The learners in a class can communicate different ideas and 

the instructor can provide feedback and guidance throughout the discussion. 

 Video Chat (Synchronous): Instructor and learners can instantly communicate ideas and 

information in a live, 2-way video chat. 



 Wiki (Asynchronus): Learners and instructor can participate in building an information 

repository, which will help all learn about a given topic and explore assigned material in a class. 

You will want to foster open communication between yourself and the students and between the 

students themselves. It is recommended that you provide specific guidelines for the students, so they 

know when and how to contact you. For example, you should set specific means of contact and have 

posted meeting times: 

Class 101 

Instructor: Marvin Miller 

Contact Information 

Phone: XXX-XXX-XXXX 

Email: marvin.miller@waldenu.edu 

Skype: marvinmiller 

Contact Times 

Phone: Monday through Friday 10AM-5PM 

Skype: M-W-F 10AM-12PM, or if previously scheduled 

Email: Please allow for 24 hours for a response. 

Conclusion 

As you begin planning the conversion of your course, remember that discovering the needs of your 

learners should come first. Consider their needs and how converting the training from a face-to-face to a 

distance learning format will affect them and your training staff.  

 

Resources 
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Foundations of distance education (5th ed.) Boston, MA: Pearson.
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Appendix A: Pre-Planning Matrix 

Class Section 
(For example, 
Class 101, 
Week 1, 
Assignment 2) 

Who is the 
learner? 

What are their 
capabilities and 
experience? 

Is any special 
technology needed 
for this learner or 
class section? 

Do you have 
access to the 
required 
resources or 
technology? 

     

     

     

     

     

     



Appendix B: Class Needs Matrix 

Class 
Section 
(For 
example, 
Class 101, 
Week 1, 
Assignment 
2) 

Is this portion of 
the class 
synchronous or 
asynchronous? 

How will you 
assess the 
student’s 
progress for 
this part of 
the class? 

Are there any 
alternatives if 
the technology 
breaks down? 

What are the 
means of 
communication 
between 
student and 
instructor? 

What are the 
means of 
communication 
between 
students? 

      

      

      

      

      

 


