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Scope and Purpose 

 

This user guide is meant as a reference for converting face-to-face training into a blended face-to-face and 

online-learning format.  Since the training courses already exist in the in-person session form, this manual offers 

a streamlined design process to translate the courses into a version that leverages online technologies. 

It is important to understand that online learning does not appear to have any greater or lesser effect than in-

person learning (Clark, 2012, pp. 2-10).  So simply turning a face-to-face course and its materials into an online 

class will not in itself help students learn.  Rather, maximizing students’ study and collaboration, along with 

enriching course resources, increases their learning (Simonson, Smaldeno, & Zvachek, 2015, p. 64)—a recipe 

best achieved in a class blending in-person and online elements (Caulfield, 2011, pp. 3-7).  As you build your 

blended class, this guide helps you optimize each of these three parameters.  By leveraging the online 

environment using this manual’s techniques for mixing in-person and online learning, you can generate more 

time for your students to learn, to collaborate with other participants, and to access more resources with greater 

ease.  This guide takes you through a streamlined ADDIE process, one step at a time, to help you convert your 

courses (Branch, 2008).  If you have not considered using a course management system (CMS), please evaluate 

one; CourseSites is an excellent option (http://www.coursesites.com).  An introductory video can be found at 

https://youtu.be/J_aZCVQYSj0.    

http://www.coursesites.com/
https://youtu.be/J_aZCVQYSj0
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Process Overview  

This user manual applies ADDIE--the acronym for analyze, design, develop, implement and evaluate--to 

performance-based learning.  The analyze phase validates the performance gap your blended format 

addresses—here, learning the topic being taught during training sessions.  In the analyze process, the 

instructional designer specifically examines online versus in-person instruction.  Presumably, the performance 

objectives of the current in-person course remain.  But the tasks students are to perform and the evaluation of 

their, and the program’s, success will change with the delivery system change.  Next, you will create the 

blended course during the develop stage, and then realize it in the implement phase.  After its implementation, 

you will be able to evaluate student performance and the entire course, and consider changes based on your 

assessments.  Since the course you are converting already exists, a streamlined outline of the ADDIE process 

(Branch, 2008, p. 3), below, can guide you as you move the course from in-person to a blended format. 
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Analyze  

Your job during the analyze phase is to identify performance gaps in the current face-to-

face format so you can design a solution in your blended format.  This is based on your 

evaluation of the communication failures occurring in purely face-to-face training. 

This pre-planning consists of discrete tasks in a logical order, summarized below: 

1. Consider your audience and their skills.  You will need to create introductory 

training for the technical tools students will use for the distance learning aspect of 

the course.  Make sure you understand what you have to teach your students and 

how much pre-training they will need. 

2. Students will access the course and materials from home.  Consider how much 

time they will need to spend outside studying the material so you can make the 

best of your in-person class time.  Also, consider setting up a flipped classroom in 

which you use video for lectures and use the classroom for projects (Gilboy, 

Heinerichs, & Pazzaglia, 2015, pp. 109-114).  

3. The list of learning objectives from your original course, combined with your 

observations, above, yields an analysis summary.  This conclusion will inform 

your next step as you shift your in-person course to a blended in-person and 

online course. 

 

Design  

During the design phase you are going to nail down your desired performance and testing 

metrics.  This is where you will determine how to measure what aspects of the original 

training program can be enhanced in the new blended format--how much interaction 

online is enough and what type of interaction is best.  You will also decide how you will 

measure success of the course in the design phase.  Take the list of learning objectives 

from the current course through each of the tasks below. 

Tasks Definition 

Task Inventory For each learning objective, map the tasks that must be 

completed.  This will ensure that you have the correct 

technology in place for students to satisfy each learning 

objective. 

 

Performance 

Objectives 

Determine what students must do to achieve each learning 

objective successfully.  First, consider the quality you 

expect. Then, for each task you mapped, above, consider 

under what condition they will be performing.  For example, 

if the task occurs online, figure out how students will know 
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they have performed it correctly—that is, what their 

performance criteria will be.  

 

Testing Strategies For each performance criterion, determine how you will 

assess or test student performance.  If you use CourseSites or 

a similar CMS, consider turning on its assessment tools. 

 

Cost and ROI Once you have identified all your tasks, performance 

objectives, and performance measurement methods, it is 

time for a budget.  Create a cost sheet for each element of 

your plan, and make sure it is within your financial reach.  

Identify the ROI (return on investment) and see if the 

blended face-to-face and distance learning format yields the 

desired performance boost on the new tasks.  

Design Brief Create a document that summarizes the above.  This will 

help anyone working with you realize your vision for the 

new course.  The document will also help you justify your 

strategy for the new course and any expenditures. 

 

Develop 

Now you are ready to start shift the parts of your training modules you intend to put 

online using your design brief as a guide.  You will alter your current lesson plans 

depending on which aspects of the original training program you have decided to enhance 

online.   

Many pieces of your course can be greatly enriched at this stage.  Discussions can now 

occur over time through discussion board technologies (https://youtu.be/UxjOU5sXmns) 

or VoiceThread (http://fast.wistia.net/embed/iframe/a5bchzy69f?popover=true).  You can 

begin each week of training with online discussion and end it with a single in-person 

conversation to summarize and cement the online conversations.   

You also have the opportunity to offload onto the web readings or presentations you or 

others have done in person, making them more interactive.  So you now possess a series 

of options for teaching that integrate face-to-face and online instruction techniques.  As 

another example, try replacing as much reading as possible with multimedia presentations 

(Simonson, Svaldino, & Zvacek, 2015, pp. 114-117).  You may find yourself creating a 

number of videos that can be easily watched on Youtube, or even more interactive, 

gamified versions of your lectures that truly engage the students (Reiners & Wood, 2015, 

pp. 1-20). 

https://youtu.be/UxjOU5sXmns
http://fast.wistia.net/embed/iframe/a5bchzy69f?popover=true
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You will also need to create a formative evaluation and pilot test to see how your new 

course is going at this stage.  As your formative evaluation, you can get valuable 

feedback from one-to-one and small-group sessions or even from one of your current 

training courses.  This step lets you devise a survey capturing your trainees’ impressions 

of the new course (Kalman, Kemp, Morrison, & Ross, 2013, pp. 316-327).  Run a pilot 

test at this stage to make sure you are going in the right direction.  At the end of the 

development phase you should have all of your new online learning resources as well as 

any alterations to your in-person resources. 

Implement 

Your role as a trainer will change a bit in the new blended course.  You will be spending 

time helping trainees navigate the online environment.  As you launch your course, 

prepare yourself and your trainees.  Clearly convey all participation, technology, and 

deadline expectations.  Create whatever resources you need to track your students’ 

efforts.  Recast your learner objectives so they match and maximize the blended 

environment (Branch, 2008, pp. 144-149).  If you need new learner plans, fill out the 

outline below. 

  

Tasks Definition 

Identification Confirm all information for students.  This includes how 

they are expected to learn, any prerequisites for the training, 

and what technical skills they students should have before 

participating in the course. 

 

Schedule This mechanism identifies the students, and is especially 

important if you will be setting them up in a CMS.  All 

students must be set up in the course and know what tasks 

they must do and when they must submit them. 

 

Pre-course 

communication 

First, each student must have all information needed to log 

in and participate in the blended course, as well as the group 

they have been placed in for any group online 

communication or project. 

 

Tracking Whether you use online or manual assessment, you must 

determine how you, the trainer, and your organization, will 

track student performance. 
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Evaluate 

You will most likely use a CMS.  It’s good practice to turn on its evaluation and 

assessment tools (statistics tracking tools) so you can easily and effectively measure how 

well your students are communicating with the facilitator and with each other.  This will 

ensure your course is on track.  Dr. Michael Nugent of Stony Brook University made an 

outstanding 35-minute video on setting up assessment in Blackboard 

(https://youtu.be/teMKD3q7ci0).  Use this video as a starting point for setting up your 

own online assessment and evaluation. 

Once your new blended-format course is up and running, you will be able to compare 

student performance assessments with those of a similar in-person training course you 

taught before.  Ideally, the performance gaps you identified in the analyze phase should 

be considerably narrowed. In fact, that’s the real reason for your having converted it to 

the new, more interactive format, and the primary criterion by which you may evaluate 

the course as a whole. If your objective assessment finds higher student mastery of course 

material, it’s a sure bet that their subjective judgment of the value of the course will have 

risen as well.   
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