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Get ready 
These are the questions we explore in the discovery phase of workshop development.  Example information is provided in gray. Add as much detail as possible. 

 

The topic of your workshop  Boards 

 

Describe typical individuals who attend this training  Board members and some nonprofit staff 
 

Name an action that you hope these individuals can take after your training 
Board members will be able to raise money 

 

Describe the action  
Board members will be able to ask people for money. They will recruit people to attend events. They will be able to explain why raising money for their org is important. 

What would we see if they did this action? 
Board members would visit with friends, potential donors, 
funders, or others who might contribute. They would be 
seen at events. They would appear comfortable with some 
aspect of raising money. 
  

 

What would we hear? 
Board members would be fluent in talking about the organization and how funds would be used. They would 
be positive about their role. They would ask how they can help. 

 

 

What would a typical person need to KNOW to be able to take this action? 
What fundraising is, ways to contribute besides asking for money, information about the organization, information about potential donors and their giving history, a script 
for how to talk about giving 

 

 

What TOOLS (sample documents, call lists, scripts, forms…) would a typical person need? 
Budget, script, templated emails, list of donors 

 

 

If this interests you, consider joining Nancy’s “Design for 
Results” class in January. See “Resources” for more info.) 

http://www.nancybacon.com/
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4-Quadrant Learning Strategy 
 

 

http://www.nancybacon.com/
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Lesson Planner 
Topic: What is the purpose of your lesson?  
 
 

Learning Outcomes: By the end of this lesson, what will people be able to do?  
 
 
 
 

Opening introduction. How will you interest them in the topic from the start? 
 
 
 

Participant engagement. How will you get them talking or otherwise engaged within the first 10 minutes? 
 
 
 

Look at your Learning Outcomes. This section is to plan the lessons that lead to these outcomes. 

Lesson 1 
 
 
 
 

Activity that tests for understanding Tool needed 

Lesson 2 
 
 
 
 

Activity that tests for understanding Tool needed 

Lesson 3 
 
 
 
 

Activity that tests for understanding Tool needed 

Closure How will participants bring this back? 
 
 

http://www.nancybacon.com/
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Delivery strategies 
P

EO
P

LE
 

Social presence:  How will you increase social presence across these three categories? 

Teacher to student 
 
 
 
 

Student to student 
 

Student to group 
 

Priming: How can you prepare your people to learn? Think about days before the session and then minutes before the session. 
 
 
 
 

TO
O

LS
 

Engagement: What engagement tools would be appropriate for your audience?  
 
 
 
 

Cognitive overload: What is the rule to avoid redundancy?  
 
 
 
 

PowerPoint: What tips could you apply to how you use PowerPoint? 
 
 
 
 

EV
A

LU
A

TI
O

N
 

Evaluation: What is different about the LTEM model? (We will talk about 2 ideas.) 
 
 
 
 

Evaluation: How could you push your evaluation closer to the workflow?  
 
 
 

http://www.nancybacon.com/
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Online Workshop/Meeting Checklist 
Use this checklist to guide your process. 

 

GET READY 
 You have defined your focus audience. 
 You have defined what they need to get out of this session. 
 You have defined what actions you want them to be able to take after 

this session. 
 

CONTENT 
 You provide learning or meeting outcomes that are appropriate for this 

audience. These outcomes are something that you could see or hear 
(not “they will understand”). 

 You have a powerful opening that engages people right away.  
 You have chunked out content or agenda items in a way that is 

meaningful to participants and that supports your outcomes.  
 You have edited down the content to just what they need to 

know/accomplish. This can be the hardest part! 
 You have designed an activity for each chunk to give participants a 

chance to practice or engage, and to give you an opportunity for 
feedback.  

 You have allowed for enough time for closure. During this time, 
participants will connect what they learned or experienced with ways to 
apply it within their own context and take next steps.   

 

DELIVERY 
 You conduct yourself as if you were delivering the session in-person. 

That may mean creating a standing desk so you can stand and deliver 
with your whole body. 

 You build social connections with participants before and during the 
event. This might include calling people by name, referencing a 
challenge someone noted in the chat box, or reading body language.  

 You set the tone for your event (priming). You invite people to work 
towards their best selves. 

 You use PowerPoint to support what is said, not capture all that is said. 
You do not read slides. 

 You plan for the two roles (“hats” if same person) in teaching: facilitator 
where you draw out their knowledge and subject matter expert where 
you share your knowledge.  

 

TECHNOLOGY 

 You know how to use the technology and its engagement tools.  
 You use the engagement tools available to you (chat, Q&A, polling, 

whiteboard…). 
 You consider engagement tools outside of your technology platform to 

encourage collaboration and shared note-taking (Google docs, Padlet, 
Mural, Sli.do, Mentimeter...)  

 You do a trial run to ensure the technology will work. 
 You have aligned expectations with a producer ready to support the 

technology and be your “eyes and ears” through the presentation. 
 You provide any orientation to these tools needed for your participants.  

This may mean introductory slides if the conference producer doesn’t 
provide these.  

 

SUPPORTS 
 You have provided any tools people might need to support reflection 

and learning transfer. This might include: 
o Course webpage 
o Slideshow in handout form 
o “Placemat” reflection tool or worksheet 
o Workbook 
o Templates or sample documents 
o Directory of resources

http://www.nancybacon.com/
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Workshop Scoring Guide 
Use this scoring guide to evaluate a workshop or webinar. The goal is to move rightward in practice.  

 DEVELOPING SOLID STRONG 

GET READY 

Audience Workshop is “one size fits all.” 
There is no clear focus 
audience. 

Workshop has a clear focus audience. You can tell this 
by how well the learning outcomes reflect their reality 
and needs.  

The workshop description states the intended 
audience. “This session is designed for X. It is not 
designed for Y.”  

Learning 
outcomes 

There are learning outcomes. You could see or hear the learning outcomes (not “you 
will understand.”). 

The learning outcomes connect with a larger purpose 
or goal. 

Equity Equity has not received any 
focused attention. 

The presenter is intentional in how they create an 
affirming and inclusive environment for all participants. 

The presenter highlights diverse perspectives, voices, 
and experiences. 

CONTENT 

Opening There is an intentional opening 
beyond introductions and 
speaker credentials. 

The opening is designed to engage people right away. 
The opening includes any technology instruction 
needed.  

The opening includes active engagement of 
participants within 10 minutes of starting.  

Chunks There are clear categories of 
information in the 
presentation.  

The content is chunked into categories in a way that is 
meaningful to participants and that is clearly 
communicated.  

The content chunks are supported by graphics or a 
visual roadmap that show how the parts come together 
to form the whole.  

Curation Some information has been left 
out due to time. 

There is intentional curation of the content down to just 
what is needed to achieve the learning outcomes. 

Speaker is prepared to reference resources available 
outside of the presentation to fill gaps. 

Activities There are some basic activities 
to engage people. 

The activities have been designed to support the 
learning outcomes. They use technology appropriately 
for the audience.  

The activities are also used to give the presenter 
feedback on how well participants are learning.  
 

Closure There is time for closure at the 
end of the session. 
 

The closure gives participants an opportunity to plan 
for how they will bring what they learned back into 
where they will use that knowledge.  

The closure invites participants to think about and 
plan for the prompts (“triggers”) which will provoke a 
need for what they learned.  

DELIVERY 

Set-up & posture No special considerations have 
been made for how the 
presenter will deliver the 
session. 

The presenter will deliver session in an optimal space to 
be seen and heard (microphone, lighting, etc.) 
 

The presenter is set up to deliver the session in a 
whole-body way, which may mean standing.  
 

Social connection No special considerations have 
been made for how the 
presenter will build social 
connection. 

The presenter will build social connection with 
participants before, during, and after the session. 

The presenter has made social connection a key part of 
the session, integrating it into small group break-outs, 
asynchronous opportunities, or other elements of the 
session.  

PowerPoint 
(if used) 

PowerPoint supports learning. PowerPoint is used as a tool that supports learning, not as 
a catch-all for all that will be said. Bullet point slides are 
used minimally if at all. Font size is at least 24 point.  

PowerPoint is graphically engaging, drawing people in 
because of its use of color, shapes, graphics, 
differentiated slides, or other design choices.  

SUPPORTS 

Communications/ 
tools 

The presenter is not involved in 
pre- and post-session 
communication. 

The presenter has prepared tools to support reflection 
and learning transfer. These will be shared with 
participants in advance of the session. 

The presenter (or host organization) has created a 
landing page for easy access to the tools and 
documents needed for the session.  

http://www.nancybacon.com/
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 Bloom’s Taxonomy: Verbs with supporting activities 
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Case study 
Rochelle is a fundraising expert. She has raised a lot of money over the years, so she is asked to deliver a workshop on fundraising. Well, the first 

training didn’t go very well, and she asks you for guidance. She sends you her PowerPoint deck, some of which is below. You take it on to give her 

expert-level advice that will turn her presentation into a high impact learning experience. 

What recommendations do you give Rochelle?  

  

  

4 slides 

about 

history 

Full slide 

of photos 

and info 

http://www.nancybacon.com/
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Resources 

BOOKS 

The Adult Learner by Malcolm Knowles 

Design for How People Learn by Julie Dirksen 

Evidence Informed Learning Design by Mirjam Neelen and Paul 

Kirschner 

Instructional Design That Soars by Guila Muir 

Map It: The Hands-On Guide to Strategic Training Design by 

Cathy Moore 

Performance-Focused Smile Sheets by Will Thalheimer 

 

RESOURCES by Nancy Bacon 

 
www.nancybacon.com/resources 

Conferences That Make A Difference 

How to Design for Action 

Racial Equity in Learning Checklist 

5-Minute Learning Videos with Guila Muir 

 Facilitation vs. training 

 Tools to support learning 

 Assessment and evaluation 

 Learning outcomes 

Subscribe to Nancy’s newsletter to receive monthly  

information on nonprofits and learning. 

The future isn’t something hidden 

in a corner. The future is something 

we build in the present. 

- Paulo Freire 

 

 

 

 

 

Our communities depend on strong 

nonprofits. Nonprofit people 

therefore need to know a lot. They 

need to be able to learn in ways 

that leave them ready to do things 

differently. At Nancy Bacon 

Consulting, we believe that every 

nonprofit learning experience 

should be excellent and action-

focused. We work at the 

intersection of nonprofits, learning, 

and leadership to ensure nonprofits 

have what they need to succeed.  

 

www.nancybacon.com  

UPCOMING CLASSES 

Starts January 14 

Design for Results: How to create 

curriculum that leads to change 

Design for Results is designed for 

learning leaders, program directors, 

consultants, and trainers working in 

the social sector. Through a cohort 

model limited to 20 people, it leads 

you through a well-tested design 

process that yields a ready-to-use 

curriculum (or whatever collection 

of lessons, tools, and experiences 

you need to achieve your goals). 

 

March 9 & 16, 2021 

Build a Learning Strategy to Expand 

Reach, Revenue, and Impact 

During this two-part series, we will 

cover the core elements of a 

learning strategy. 

 

www.nancybacon.com/classes 
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