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How to design and deliver an effective workshop

Nancy Bacon
nancy@nancybacon.com
www.nancybacon.com
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Our goal
Learn how to design curriculum for a
unique training session that you can
deliver in your home communities
and beyond that addresses the
changing nature of work in your own
local context.
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Curriculum
development

Training
design

Training
delivery

TODAY

Next Monday
June 27

Friday
July 1
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We will explore these questions:
How to START to create a workshop?
How to decide what INFORMATION to include in a workshop?
How to KNOW if your workshop has an impact?

My goal for us:
You are comfortable “playing in the sand” BEFORE creating a workshop.
You can explain a structure for your workshop.
You are confident in how to start and end a workshop.
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What is your topic?
6
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Who are you trying to move to action?
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Curriculum development
Definitions

Adult
learning
principles

Domain

Focus
people
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Curriculum
What
Knowledge & skill
Information
Practices
Habits

How
Method for instruction
Lessons
Activities
Practice
Tools
Supports

To what end
Desired outcome
Goal
Standards
Assessments
Evaluation
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Curriculum Development Process

Discover

Define

Develop

Test

Time

Discovery process

Development process

Graphic credit:
Connie Malamed
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Discover

Define

Develop

Test

Time

Discovery process

Development process

Graphic credit:
Connie Malamed
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Adult learning principles
WHAT you
need to know

WHY it
matters
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1: Learners learn.
Training

Learning results from
what the student does
and thinks and only
from what the student
does and thinks.

Technical
assistance

Learner

Tools

Peer
connection

Herbert Simon
Nobel Laureate (cognitive science)

Learning experiences
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2: Learners learn for five main reasons.

LEARNING
FOR THE
FIRST TIME

LEARNING
MORE

APPLYING
WHAT
YOU’VE
LEARNED

WHEN
THINGS GO
WRONG

WHEN
THINGS
CHANGE

New
information

Adding
information

Practicing

Problem
solving

Updating/
correcting

5 Moments of Need by Bob Mosher & Conrad Gottfredson
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3: Learners need to learn just the right level of information.

Too little
information

Just right
information

Too much
information
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4: What learners know will determine what they can learn.

Beginners in this topic

Experts in this topic
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5. We can influence memory and forgetting.
End of training

RETENTION
Boosting
forgetting curve +

Pre-learning
learning
curve

Pre-learning
forgetting curve
Normal
learning
curve

Normal forgetting curve
TIME
Adapted from Will Thalheimer, Spaced Learning Events Over Time (2006)
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6. We can influence behavior.
Provide decision-making, goal-setting, and
planning supports

Provide appropriate anchor or reference points

Remove hassles

Frame choices around gains and loss

Use reminders

Provide early rewards

Use public and private commitments

Prime positive identities

Use default options or prompted choices

Use social proof and social influence

Categorize or group choices

Provide training on the brain and learning
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Which of these stands out for you?
1: Learners learn.
2: Learners learn for 5 main reasons.
3: Learners need to learn just the right level of information.
4: What learners know will determine what they can learn.
5: We can influence memory and forgetting.
6: We can influence behavior.
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Domain

21

22
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Your topic

Write down EVERYTHING there is to know related to your topic.
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Focus audience

24
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Know/feel

Don’t
know/feel

HEAD
What do they tend to know? What
information do they have ready access to?

HEART
How do they tend to feel about this topic?
What emotions do they bring to this topic?

HAND
What do they tend to do? What skill do they
tend to bring to this topic?
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Focus audience: After
What does success look like?
Sound like?
Feel like?
What would they need to
know, have as a tool, or
practice to be able to do this?
26
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Assignment
Continue to fill out
information about your
audience and domain.
We will use this information
to design a workshop.
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Workshop design
Structure

Advance
tips

28
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We will explore these questions:
How to decide what information to include in a workshop?
How to create a workshop that has an impact?
How to know if your workshop had an impact?

My goal for us:
You are comfortable “playing in the sand” BEFORE creating a workshop.
You can explain a structure for your workshop.
You are confident in how to start and end a workshop.
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By the end of my workshop:
They will know ______________________________________.
They will be able to do ________________________________.
They will feel _______________________________________.
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Purpose
Objectives

Opening

Body

Closure
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Purpose
Why are you leading this session?
What is your overall goal?

32
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Objectives
Your goals
Your promise to your learners
Guides you in what to practice
Action verbs
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Objectives
Verbs
TASK

Calculate

Decide

Explain

CONCEPT

Classify or identify
(example)

Distinguish (examples
of concepts)

Explain

FACT

Recall

Recognize

PROCESS

Troubleshoot

Predict

Improve

PRINCIPLE

Apply to a
problem/decision

Predict

Explain
Credit: Brenda Segrue
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By the end of this session, the
participant will be able to:

Over the course of our session, we
are going to explore these questions:

Explain the steps to designing an
effective workshop.

How to design an effective workshop

Decide what activities will start
their presentation.
Predict how participants will
respond when asked what is
necessary in an evaluation to make
it useful.

What activities work at the start of a
presentation
How to approach evaluation to ensure
that you get useful information
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LEARNING OBJECTIVES

List one or two learning objectives that you
will use to design your training.

36
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What’s your opening?
How will you engage them within 10 minutes?
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OPENING

Describe one way that you
could start your training to
authentically engage people.

38
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Chunking content

Recycle

39

CHUNKS

List the main categories of
information or key topics that you
will cover. These are your lessons.

40
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Objectives
TASK

Calculate

Decide

Explain

CONCEPT

Classify or identify
(example)

Distinguish (examples
of concepts)

Explain

Recall

Recognize

PROCESS

Troubleshoot

Predict

Improve

PRINCIPLE

Apply to a
problem/decision

Predict

Explain

FACT

Practice?

Credit: Brenda Segrue
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Engagement purpose
Solidify learning through
effortful application
Find “bugs” or snags
Access peer group
Receive feedback
42
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Activities

Body voting
Case study
Critical incidents
Demonstrations
Discussion
Exercises to practice
Fishbowl
Games
Jigsaw
Mindmap
Pair-squared
Peer conversations
Polling
Role play
Simulation
Quiz
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ACTIVITIES

What activities would help people
practice or apply knowledge?

44
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Tools









Checklist
Directory
Discussion questions
FAQ
Form
How-to video
Job aid
Action plan tool

Organizer
Recordings
Reflection tools
Reminders
Resources for others on the
team
 Sample
 Template
 Workbook
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Closure
Learning
transfer

Prompts

When _________ happens,
I’ll do _________.

46
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CLOSURE

Describe your closure.
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Advanced design
Pro-tips to make your workshop
even more powerful

48
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1: Narrative

A story makes meaning.
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2: Hard work
What is the hard work
related to this topic?
If you don’t do it while
you are together, they
won’t do it when you
are apart.
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3. Feedback
How will you check
in with people to
know that they are
learning?

51

4. Knowledges
Experience

Deduced

Do you make space for
different kinds of
knowledge?
Facilitation vs. training

Domain

Situated

Encoded
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5. Leveling
What is your plan
for the various
levels of knowledge
and experiences you
may have?

FLOW CHANNEL
Where a person’s skill
aligns with the
challenge of the job

Challenge

Ability
Flow by Mihaly Csikszentmihalyi
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6. Reflection
How will you make
space for reflection?
Change comes
from slow thinking.
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Assignment
Continue to refine your
workshop.
We will add more next time.
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Workshop delivery
Social
connection

Communication

Graphics

Evaluation
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Social connection

57

Posture (body position)
58
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Key social connections in learning

Teacher and student

Student and another student

Student to whole
group

From Get Present by Amy Garrett Dikkers, Aimee Whiteside, and Somer Lewis
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Communication
End of training

RETENTION
Boosting
forgetting curve +

Normal
learning
curve

Normal forgetting curve
TIME
Adapted from Will Thalheimer, Spaced Learning Events Over Time (2006)
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Your words and actions during after your session

Learning
experience

Follow up

One month later

On-going

Course landing page
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STRATEGIES

How could you use your social
connection and communication?
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Graphics

63

How to drive a car in an intersection
Words

Graphic

1. The car on the right has
the right of way.

When two vehicles reach an
intersection at the same time,
and all-way stop signs or
flashing red traffic lights control
the intersection, the driver on
the left must yield right of way
to the driver on the right.
Driver’s Manual

2. The car on the left yields.
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Brain processing

Visual stimuli

Verbal stimuli

Graphic
Language
Meaning
Memory

Dual Coding with Teachers by Oliver Caviglioli
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Cognitive overload

This is a
picture
of a dog.

Redundant instruction

This is a
picture of a
dog.

This is a
picture of a
dog.

Non-redundant instruction

Evidence Informed Learning Design by Neelen and Kirschner
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Slide set #1

Slide set #2

NOTICE
Color
Branding
Density of words
Variation
Bullet points
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Example slides

68
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POWERPOINT

Name one way that you could
strengthen your use of PowerPoint
(or whatever tools you use).

69

Evaluation

70
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Objectives
TASK

Calculate

Decide

Explain

CONCEPT

Classify or identify
(example)

Distinguish (examples
of concepts)

Explain

FACT

Recall

Recognize

PROCESS

Troubleshoot

Predict

Improve

PRINCIPLE

Apply to a
problem/decision

Predict

Explain
Credit: Brenda Segrue
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EFFECTS OF TASK
Performance
TASK

How do we measure
performance?
CONCEPT

How do we measure
learning?

FACT
Learning
PROCESS

PRINCIPLE

72
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Sample Evaluation
The goal of this class is to make space for you to connect with peers and experts so you can better achieve your mission.
HAVE WE BEEN SUCCESSFUL IN ACHIEVING THAT GOAL?
YES / NO / MAYBE
Think back ONE WEEK AGO. How well would you describe your understanding of the equity concepts covered this week?
I had NO KNOWLEDGE of these equity concepts.
I had a BASIC FAMILIARITY with the equity concepts.
I had a SOLID UNDERSTANDING of the equity concepts.
I had a COMPREHENSIVE UNDERSTANDING of the equity concepts.
Think about what you know NOW and answer this question again.
I have NO KNOWLEDGE of these equity concepts.
I have a BASIC FAMILIARITY with the equity concepts.
I have a SOLID UNDERSTANDING of the equity concepts.
I have a COMPREHENSIVE UNDERSTANDING of the equity concepts.
How able are you to put what you’ve learned into practice?
I’m NOT ABLE to put the equity concepts into practice.
I have a GENERAL AWARENESS of the concepts, but I will need more training to apply them.
I am ABLE TO PUT AT LEAST ONE CONCEPT into practice.
I am ABLE TO PUT MANY OF THESE CONCEPTS into practice.

No Likert Scales
Before and after
What is acceptable
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EVALUATION

How could you improve how you
evaluate your events to learn more
about learning and performance?

74
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Information from an expert
Listen to their real problem
Make it relevant to them
Good learning outcomes
Solves their problem
Is inspiring
Has an impact
Identifies now perspectives or questions
People have questions afterwards
You create a debate
Interactive
Includes different age people
Good long-term feedback

Results in change
Find solutions together
Shows that you know your target audience
Make people think
Engaging
Clear and concise
Inclusive
Must be an experience
People listen well
People are motivated
People see another perspective
Pace is varied for different people
Let them speak
Not boring

75

Purpose
Objectives

Opening

Body

Closure

76
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Posture
Topic and purpose
Learning objectives
Opening

Audience
engagement
Content

Body does not
convey confidence
Not stated
Not stated

Body conveys some
confidence
Stated but not clearly
Stated but not clearly

Did not have an
opening. Went right
to content.
No audience
engagement within
the first 10 minutes
No clear “chunks” or
chapters

Had an opening, but
not effective.

Body conveys a strong level of
confidence
Stated clearly
Stated clearly. Okay if they are
framing questions.
Had an effective opening.

Some engagement,
but not engaging.

Audience engagement that got
people interested in the content.
Clear chunks/chapters, and the
speaker reminds us of them so we
know where we are.

An effective tool provided.

Enough time for closure. People
planned their next steps.

Activities

No activities tied to
chapters.

Tools (checklists,
workbook, resource
materials, etc.)
Closure

No tools provided.

“Chunks” or chapters
mentioned, but it got
lost as the
presentation went
along.
Some activities, but
not helpful to
reinforce lesson.
Some tools provided.

No time left for
closure

Some time for
closure.

Activities give people time to
practice/apply the lesson.
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