[bookmark: _GoBack]Optional Guide To Developing an Agenda
Notes:
· A full-day training is typically composed of two workshops.
· Workshop descriptions should describe the content of the workshop rather than the reason for the request. Descriptions should be 3–5 sentences.
· Each workshop should have a minimum of three learning objectives, but typically not more than five. 

Full Event Title:

	Workshop 1:

	Start Time
	End Time
	Title of Workshop 1

	
	
	

	Workshop 1 Description

	(One sentence description of the problem.) This workshop will provide skills in (topic areas a,b,c).  Participants are (type of audience), who will use this training to improve (x,y,z outcomes).

	Workshop 1 Learning Objectives

	As a result of this training, participants will be able to:
· Objective 1
· Objective 2
· Objective 3



	Workshop 2:

	Start Time
	End Time
	Title of Workshop 2

	
	
	

	Workshop 2 Description

	(One sentence description of the problem.) This workshop will provide skills in (topic areas a,b,c).  Participants are (type of audience), who will use this training to improve (x,y,z outcomes).

	Workshop 2 Learning Objectives 

	As a result of this training, participants will be able to: 
· Objective 1
· Objective 2
· Objective 3



	Workshop 3:

	Start Time
	End Time
	Title of Workshop 3

	
	
	

	Workshop 3 Description

	(One sentence description of the problem.) This workshop will provide skills in (topic areas a,b,c).  Participants are (type of audience), who will use this training to improve (x,y,z outcomes).

	Workshop 3 Learning Objectives 

	As a result of this training, participants will be able to: 
· Objective 1
· Objective 2
· Objective 3



	Workshop 4:

	Start Time
	End Time
	Title of Workshop 4

	
	
	

	Workshop 4 Description

	(One sentence description of the problem.) This workshop will provide skills in (topic areas a,b,c).  Participants are (type of audience), who will use this training to improve (x,y,z outcomes).

	Workshop 4 Learning Objectives

	As a result of this training, participants will be able to: 
· Objective 1
· Objective 2
· Objective 3



Writing Learning Objectives for Your Customized 
Training and Technical Assistance Request

Learning objectives are simply statements that describe what the participant is expected to achieve as a result of receiving the training or technical assistance (TTA) in question. Determine what knowledge or skills you want your participants to gain, decide how the learning will occur, choose the appropriate action verb for the skill level that you want your participants to achieve, and finish with the new knowledge or skill they should have after completing the TTA event.

1. What do you want your training or technical assistance participants to DO?
Think about who will be receiving the TTA and what the long-term benefits of the TTA should be. Are there—

· Concepts they need to understand?
· Problems they need to be able to solve?
· Analyses they need to perform?
· Documents they need to write?
· Services they need to be able to provide?

Brainstorm a list of capabilities you want participants to know or be able to perform. Thinking about problems, questions, or issues that have come up in your line of work will give you a good start.
 
2. HOW do you want them to do it?
Each objective should contain only one learning outcome using measurable verbs for clear and specific objectives. Measurable verbs allow the instructor to determine if participants acquired the new knowledge or skill.  Start with this stem sentence: “As a result of this training/technical assistance, participants will be able to: …”

The following table includes measurable verbs that will help you construct learning objectives.




	Difficulty
	Learning Level
	Verbs To Use for Objectives

	Lower Levels
	Knowledge 
	define, repeat, record, list, recall, name, relate, collect, label, specify, cite, tell, recount

	
	Comprehension 
	restate, summarize, discuss, describe, recognize, explain, express, identify, locate, report, review, translate

	
	Application
	solve, interview, simulate, apply, employ, use, demonstrate, practice, illustrate, operate, calculate, show

	Higher Levels
	Analysis
	interpret, classify, analyze, arrange, differentiate, group, compare, organize, contrast, examine, categorize, investigate, question, discover, distinguish, detect, diagram, inspect

	
	Synthesis
	compose, plan, prepare, propose, hypothesize, incorporate, develop, generalize, design, originate, formulate, predict, arrange, assemble, construct, systematize, create

	
	Evaluation
	judge, assess, decide, measure, appraise, estimate, evaluate, rate, deduce, compare, value, predict, revise, conclude, recommend



Break the learning objective into three parts: stem + action (verb) + content.

For instance, if participants will be able to write a marketing plan for a nonprofit organization, the learning objective writing process might look like this:
· Stem: “As a result of this training, participants will be able to:”
· Action: Participants will be able to create a marketing plan. Choose an action verb from the table above. Writing falls into the synthesis category, which includes verbs like “prepare,” “design,” “develop,” and, “create.”
· Content: What will participants create? A marketing plan. 

 

Below are a few examples of turning a desired learning outcome into a learning objective:

	Desired Learning Outcome
	Learning Objective

	Know the differences between a manager and a leader.
	Explain the differences between managing and leading.

	Understand emotional intelligence.
	Describe the concept of emotional intelligence.

	Write an organization mission statement. 
	Create an organizational mission and vision statements.



STEM
As a result of this training, participants will be able to


ACTION
create


CONTENT
a marketing plan for a nonprofit organization.





