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Step 1 WHO?

v Who are the participants?

v What is their profile? (Literacy level; age range; diversity of cultural, economic, ethnic,
educational backgrounds).

v Who should the trainers be?
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Step 2 WHY?

v Why do the participants want the training?

v What is the situation that prompts them to want to enhance their knowledge, skills, and attitudes
about the training topic(s)?

v How much about the training topic(s) do they already know?

v What kinds of relevant prior training have they received?

Step 3 WHEN?

v What is the time frame for the workshop?

v How long should it be?

v What is the best time to schedule the workshop?

v What factors do we need to consider before setting the date and time?

Step 4 WHERE?

v Where should the course be given?

v Which settings are most accessible and comfortable for our participants?
v What type of facility and equipment will we need?

v Are there transportation costs to consider?

Step 5 WHAT?
v What is the content of the workshop that participants want to acquire?

Step 6 WHAT FOR?
v What will the learners have done to engage with the content during the learning event to demonstrate

their understanding?
These are the learning outcomes or competencies. Try to write an objective for each outcome.

Step 7 HOW?

What is the structure of the program?

What are the specific learning activities and how should we sequence them?

How do we make people comfortable at the beginning of the workshop?

What materials do trainers and participants need? (flipcharts, markers, notebooks, handouts, etc.)
How will we know what they have learned? This is how we will monitor and evaluate the workshop.
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For more information, see Jane Vella’s latest work: (2008) On Teaching and Learning: Putting the Principles and Practices of
Dialogue Education Into Action. Jossey - Bass: San Francisco, CA
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