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Planning a Workshop
Assessment 4
Total Marks: 30

1: Objective questions:                                                                                            (09)
i. A local company has asked you to teach a new software program to their employees. It’s very different from anything their staff has used before. What should you keep in mind?
a. Information that conflicts sharply with what is already held to be true makes the employees absorb new information slowly- it could be very difficult to teach the new techniques and use of the new software, as they have been using a different one for a period of time, and most people tend to look for the same patterns and similarities between the old and a new program, rather than disrelate and relearn how to operate something they are not familiar with. 
b. They need to be there because the new software is vital to the organization, so you don’t need to motivate them- although it is mandatory, most of the trainings which are mandatory the attendees are not there because they want to be, more likely they have to be so their motivation will not be as great as if they would want to be attending there themselves. You might even need to motivate them more, and make the material more interesting and engaging. 
c. The program has lots of great visual features, so you won’t need to bring as many visual aids – even if the program has lots of visual features, some attendees might not understand it, so you should always prepare extra and more detailed presentation. There is a chance always that the technical equipment does not work, so they are not able to see the program itself, you should prepare for that also. Some people might have disabilities, could be blind, and you need to consider that too. 

ii. True or False: Microsoft PowerPoint slides can be a great visual aid.
True. PowerPoint could be a great visual aid if it is done in the right way, and it is better if you can operate it through a projector rather than a computer screen. It is easy to make and use and most programs and computers supports it. 
iii. An adult’s attention span is a little less than;
a. 30 minutes
b. 60 minutes, but we also know that it is getting shorter.
c. 70 minutes




iv. Outline the activities involved in training preparation.                                  (06)
 Planning a workshop is a lot of work, as there are expectations. You and the training you will present will be evaluated, so it is very important to make the right preparations. Every workshop is a new training as such you need to treat it as a new project. There are 4 main activities involved in training preparation.
1) Needs Assessment: Firstly, you will need to determinate and address the needs of the training, by speaking, managers or to the person who asked for the workshop.
2) What needs to be covered in the session and how detailed it needs to be: You should see what is the organisation is asking to be covered and check how detailed it should be. Sometimes there are training which is mainly to remind and refresh certain information, but there are those when you need to teach and give completely new information, so of course when you are teaching something new it has to be more detailed.
3) How much time will be allocated for the training; It is another important point. You should know beforehand how much time you will have in your hand so you can plan accordingly. It can be a very uncomfortable and unprofessional situation when you are unable to cover all the points of the training and have to rush. 
4) Lastly you should know how and when the participants will be informed about the training; it’s good to know how many people will attend and also the time, so you will be able to prepare the study material and speak to the attendees to evaluate their learning styles, and needs.
Evaluating the needs of the training is the most important part of the planning activities for a training, as everything else will be building on that.


Q: 2: Discuss in detail the six components of a successful training plan                 (15)
Training is compulsory for every organisation, as if your workforce is not competent or not prepared with trainings for the tasks they need to complete the company will not work successfully. That’s why trainers have to be well prepared for each workshop. There are 6 main components of a successful training plan.
1) Assessment: 
Once an organisation asks you for a training you should go sit down with the senior management or the person who has requested the workshop in order to discuss what are their needs and expectations. Although it is necessary to speak to them, it is also useful to see and check the organisation’s needs, assess how it works, so you can come up with suggestions what could be also included in the workshop. If you have the opportunity you should also speak to the participants, so you can evaluate better how you should conduct the training, what could make their studying easier.
 


2) Setting Objectives:
After the assessment is completed you will need to set the reasons for doing the training and the desired outcomes. There are 4 steps what needs to be considered. Firstly, look for ideas for the session, then determine if the set objectives are achievable. In the beginning of the training it is better to give the more important information, as the attendees’ attention fades with time, so you will need to prioritize in order of importance. Lastly you will have to organize the material to support the objectives, so it will be easier for the students to understand the points of the workshop. 

3) Creating the content:
The material what you will be presenting for the attendees will be influenced by many factors. When you creating the content, you will have to think about the attendees learning styles, and what motivates them, also what kind of aids you can build in the program to help. Some students might have disabilities, what you have to consider also, and find the best way to make them comfortable, included and to help. Then you should consider the students’ motivation, whether they are there because they want to be or the company have sent them as a mandatory course to be completed. Another factor can be the time and the resources what are available. If you have more time, you can give a more detailed presentation, with activities and discussions. Then if the training is taking place in their chosen place the use of the available equipment can help, such as white board, or smartboards. You can play videos or make a PowerPoint presentation.

4) Presentation:
Once you know what you will be training and gathered the material you need to decide how to present it. Firstly, the structures: you can use one kind, but usually more is used, it is recommended to mix it up, so if there are individuals who are more advanced can help to those who might not understand everything as well. Depending on the size of the attendees in the workshop you can form smaller groups, or larger ones, create pairs or give individual work. Then there are different activities what can be included to make it more interesting, such as role plays, brainstorming, demonstrations, or a case study.
There are important so the different learning styles will be accommodated and also it will give a more engaging presentation of the material you have to teach.

5) Timing:
While you should know how long you will have for the training to be completed, you should also decide on the length of the segments. If you have more time to complete the training you can keep smaller breaks, so the students can refresh themselves and their concentration will be better. The training itself should be put together from smaller segments, about 15 minutes is recommended. However, this doesn’t mean to change the subject, just that you need to break up the presentation and engage with the attendees by asking questions from them or you can start an activity. 

6) Assess the plan:
Once you have finished with the learning plan, you need to check it and assess it. See if all the objectives are included what was asked of you, see if the training methods are suitable, if it’s engaging and effective, then the timing of the segments and the full course. Check if the quality of the training is what it should be or you could improve on it, and then see how it feels to present it. You can ask others opinion to help you, especially if you are quite new to giving trainings. Listen to the feedback and make changes if needed. 

You should keep in mind that when you are giving a training you present yourself and your knowledge to others, and it will be judged buy them. So a well prepared course will present you well.
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