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Introductions
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Clues
Discussion Activity Planner
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Getting Started
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What’s the difference between training and a workshop?
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Benefits

 Interactive
 Immediate
 Efficient
 Effective
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Success Factors

 Content
 Planned
 Organized
 Actionable
 Relevant

 Style
 Interactive
 Flexible
 Responsive

 Participants
 Group size
 Engaged
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Workshop Planner
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Gamestorming: 
7Ps
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Purpose

What does this workshop need to achieve? 
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Types

 Solve a problem
 Make a decision
 Define requirements
 Improve business skills
 Learn an application
 Observe a demonstration
 Build community
 Practice a technique
 Strengthen a skill

12



Example
The purpose of this workshop is to teach new 
cyclists basic bike maintenance skills so they 
can keep their new bicycles in safe, riding 
condition.
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Brainstorm ideas for a workshop.
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Participants

Who are the learners for this workshop?
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What do we need to know about the participants?
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What do I know about the people I’m talking to?
What do I want these people to be able and 
motivated to do after my workshop?
What can I guess about their past and present?
What is important to them?
What is immediately apparent now?

5 Questions
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 Who
 Action
 Past and Present
 Important
 Plan
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Outcomes

What should participants be able to do as a result of this 
workshop?
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Benefits

 Facilitators can:
 Design effective content
 Design appropriate assessment tools
 Evaluate workshop effectiveness more accurately

 Participants know:
 What they are expected to learn
 How they will be assessed/evaluated
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Learning 
Outcomes

 Participant-centered
 Observable
 Measurable
 Realistic
 Achievable
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Format
 Action
 Measurable criterion 
 Performance conditions
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Example

After the workshop, you should be able to 
change a bicycle tire correctly and safely 
without referring to the manual.

 Action: change a bicycle tire
 Measurable criteria: change it correctly and 

safely
 Performance condition: without referring to 

the manual
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1. Identify subgroups participants 
2. Select a subgroup, and identify:

 Past and present
 Values
 Outcomes

3. Prioritize the outcomes
4. Refine the outcomes
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 Participants: List the groups/subgroups
 Outcomes: List the prioritized outcomes
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Agenda

What topics and activities support the outcomes? What 
timings make sense?
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Topics

Outcome

Topic Topic Topic
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Example

Repair a 
flat tire

Check for 
damage

Use a 
patch

Replace 
the tire
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Activities

 Provide interaction
 Think things through
 Relate learning to experiences
 Use and test skills
 Get feedback
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Magic Formula

Outcome

Topic

Activity

Topic

Activity

Topic

Activity
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Learning Style: 
Accessing 
Information

Visual Auditory

Tactile
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Learning Style: 
Processing 
Information

Activist
Pragmatist

Reflector Theorist

32



Types of 
Activities

 Lecture/Presentation
 Large group discussion
 Small group discussion
 Pair exercise
 Individual exercise
 Game
 Round robin
 Demonstration
 Story
 Practice activity
 Role play
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Example
Repair a flat 

tire

Check for 
damage

Demonstrate Practice

Use a patch

Demonstrate Practice

Replace the 
tire

Demonstrate Practice

Repair a flat 
tire

Use a patch

Demonstrate Practice
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Topic-Activity 
Recipe

Topic Activity Types
Check for damage Lecture: What could cause damage, what tools 

we need, what you can fix on your own vs when to 
bring your bike in to the shop. 

Demonstrate: How to check the tire and rim for 
damage. 

Practice: Have the participants check the front 
and back tires for damage. 

Review: Discuss findings and questions. 
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Topic-Activity 
Recipe with 
Timings

Topic Activity Types and Timing
Check for damage 
(30 min)

Lecture: What could cause damage, what tools 
we need, what you can fix on your own vs when to 
bring your bike in to the shop. (5 min)

Demonstrate: How to check the tire and rim for 
damage. (5 min)

Practice: Have the participants check the front 
and back tires for damage. (15 min)

Review: Discuss findings and questions. (5 min)
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Triad 
Recipe

Explain Exercise Debrief
How to check for 
damage
• What could cause 

damage
• What tools we need
• What you can fix on 

your own vs when to 
bring your bike in to 
the shop

Check the front and back 
tires for damage

Share issues, questions, 
challenges
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Schedule

Time Topic/Activity Materials
9-9:15 Speaker Introduction

Activities
- Individual introductions + 

workshop expectations

Agenda

9:15-11:00 Repair a flat tire
• Check for damage (30 min)
• Use a patch (30 min)
• Replace the tire (45 min)

Patch kits
Tubes
Air pumps
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1. Create topics and activities that support outcomes.
2. Select a recipe, and start outlining topics and activities.
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Tips

 Take regular breaks.
 Include time for feedback.
 Create two versions of the agenda: a detailed 

agenda with time estimates and activity notes for 
you, and a high-level agenda for the participants. 
 Use a combination of individual, pair, and group 

exercises. 
 Be prepared with backup activities if something 

doesn’t go according to plan.
 Your role is to facilitate so attendees can learn 

and participate.
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Add the schedule with topics and activities to your planner.
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Risks

What issues or concerns do you anticipate? How can you 
address them?
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What are examples of potential risks and solutions?
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Brainstorm risks and solutions for your workshop.
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Preparation

What do you need to do before the workshop?

45



Materials

 Slide deck/handouts
 Content

 Level of detail
 Level of difficulty
 Mix of activities
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Logistics

 Space
 Seating
 Equipment
 Food
 Restrictions (noise, walls, etc.)
 Accessibility
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Participants

 Communication
 Invitations
 Updates

 Accessibility
 Prework/Homework
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Tips

 Visit the location or request photos of the 
room so you can plan seating, activities, and 
workspace.
 Make sure the room is booked for at least 30 

minutes before and after so you have time to 
set up and collect materials.
 Build checklists for the tasks you need to 

complete before and after the workshop, the 
equipment you need to take, and materials 
the participants need to bring. 
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Add ideas for preparation activities to your planner.
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Follow-up

What do you need to do after the workshop?
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Reinforcement

 Homework
 Handouts
 Reading lists
 Questioning
 Application
 Feedback
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Post-workshop
 Assessments
 Evaluations
 Notes/Reports
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Add ideas for follow-up activities to your planner.
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Title

What do you want to call this workshop?
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Create a title for the workshop.
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Add a workshop title to your planner.
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Debrief

What did you learn today?
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Resources
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Books & 
Articles

 Bowman, Sharon L. Training from the Back of the Room!: 
65 Ways to Step aside and Let Them Learn. San Francisco, 
CA: Pfeiffer, 2009.
 Gray, Dave, Sunni Brown, and James Macanufo. 

Gamestorming: A Playbook for Innovators, Rulebreakers, 
and Changemakers. Beijing: OReilly, 2010.
 Lightheart, Andrew. Presentation Now: Prepare a Perfect 

Presentation in Less than 3 Hours. Harlow: Pearson, 2016.
 “Creativity Techniques A to Z.” Mycoted. 

www.mycoted.com/Category:Creativity_Techniques.
 "Facilitating Participatory Workshops." Seeds for Change. 

www.seedsforchange.org.uk/resources.
 “How to Run a Good Workshop.” Scott Berkun. 

scottberkun.com/2013/run-a-good-workshop.
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Thank you!

Chris Hester, CPTC, COTP
@reddeskstudio / @chris_oh
chris@reddeskstudio.com
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