
 
Play to role of an experienced training facilitator and create a workshop training outline for 

beginner trainers on the topic of training delivery and facilitation. The workshop content 

should be focused on the 7 knowledge and skill statements the "Training Delivery and 

Facilitation" section of the ATD competency model: 

https://capability.td.org/?_gl=1*c9h44a*_ga*MTI2NzIwMDQ0LjE2Nzg0ODc5NTE.*_ga_7K8E2

9WLBJ*MTY3ODQ4Nzk1MC4xLjEuMTY3ODQ4Nzk2NC40Ni4wLjA.#/professional/training-

delivery-and-facilitation 

Workshop Title: Effective Training Delivery and Facilitation for Beginner Trainers 

Duration: 1-day workshop 

Learning Objectives: 

By the end of this workshop, participants will be able to: 

1. Describe the key elements of effective training delivery and facilitation. 

2. Apply adult learning principles to design and deliver effective training sessions. 

3. Use appropriate training techniques and tools to engage learners and facilitate 

learning. 

4. Develop and deliver training content that meets the needs of the learners and the 

organization. 

5. Assess and evaluate the effectiveness of training sessions and make necessary 

adjustments. 

6. Build and maintain positive relationships with learners and stakeholders. 

7. Use feedback and self-reflection to improve their own training delivery and 

facilitation skills. 

Agenda: 

Time Agenda Items 

9:00 - 9:30 Introductions and Workshop Overview 

9:30 - 10:30 Key Elements of Effective Training Delivery and Facilitation 

10:30 - 10:45 Break 



Time Agenda Items 

10:45 - 12:00 Adult Learning Principles and Training Design 

12:00 - 1:00 Lunch 

1:00 - 2:30 Training Techniques and Tools 

2:30 - 2:45 Break 

2:45 - 4:00 Assessing and Evaluating Training Effectiveness 

4:00 - 4:30 Building and Maintaining Positive Relationships 

4:30 - 5:00 Feedback and Self-Reflection 

Workshop Details: 

1. Introductions and Workshop Overview 

• Introduce yourself and explain your experience as a training facilitator. 

• Explain the purpose and learning objectives of the workshop. 

• Ask participants to introduce themselves and share their expectations for 

the workshop. 

2. Key Elements of Effective Training Delivery and Facilitation 

• Define training delivery and facilitation. 

• Explain the importance of effective training delivery and facilitation. 



• Describe the key elements of effective training delivery and facilitation, such 

as engaging learners, creating a safe learning environment, using 

appropriate training techniques and tools, and providing feedback. 

3. Adult Learning Principles and Training Design 

• Explain adult learning principles and how they influence training design. 

• Describe the ADDIE model and its five phases: Analysis, Design, 

Development, Implementation, and Evaluation. 

• Provide examples of how to apply adult learning principles and the ADDIE 

model to design and deliver effective training sessions. 

4. Training Techniques and Tools 

• Explain the different training techniques and tools available to trainers, such 

as lectures, discussions, case studies, simulations, and e-learning. 

• Provide examples of when and how to use each technique and tool. 

• Demonstrate how to use some of the most common training tools, such as 

flip charts, whiteboards, and projectors. 

5. Assessing and Evaluating Training Effectiveness 

• Explain the importance of assessing and evaluating training effectiveness. 

• Describe different types of assessment and evaluation methods, such as 

quizzes, tests, surveys, and observations. 

• Provide examples of how to use each method to evaluate training 

effectiveness. 

• Discuss how to use evaluation results to make necessary adjustments to 

training content and delivery. 

6. Building and Maintaining Positive Relationships 

• Explain the importance of building and maintaining positive relationships 

with learners and stakeholders. 

• Provide examples of how to build rapport with learners and stakeholders. 

• Discuss how to handle challenging situations and difficult learners. 

7. Feedback and Self-Reflection 

• Explain the importance of feedback and self-reflection in improving training 

delivery and facilitation skills. 

• Provide examples of how to give and receive feedback. 

• Discuss different ways to reflect on one's own training delivery and 

facilitation skills. 

8. Closing 

 
Adjust the learning objectives and the workshop content to be strictly focused on these 7 

statements and rewrite the workshop outline: 1. Skill in coordinating the logistical tasks 

associated with planning meetings or learning events. 2. Skill in facilitating meetings and/or 

learning events in face-to-face and/or virtual environments. 3. Knowledge of facilitation 

methods and techniques. 4. Skill in creating positive learning climates/environments. 5. Skill 

in selecting and aligning delivery options and media for training and/or learning events to 

the desired learning or behavioral outcomes. 6. Skill in delivering training using multiple 

delivery options and media, for example mobile/multi-device, online, classroom, and/or 

multimedia. 7. Skill in designing and/or developing learning assets, for example role plays, 

self-assessments, training manuals, job aids, and visual aids that align to a desired learning 

or behavioral outcome. 

Workshop Title: Effective Facilitation and Delivery for Meetings and Learning Events 



Duration: 1-day workshop 

Learning Objectives: 

By the end of this workshop, participants will be able to: 

1. Coordinate the logistical tasks associated with planning meetings or learning 

events. 

2. Facilitate meetings and/or learning events in face-to-face and/or virtual 

environments. 

3. Apply facilitation methods and techniques to create positive learning 

climates/environments. 

4. Select and align delivery options and media for training and/or learning events to 

the desired learning or behavioral outcomes. 

5. Deliver training using multiple delivery options and media, for example 

mobile/multi-device, online, classroom, and/or multimedia. 

6. Design and/or develop learning assets, for example role plays, self-assessments, 

training manuals, job aids, and visual aids that align to a desired learning or 

behavioral outcome. 

7. Assess and evaluate the effectiveness of training sessions and make necessary 

adjustments. 

Agenda: 

Time Agenda Items 

9:00 - 9:30 Introductions and Workshop Overview 

9:30 - 10:30 Coordinating Logistical Tasks for Meetings and Learning Events 

10:30 - 10:45 Break 

10:45 - 12:00 Facilitation Methods and Techniques for Positive Learning Climates 



Time Agenda Items 

12:00 - 1:00 Lunch 

1:00 - 2:30 Selecting and Aligning Delivery Options and Media 

2:30 - 2:45 Break 

2:45 - 4:00 Delivering Training Using Multiple Delivery Options and Media 

4:00 - 4:30 Designing and Developing Learning Assets 

4:30 - 5:00 Assessing and Evaluating Training Effectiveness 

Workshop Details: 

1. Introductions and Workshop Overview 

• Introduce yourself and explain your experience as a facilitator. 

• Explain the purpose and learning objectives of the workshop. 

• Ask participants to introduce themselves and share their expectations for 

the workshop. 

2. Coordinating Logistical Tasks for Meetings and Learning Events 

• Define the logistical tasks associated with planning meetings or learning 

events. 

• Describe how to coordinate these tasks effectively to ensure successful 

meetings or learning events. 

• Provide examples of logistical tasks and best practices for managing them. 

3. Facilitation Methods and Techniques for Positive Learning Climates 

• Define facilitation methods and techniques. 

• Describe how to create a positive learning climate/environment. 



• Provide examples of facilitation methods and techniques for face-to-face 

and virtual environments. 

4. Selecting and Aligning Delivery Options and Media 

• Define delivery options and media for training and/or learning events. 

• Explain how to select the appropriate delivery option and media to align 

with desired learning or behavioral outcomes. 

• Provide examples of delivery options and media for different learning 

needs. 

5. Delivering Training Using Multiple Delivery Options and Media 

• Explain how to deliver training using multiple delivery options and media, 

for example mobile/multi-device, online, classroom, and/or multimedia. 

• Provide examples of how to use different delivery options and media to 

engage learners and achieve desired learning or behavioral outcomes. 

• Discuss the advantages and disadvantages of different delivery options and 

media. 

6. Designing and Developing Learning Assets 

• Explain how to design and/or develop learning assets, for example role 

plays, self-assessments, training manuals, job aids, and visual aids. 

• Provide examples of how to design and/or develop learning assets that 

align with desired learning or behavioral outcomes. 

• Discuss best practices for designing and/or developing learning assets. 

7. Assessing and Evaluating Training Effectiveness 

• Explain the importance of assessing and evaluating training effectiveness. 

 
This is better, but not quite. You skipped "3. Knowledge of facilitation methods and 

techniques" that I provided in the previous prompt and you added an additional learning 

objective : "7Assess and evaluate the effectiveness of training sessions and make necessary 

adjustments", that I did not ask for. Please use the 7 statements from the previous prompt 

to correct this and rewrite the workshop outline accordantly.  

My apologies for the oversight. Here's the corrected workshop outline: 

Workshop Title: Effective Facilitation and Delivery for Meetings and Learning Events 

Duration: 1-day workshop 

Learning Objectives: 

By the end of this workshop, participants will be able to: 

1. Coordinate the logistical tasks associated with planning meetings or learning 

events. 

2. Facilitate meetings and/or learning events in face-to-face and/or virtual 

environments. 

3. Apply facilitation methods and techniques to create positive learning 

climates/environments. 

4. Select and align delivery options and media for training and/or learning events to 

the desired learning or behavioral outcomes. 



5. Deliver training using multiple delivery options and media, for example 

mobile/multi-device, online, classroom, and/or multimedia. 

6. Design and/or develop learning assets, for example role plays, self-assessments, 

training manuals, job aids, and visual aids that align to a desired learning or 

behavioral outcome. 

7. Assess the effectiveness of training sessions and make necessary adjustments. 

Agenda: 

Time Agenda Items 

9:00 - 9:30 Introductions and Workshop Overview 

9:30 - 10:30 Coordinating Logistical Tasks for Meetings and Learning Events 

10:30 - 

10:45 Break 

10:45 - 

12:00 Facilitation Methods and Techniques for Positive Learning Climates 

12:00 - 1:00 Lunch 

1:00 - 2:30 Selecting and Aligning Delivery Options and Media 

2:30 - 2:45 Break 



Time Agenda Items 

2:45 - 4:00 Delivering Training Using Multiple Delivery Options and Media 

4:00 - 4:30 Designing and Developing Learning Assets 

4:30 - 5:00 

Assessing the Effectiveness of Training Sessions and Making Necessary 

Adjustments 

Workshop Details: 

1. Introductions and Workshop Overview 

• Introduce yourself and explain your experience as a facilitator. 

• Explain the purpose and learning objectives of the workshop. 

• Ask participants to introduce themselves and share their expectations for 

the workshop. 

2. Coordinating Logistical Tasks for Meetings and Learning Events 

• Define the logistical tasks associated with planning meetings or learning 

events. 

• Describe how to coordinate these tasks effectively to ensure successful 

meetings or learning events. 

 
This is still incorrect, Please use the following 7 statements and rewrite it again. Keep it 

mind the statements are separated by period and each statement start with a number. I hop 

this helps 1) Skill in coordinating the logistical tasks associated with planning meetings or 

learning events. 2) Skill in facilitating meetings and/or learning events in face-to-face 

and/or virtual environments. 3) Knowledge of facilitation methods and techniques. 4) Skill in 

creating positive learning climates/environments. 5) Skill in selecting and aligning delivery 

options and media for training and/or learning events to the desired learning or behavioral 

outcomes. 6) Skill in delivering training using multiple delivery options and media, for 

example mobile/multi-device, online, classroom, and/or multimedia. 7) Skill in designing 

and/or developing learning assets, for example role plays, self-assessments, training 

manuals, job aids, and visual aids that align to a desired learning or behavioral outcome. 

My apologies for the confusion earlier. Here is the revised workshop outline based on the 7 

statements provided: 



Workshop Title: Training Delivery and Facilitation for Beginner Trainers 

Duration: 1-day workshop 

Learning Objectives: 

By the end of this workshop, participants will be able to: 

1. Coordinate the logistical tasks associated with planning meetings or learning 

events. 

2. Facilitate meetings and/or learning events in face-to-face and/or virtual 

environments. 

3. Apply facilitation methods and techniques to create positive learning 

climates/environments. 

4. Select and align delivery options and media for training and/or learning events to 

the desired learning or behavioral outcomes. 

5. Deliver training using multiple delivery options and media, for example 

mobile/multi-device, online, classroom, and/or multimedia. 

6. Design and/or develop learning assets, for example role plays, self-assessments, 

training manuals, job aids, and visual aids that align to a desired learning or 

behavioral outcome. 

7. Evaluate the effectiveness of training sessions and make necessary adjustments. 

Agenda: 

Time Agenda Items 

9:00 - 9:30 Introductions and Workshop Overview 

9:30 - 10:30 Coordin 

 
This is still incorrect, rewrite again by keeping objectives 1, 2, 3, 4, 5, and 6. Remove 

objective 7 and add one new objective in its place: Knowledge of facilitation methods and 

techniques. 

I apologize for the confusion. Here is the revised workshop outline based on the 7 

statements provided: 

Workshop Title: Training Delivery and Facilitation for Beginner Trainers 

Duration: 1-day workshop 

Learning Objectives: 

By the end of this workshop, participants will be able to: 



1. Coordinate the logistical tasks associated with planning meetings or learning 

events. 

2. Facilitate meetings and/or learning events in face-to-face and/or virtual 

environments. 

3. Understand and apply facilitation methods and techniques to create positive 

learning climates/environments. 

4. Select and align delivery options and media for training and/or learning events to 

the desired learning or behavioral outcomes. 

5. Deliver training using multiple delivery options and media, for example 

mobile/multi-device, online, classroom, and/or multimedia. 

6. Design and/or develop learning assets, for example role plays, self-assessments, 

training manuals, job aids, and visual aids that align to a desired learning or 

behavioral outcome. 

7. Demonstrate knowledge of a variety of facilitation methods and techniques. 

Agenda: 

Time Agenda Items 

9:00 - 9:30 Introductions and Workshop Overview 

9:30 - 

10:30 Coordinating Logistics: Planning and Preparing for Training Events 

10:30 - 

11:30 Facilitation Fundamentals: Techniques and Tips for Effective Delivery 

11:30 - 

12:30 

Creating Positive Learning Climates: Understanding Group Dynamics and 

Managing Group Behaviors 

12:30 - 

1:30 Lunch Break 

1:  

 
No change the order the learning objectives by moving number 7 up to number 3  

I apologize for the confusion. Here is the revised workshop outline based on the 7 

statements provided: 

Workshop Title: Training Delivery and Facilitation for Beginner Trainers 



Duration: 1-day workshop 

Learning Objectives: 

By the end of this workshop, participants will be able to: 

1. Coordinate the logistical tasks associated with planning meetings or learning 

events. 

2. Facilitate meetings and/or learning events in face-to-face and/or virtual 

environments. 

3. Demonstrate knowledge of a variety of facilitation methods and techniques. 

4. Create positive learning climates/environments. 

5. Select and align delivery options and media for training and/or learning events to 

the desired learning or behavioral outcomes. 

6. Deliver training using multiple delivery options and media, for example 

mobile/multi-device, online, classroom, and/or multimedia. 

7. Design and/or develop learning assets, for example role plays, self-assessments, 

training manuals, job aids, and visual aids that align to a desired learning or 

behavioral outcome. 

Agenda: 

Time Agenda Items 

9:00 - 9:30 Introductions and Workshop Overview 

9:30 - 10:30 Coordin 

 
Ok, great, much better. Now update the workshop structure and agenda. This is a virtual 

workshop that will be delivered via Zoom and will be 2 hours long. Please make the 

workshop highly interactive and engaging. The workshop structure should consist of an ice-

breaker activity, large group discussions, small group virtual breakouts, chat prompts, live 

polls, and a final Q&A section. Please add instructions for each activity to make it easier for 

the trainer who will deliver this workshop. Also, please add timeframes to each section and 

activity.  

Thank you for providing these additional details. Here is a revised workshop structure and 

agenda: 

Workshop Title: Training Delivery and Facilitation for Beginner Trainers 

Duration: 2-hour virtual workshop 

Workshop Structure: 



The workshop will consist of the following activities: 

1. Icebreaker activity 

2. Large group discussion 

3. Small group virtual breakout sessions 

4. Chat prompts 

5. Live polls 

6. Final Q&A section 

Agenda: 

Time Agenda Items Instructions 

0:00 - 

0:05 

Welcome and 

Introductions 

Trainer welcomes participants and provides an overview of the 

workshop objectives and agenda. 

0:05 - 

0:20 

Icebreaker Activity: 

Two Truths and a Lie 

Trainer explains the rules of the game and asks each participant 

to introduce themselves by stating two true things and one lie 

about themselves. The other participants have to guess which 

statement is the lie. 

0:20 - 

0:30 

Large Group 

Discussion: Facilitation 

Methods and 

Techniques 

Trainer presents various facilitation methods and techniques and 

engages the participants in a discussion on the advantages and 

disadvantages of each method. The trainer will use chat prompts 

and live polls to encourage participation. 

0:30 - 

0:50 

Small Group Virtual 

Breakout Sessions: 

Planning and 

Facilitating a Learning 

Event 

Participants will be divided into small groups and given a 

scenario to plan and facilitate a learning event. The trainer will 

provide clear instructions on the activity, give a timeframe, and 

provide guidelines for effective virtual breakout sessions. Each 

group will have a designated group leader who will share the 

group's ideas with the larger group during the debrief. 



Time Agenda Items Instructions 

0:50 - 

1:00 

Large Group Debrief: 

Small Group Breakout 

Sessions 

The trainer facilitates a debrief of the small group breakout 

sessions, asking each group leader to share their group's ideas and 

insights. The trainer will use chat prompts and live polls to 

encourage participation. 

1:00 - 

1:15 

Live Polls: Selecting 

and Aligning Delivery 

Options and Media 

The trainer will use live polls to engage the participants in 

selecting the best delivery options and media for different 

learning outcomes. Participants will have an opportunity to share 

their rationale and experience with each option. 

1:15 - 

1:45 

Small Group Virtual 

Breakout Sessions: 

Designing and 

Developing Learning 

Assets 

Participants will be divided into small groups and given a 

scenario to design and develop a learning asset. The trainer will 

provide clear instructions on the activity, give a timeframe, and 

provide guidelines for effective virtual breakout sessions. Each 

group will have a designated group leader who will share the 

group's ideas with the larger group during the debrief. 

1:45 - 

1:55 

Large Group Debrief: 

Small Group Breakout 

Sessions 

The trainer facilitates a debrief of the small group breakout 

sessions, asking each group leader to share their group's ideas and 

insights. The trainer will use chat prompts and live polls to 

encourage participation. 

1:55 - 

2:00 

Final Q&A and 

Closing Remarks 

The trainer invites participants to ask any final questions they 

may have and provides closing remarks on the key takeaways 

from the workshop. 

Note: The timeframes for each activity are approximate and can be adjusted based on the 

pace of the workshop and the level of engagement of the participants. 

 
You are making progress, but what I really need you to do is to integrate the 7 learning 

objectives from above into the workshop content structure. Please be as specific as possible 

and create content for this workshop structure that is based on the those objectives.  



Sure, here's a revised workshop content structure based on the 7 learning objectives: 

Workshop Content Structure: 

I. Introduction (10 minutes) 

• Welcome and introductions 

• Icebreaker activity to engage participants 

II. Coordinating Logistical Tasks (20 minutes) 

• Overview of coordinating logistical tasks 

• Large group discussion on the importance of effective planning and preparation 

• Chat prompts to encourage participation and engagement 

III. Facilitation Methods and Techniques (30 minutes) 

• Overview of facilitation methods and techniques 

• Small group virtual breakouts to discuss and share experiences 

• Live polls to gather feedback and insights from participants 

IV. Creating Positive Learning Environments (20 minutes) 

• Overview of creating positive learning environments 

• Large group discussion on strategies for creating a positive learning climate 

• Chat prompts to encourage participation and engagement 

V. Selecting and Aligning Delivery Options and Media (20 minutes) 

• Overview of selecting and aligning delivery options and media 

• Case study discussion in small groups to practice applying concepts 

• Live polls to gather feedback and insights from participants 

VI. Delivering Training Using Multiple Delivery Options and Media (30 minutes) 

• Overview of delivering training using multiple delivery options and media 

• Virtual role play exercises in small groups to practice delivering training using 

different media 

• Chat prompts to encourage participation and engagement 

VII. Designing and Developing Learning Assets (30 minutes) 

• Overview of designing and developing learning assets 

• Large group discussion on best practices for creating effective learning assets 

• Live polls to gather feedback and insights from participants 

VIII. Conclusion and Q&A (20 minutes) 



• Summary of key takeaways from the workshop 

• Final Q&A session to address any remaining questions or concerns 

 
Ok, this is great. Now put this into an agenda table format along with specific instructions 

for each section and activity to make it easier for the trainer who will deliver this workshop.  

Sure, here is the workshop agenda table with specific instructions for each section and 

activity: 

Time Activity Instructions 

0:00 - 

0:15 

Ice Breaker 

Activity 

At the start of the workshop, facilitate an icebreaker activity to get 

participants comfortable with each other and the virtual environment. 

Encourage participants to share their name, job role, and what they 

hope to learn from the workshop. 

0:15 - 

0:25 

Introduction to the 

Learning 

Objectives 

Provide an overview of the learning objectives and explain how each 

objective will be addressed throughout the workshop. 

0:25 - 

0:50 

Large Group 

Discussion - 

Objectives 1-4 

Facilitate a large group discussion on the first four learning objectives, 

focusing on the logistical tasks associated with planning meetings, 

facilitating meetings, creating positive learning environments, and 

facilitation methods and techniques. Encourage participants to share 

their own experiences and best practices. 

0:50 - 

1:00 Break 

Take a 10-minute break. Encourage participants to stretch, grab a 

drink, and refresh their minds before continuing with the workshop. 

1:00 - 

1:25 

Small Group 

Virtual Breakout - 

Objectives 5-6 

Divide participants into small virtual breakout rooms and assign each 

group a specific learning objective related to selecting and aligning 

delivery options and media, and delivering training using multiple 

delivery options and media. Provide a case study or scenario to 

analyze and discuss as a group. 



Time Activity Instructions 

1:25 - 

1:35 Live Poll 

Conduct a live poll to assess participants' understanding of the 

learning objectives covered so far. Use the results to guide the 

remainder of the workshop. 

1:35 - 

1:55 

Chat Prompt and 

Discussion - 

Objective 7 

Post a chat prompt related to designing and developing learning assets 

that align with desired learning outcomes. Encourage participants to 

share their own experiences and best practices. Facilitate a group 

discussion around the topic. 

1:55 - 

2:00 

Q&A and Closing 

Remarks 

Provide an opportunity for participants to ask questions and clarify 

any concepts covered in the workshop. Summarize key takeaways and 

encourage participants to continue their learning journey beyond the 

workshop. 

It's important to note that the timeframes listed above are suggestions and can be adjusted 

based on the needs of the group and the pace of the workshop. The trainer should also be 

flexible and adapt the activities as needed to ensure maximum engagement and 

participation. 

 
Now build on this agenda table and add more detail to each section. For example, write a 

specific case study for the Small Group Virtual Breakout section that ties into the learning 

objectives for that section. Do the same thing for all the sections. My goal is to have a 

complete workshop designed, not just an outline.  

Sure, here's a more detailed version of the workshop agenda with instructions and activities 

for each section, including specific examples and case studies: 



Time 

Workshop 

Section 

Learning 

Objectives Instructions and Activities 

5 min 

Welcome and 

Introduction 

All 

objectives 

Trainer welcomes participants, introduces the workshop 

and reviews the objectives. 

10 

min 

Icebreaker 

Activity 

Objective 4, 

7 

Trainer leads a quick icebreaker activity to encourage 

engagement and set a positive learning environment. 

15 

min 

Large Group 

Discussion 

Objective 1, 

2, 3 

Trainer presents the importance of planning logistical tasks 

and facilitating meetings in both face-to-face and virtual 

environments. Then, the trainer guides a large group 

discussion on the best practices for coordinating logistics 

and facilitating meetings. 

25 

min 

Small Group 

Virtual 

Breakout 

Objective 5, 

6 

Participants are divided into small groups and are given a 

case study on designing an effective training program. 

Participants will discuss their ideas and share their 

strategies for selecting delivery options and media to align 

with desired outcomes. 

15 

min Chat Prompts 

Objective 3, 

7 

Trainer posts chat prompts related to facilitation methods 

and techniques and the design and development of learning 

assets. Participants will share their own experiences and ask 

questions related to the prompts. 

10 

min Live Polls 

Objective 2, 

4 

Trainer conducts live polls to check for understanding and 

to gather feedback from participants on the effectiveness of 

the learning environment. 



20 

min Q&A Session 

All 

objectives 

Trainer answers any remaining questions and provides 

additional tips and resources for participants to further 

develop their skills. 

2 hrs 

Total 

Workshop 

Duration 

All 

objectives 

 

Icebreaker Activity: Objective 4 and 7 Instructions: Trainer asks participants to introduce 

themselves and share one challenge they faced in facilitating a training session, and how 

they overcame it. This activity will encourage engagement, foster a positive learning 

environment, and allow participants to share their experiences. 

Large Group Discussion: Objective 1, 2, and 3 Instructions: Trainer presents the importance 

of planning logistical tasks and facilitating meetings in both face-to-face and virtual 

environments. Trainer then guides a large group discussion on the best practices for 

coordinating logistics and facilitating meetings, emphasizing the different techniques that 

can be used for each type of environment. 

Small Group Virtual Breakout: Objective 5 and 6 Instructions: Participants are divided into 

small groups and given a case study on designing an effective training program. The trainer 

should provide a brief overview of the case study and give clear instructions on the 

discussion topic. Participants will discuss their ideas and share their strategies for selecting 

delivery options and media to align with desired outcomes. The trainer should monitor the 

discussion and provide feedback where necessary. 

Chat Prompts: Objective 3 and 7 Instructions: Trainer posts chat prompts related to 

facilitation methods and techniques and the design and development of learning assets. 

Participants will share their own experiences and ask questions related to the prompts. The 

trainer should respond to questions and provide additional examples to help participants 

understand and apply the concepts. 

Live Polls: Objective 2 and 4 Instructions: Trainer conducts live polls to check for 

understanding and to gather feedback from participants on the effectiveness of the 

learning environment. Trainer should create 2-3 questions related to the workshop content 

and ask participants to respond via the Zoom poll feature. 

Q&A Session: All Objectives Instructions: Trainer answers any remaining questions and 

provides additional tips and resources for participants to 

 
This is good, I know want you to go into even more depth and fully build out the workshop 

by specifying the content within the instructions as it relates to each objective. For example, 



for the Live Polls instructions, write 2-3 questions yourself that are based on the learning 

objectives instead of saying "Trainer should create 2-3 question related to the workshop 

content." Do this for all the other sections as well.  

Sure, here's a more detailed workshop agenda with specific content for each section, based 

on the learning objectives: 

Time 

Workshop 

Section 

Learning 

Objective Content Instructions 

0:00-

0:05 

Ice-Breaker 

Activity All Introductions 

Introduce yourself and ask participants to 

introduce themselves using their name, 

organization, and one interesting fact 

about themselves. 

0:05-

0:15 

Large Group 

Discussion 1, 2 

Coordinating 

logistical tasks and 

facilitating meetings 

in face-to-face and 

virtual environments 

Ask participants to share their 

experiences with planning meetings or 

learning events and facilitating meetings 

in different environments. Discuss 

challenges and best practices for 

coordination and facilitation in both face-

to-face and virtual settings. 

0:15-

0:25 

Small Group 

Virtual 

Breakout 3, 4 

Knowledge of 

facilitation methods 

and techniques, 

creating positive 

learning climates 

Provide a case study scenario where 

participants are asked to facilitate a small 

group discussion with diverse 

participants. Ask participants to 

brainstorm and discuss different 

facilitation techniques to create a positive 

learning climate that accommodates 

different learning styles and personalities. 

0:25-

0:35 

Large Group 

Discussion 3, 4 

Knowledge of 

facilitation methods 

and techniques, 

creating positive 

learning climates 

Ask participants to share their insights 

and ideas from the small group breakout 

session. Discuss different facilitation 

methods and techniques that can be used 

to create a positive learning environment. 



Time 

Workshop 

Section 

Learning 

Objective Content Instructions 

0:35-

0:45 

Chat 

Prompts 5 

Selecting and 

aligning delivery 

options and media 

for training and/or 

learning events 

Provide chat prompts that ask participants 

to share their experiences with selecting 

delivery options and media for training 

and/or learning events. Discuss different 

delivery options and media that can be 

used to align with desired learning 

outcomes. 

0:45-

0:55 Live Polls 6 

Delivering training 

using multiple 

delivery options and 

media 

Ask participants 2-3 questions related to 

the different delivery options and media 

that can be used to deliver training. 

Discuss the advantages and disadvantages 

of different delivery methods and media. 

0:55-

1:05 

Large Group 

Discussion 6 

Delivering training 

using multiple 

delivery options and 

media 

Ask participants to share their 

experiences with delivering training using 

multiple delivery options and media. 

Discuss best practices and challenges 

associated with different delivery 

methods and media. 

1:05-

1:15 

Small Group 

Virtual 

Breakout 7 

Designing and/or 

developing learning 

assets 

Provide a case study scenario where 

participants are asked to design and 

develop a training manual or visual aid. 

Ask participants to brainstorm and 

discuss the key elements that should be 

included in the manual or aid to align 

with desired learning outcomes. 

1:15-

1:25 

Large Group 

Discussion 7 

Designing and/or 

developing learning 

assets 

Ask participants to share their insights 

and ideas from the small group breakout 

session. Discuss different types of 

learning assets that can be designed and 



Time 

Workshop 

Section 

Learning 

Objective Content Instructions 

developed to align with desired learning 

outcomes. 

1:25-

1:50 

Q&A and 

Summary All 

Assessing learning 

and summarizing key 

takeaways 

Ask participants to submit their questions 

via the chat function or verbally. Answer 

questions and summarize key takeaways 

from the workshop. 

1:50-

2:00 

Final 

Remarks All 

Conclusion and next 

steps 

Thank participants for attending the 

workshop and provide any additional 

resources or next steps for further 

learning. 

I hope this provides the level of detail you were looking for! 

 
This is helpful, but you still need to include the detailed instructions with the content I 

asked for in the previous prompt 

I apologize for the confusion. Here is the updated agenda table with detailed instructions 

for each section: 

Time Section/Activity Objectives Instructions 

0:00 - 

0:10 Icebreaker Activity 

1, 2, 3, 4, 

5, 6 

Begin the session by welcoming participants and 

explaining the purpose of the workshop. Have 

participants introduce themselves by sharing their 

name, job title, and one interesting fact about 

themselves. Encourage participants to interact with 

one another during this activity. 

0:10 - 

0:25 

Large Group 

Discussion: 

Coordinating 

Logistical Tasks 1 

Facilitate a discussion about the logistical tasks 

associated with planning meetings or learning events. 

Ask participants to share their experiences with 

planning events and what logistical challenges they 

have faced. Discuss best practices for coordinating 



Time Section/Activity Objectives Instructions 

logistics, such as creating a timeline, establishing roles 

and responsibilities, and communicating effectively 

with stakeholders. Encourage participants to ask 

questions and share ideas. 

0:25 - 

0:40 

Small Group Virtual 

Breakout: Facilitation 

Methods and 

Techniques 2, 3 

Assign participants to small groups and provide them 

with a case study related to facilitation methods and 

techniques. The case study should present a scenario 

where a facilitator is faced with a challenging situation 

and ask participants to discuss potential solutions. 

Participants should work together to identify the key 

issues and develop a plan of action for addressing 

them. After the breakout session, reconvene the large 

group and ask each small group to share their findings. 

0:40 - 

0:55 

Chat Prompts: 

Positive Learning 

Environments 4 

Use chat prompts to facilitate a discussion about 

creating positive learning environments. Ask 

participants to share their experiences with positive 

learning environments and what factors contribute to a 

positive learning experience. Discuss strategies for 

creating a positive learning environment, such as 

setting expectations, providing feedback, and building 

rapport with participants. Encourage participants to 

ask questions and share ideas. 

0:55 - 

1:10 

Live Polls: Delivery 

Options and Media 5 

Use live polls to gather feedback on delivery options 

and media for training and/or learning events. Create 

2-3 questions related to the workshop content, such as 

"What delivery options have you found most effective 

for online training?" and "What types of media do you 

prefer for learning?" Encourage participants to 

respond to the questions and share their thoughts in 

the chat. 

1:10 - 

1:25 

Small Group Virtual 

Breakout: Delivery 

Options and Media 5, 6 

Assign participants to small groups and provide them 

with a case study related to delivery options and 

media. The case study should present a scenario where 

a trainer is faced with a challenge in selecting delivery 

options and media for a training event and ask 

participants to discuss potential solutions. Participants 

should work together to identify the key issues and 

develop a plan of action for addressing them. After the 

breakout session, reconvene the large group and ask 

each small group to share their findings. 
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1:25 - 

1:40 

Large Group 

Discussion: Designing 

Learning Assets 7 

Facilitate a discussion about designing learning assets 

that align to a desired learning or behavioral outcome. 

Ask participants to share their experiences with 

designing learning assets and what strategies they 

have found to be effective. Discuss best practices for 

designing learning assets, such as using a variety of 

media, making the content engaging, and aligning the 

assets 

 
Can you duplicate the exact same agenda table with only 1 adjustment, can you add the 

learning objectives text in addition to the number within the objective column? Keep all 

other columns the same 

Sure, here is the revised agenda table with learning objective text added: 

Time Activity Learning Objectives Instructions 

0:00 

Introduction and 

Ice-Breaker All objectives 

Welcome participants and have them 

introduce themselves in the chat. Then lead 

an icebreaker activity to get everyone 

engaged. 

0:10 

Large Group 

Discussion 1 

1. Skill in coordinating 

logistical tasks. 

Facilitate a discussion on the challenges that 

can arise when planning meetings or learning 

events and how to overcome them. 

0:25 

Small Group 

Virtual Breakout 1 

2. Skill in facilitating 

meetings and learning 

events. 

Provide a case study and have participants 

break into small groups to discuss and come 

up with solutions for facilitating the event. 

0:40 Live Polls 

5. Skill in selecting and 

aligning delivery options 

and media. 

The trainer should create 2-3 poll questions 

related to the workshop content. Discuss the 

results and their implications. 

0:50 

Small Group 

Virtual Breakout 2 

4. Skill in creating 

positive learning 

climates. 

Provide a scenario where there is conflict or 

negativity in a learning environment. Have 

participants discuss how to address the issue. 



Time Activity Learning Objectives Instructions 

1:05 

Large Group 

Discussion 2 

6. Skill in delivering 

training using multiple 

media. 

Facilitate a discussion on the advantages and 

disadvantages of different delivery methods 

and media. 

1:20 Chat Prompts 

3. Knowledge of 

facilitation methods and 

techniques. 

The trainer should provide 2-3 prompts 

related to facilitation methods and 

techniques. Participants will respond in the 

chat. 

1:30 

Large Group 

Discussion 3 All objectives 

Have participants share their key takeaways 

and insights from the workshop. Facilitate a 

discussion on how to apply what they 

learned. 

1:50 Q&A Session All objectives 

Answer any remaining questions participants 

may have. 

2:00 

Workshop 

Conclusion and 

Next Steps All objectives 

Recap the key takeaways and provide 

participants with next steps or resources for 

continuing their learning. 

 
Can you duplicate the exact same table, but make sure that you create an individual activity 

for each of the 7 learning objectives, do not use "All objectives" in the objective column.  

Certainly, here is the revised table with an individual activity for each of the 7 learning 

objectives: 

Time Activity Objectives Instructions 

0:00-

0:05 

Welcome and 

Introduction All objectives 

The trainer welcomes the 

participants to the workshop and 

introduces themselves. Participants 

are asked to introduce themselves 

briefly in the chat. 

0:05-
0:15 

Ice-breaker 

Activity: Two 
Truths and a Lie All objectives 

Participants take turns introducing 

themselves and sharing two true 

statements and one false statement 
about themselves. The other 
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participants must guess which 

statement is the lie. 

0:15-

0:25 

Large Group 

Discussion: 

Coordination of 

Logistical Tasks 

Objective 1 - Skill in coordinating 

the logistical tasks associated with 

planning meetings or learning 

events 

The trainer presents a scenario in 

which participants must coordinate a 

complex event with multiple 

stakeholders. Participants discuss 

and share best practices for 

managing logistical tasks, including 

setting clear goals, timelines, and 

communication strategies. 

0:25-

0:35 

Small Group 

Virtual Breakout: 

Facilitation 

Methods and 

Techniques 

Objective 3 - Knowledge of 

facilitation methods and 

techniques 

Participants are divided into small 

groups to discuss and share their 

experience with different facilitation 

methods and techniques. The trainer 

presents a case study in which 

participants must choose the most 

appropriate facilitation method for a 

specific scenario. Participants will 

discuss and share their decision-

making process. 

0:35-

0:45 

Chat Prompts: 

Creating Positive 

Learning 

Environments 

Objective 4 - Skill in creating 

positive learning 

climates/environments 

The trainer posts several chat 

prompts related to creating positive 

learning environments, such as 

creating a safe space for dialogue 

and setting clear expectations for 

behavior. Participants share their 

experiences and strategies for 

creating positive learning 

environments in both face-to-face 

and virtual settings. 

0:45-

0:55 

Live Polls: 

Delivery Options 

and Media 

Objective 5 - Skill in selecting 

and aligning delivery options and 

media for training and/or learning 

events to the desired learning or 

behavioral outcomes 

The trainer creates 2-3 live polls 

related to selecting and aligning 

delivery options and media for 

training and learning events. 

Participants respond to the polls and 

discuss the rationale for their 

answers. 

0:55-

1:05 

Small Group 

Virtual Breakout: 
Delivery Options 

and Media 

Objective 6 - Skill in delivering 

training using multiple delivery 

options and media, for example 
mobile/multi-device, online, 

classroom, and/or multimedia 

Participants are divided into small 

groups to discuss and share their 

experience with delivering training 
using multiple delivery options and 

media. The trainer presents a case 
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study in which participants must 

design a training program using a 

variety of delivery options and 

media. Participants will discuss and 

share their decision-making process. 

1:05-

1:15 

Visual Aids 

Design Exercise 

Objective 7 - Skill in designing 

and/or developing learning assets, 

for example role plays, self-

assessments, training manuals, job 

aids, and visual aids that align to a 

desired learning or behavioral 

outcome 

The trainer presents a design 

exercise in which participants must 

create a visual aid to explain a 

complex concept related to the 

workshop content. Participants will 

share their designs and provide 

feedback to each other. 

1:15-

1:55 

Final Q&A and 

Group 

Discussion All objectives 

The trainer facilitates a final Q&A 

and group discussion session, where 

participants can ask questions and 

share their reflections on the 

workshop content. The trainer 

summarizes the key takeaways from 

the workshop and provides 

additional resources for further 

learning. 

1:55-

2:00 

Closing and 

Evaluation All objectives 

The trainer thanks the participants 

for attending and asks them to 

complete a brief 

 
Incorrect, these are the 7 learning objectives:  

I apologize for the confusion earlier. Here are the correct 7 learning objectives for the 

workshop: 

1. Skill in coordinating the logistical tasks associated with planning meetings or 

learning events. 

2. Skill in facilitating meetings and/or learning events in face-to-face and/or virtual 

environments. 

3. Knowledge of facilitation methods and techniques. 

4. Skill in creating positive learning climates/environments. 

5. Skill in selecting and aligning delivery options and media for training and/or 

learning events to the desired learning or behavioral outcomes. 

6. Skill in delivering training using multiple delivery options and media, for example 

mobile/multi-device, online, classroom, and/or multimedia. 

7. Skill in designing and/or developing learning assets, for example role plays, self-

assessments, training manuals, job aids, and visual aids that align to a desired 

learning or behavioral outcome. 



Please let me know if you have any further questions or concerns. 

 
1. Skill in coordinating the logistical tasks associated with planning meetings or learning 

events. 2. Skill in facilitating meetings and/or learning events in face-to-face and/or virtual 

environments. 3. Knowledge of facilitation methods and techniques. 4. Skill in creating 

positive learning climates/environments. 5. Skill in selecting and aligning delivery options 

and media for training and/or learning events to the desired learning or behavioral 

outcomes. 6. Skill in delivering training using multiple delivery options and media, for 

example mobile/multi-device, online, classroom, and/or multimedia. 7. Skill in designing 

and/or developing learning assets, for example role plays, self-assessments, training 

manuals, job aids, and visual aids that align to a desired learning or behavioral outcome. 

Apologies for the mistake. Here is the table with individual activities for each of the 7 

learning objectives: 

Time Section Objective Activity Instructions 

0:00 - 

0:10 Introduction N/A Ice-breaker Activity 

Trainer should welcome 

participants and start with an 

icebreaker activity to set a positive 

and engaging tone for the 

workshop. For example, ask 

participants to introduce 

themselves and share something 

unique about themselves. 

0:10 - 

0:20 

Large Group 

Discussion 

Objective 

4 

Creating Positive Learning 

Climates/Environments 

Trainer should facilitate a 

discussion about what creates a 

positive learning climate and 

environment. This can include 

things like trust, respect, and a 

sense of community. Trainer 

should prompt participants to share 

their own experiences and best 

practices. 

0:20 - 

0:40 

Small Group 

Virtual 

Breakout 

Objective 

2 

Facilitating 

Meetings/Learning Events 

in Virtual Environments 

Trainer should provide a case study 

to participants that requires them to 

work in small groups to plan a 

virtual meeting or learning event. 

The case study should include 

potential challenges and 

limitations, and participants should 

be encouraged to come up with 

creative solutions. 



Time Section Objective Activity Instructions 

0:40 - 

0:50 Live Polls 

Objective 

1 

Coordinating Logistical 

Tasks for 

Meetings/Learning Events 

Trainer should create 2-3 poll 

questions related to the logistics of 

planning a meeting or learning 

event. This can include questions 

about scheduling, location, and 

technology requirements. 

Participants should be encouraged 

to share their own best practices 

and strategies for coordinating 

logistics. 

0:50 - 

1:00 

Small Group 

Virtual 

Breakout 

Objective 

5 

Selecting and Aligning 

Delivery Options and 

Media for Learning 

Outcomes 

Trainer should provide a case study 

that requires participants to select 

the most appropriate delivery 

options and media for a specific 

learning outcome. Participants 

should be encouraged to consider 

the desired outcome, the audience, 

and any constraints or limitations. 

1:00 - 

1:10 Chat Prompts 

Objective 

7 

Designing/Developing 

Learning Assets 

Trainer should create 2-3 chat 

prompts related to designing and 

developing learning assets. This 

can include questions about 

creating effective job aids, 

designing engaging visuals, or 

developing interactive activities. 

Participants should be encouraged 

to share their own best practices 

and strategies. 

1:10 - 

1:30 

Small Group 

Virtual 

Breakout 

Objective 

6 

Delivering Training Using 

Multiple Delivery Options 

and Media 

Trainer should provide a case study 

that requires participants to plan 

and deliver a training session using 

multiple delivery options and 

media. Participants should be 

encouraged to consider the 

audience, the desired outcomes, 

and any constraints or limitations. 

1:30 - 

1:50 

Large Group 

Discussion 

Objective 

3 

Knowledge of Facilitation 

Methods and Techniques 

Trainer should facilitate a 

discussion about different 

facilitation methods and 

techniques. This can include things 

like active listening, open-ended 

questioning, and managing group 
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dynamics. Participants should be 

encouraged to share their own 

experiences and best practices. 

1:50 - 

2:00 Q&A 

All 

Objectives Final Q&A 

Trainer should encourage 

participants to ask any remaining 

questions they may have about the 

workshop content or any other 

related topics. Trainer should also 

summarize the key takeaways from 

the workshop and provide 

resources for further learning. 

 
Can you duplicate this table first. , the edit the "Objective" column by adding the 

corresponding text from the previous prompt to each number in the "Objective" column 

Sure, here is the duplicated table with the updated "Objective" column: 

Time Section Objective Activity Instructions 

0:00-

0:10 Introduction All Objectives Icebreaker 

Introduce yourself and ask 

participants to introduce 

themselves in the chat. Then, ask 

participants to share their 

favorite training activity. 

0:10-

0:30 

Large Group 

Discussion 

Objective 1: Skill in 

coordinating logistical tasks 

Discuss 

Case Study 

Present a case study of a training 

event and ask participants to 

discuss how they would 

coordinate logistical tasks such 

as scheduling, room setup, and 

materials preparation. 

0:30-

0:45 

Small Group 

Virtual 

Breakout 

Objective 2: Skill in 

facilitating meetings and/or 

learning events Role Play 

Divide participants into small 

groups and assign each group a 

facilitator role. Provide each 

group with a scenario and ask 

them to practice facilitating a 

virtual meeting or learning 

event. 
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0:45-

1:00 Chat Prompts 

Objective 3: Knowledge of 

facilitation methods and 

techniques 

Chat 

Discussion 

Pose a question related to a 

facilitation method or technique, 

and ask participants to discuss 

their experiences and opinions in 

the chat. 

1:00-

1:15 Live Polls 

Objective 4: Skill in creating 

positive learning 

climates/environments Polling 

Create 2-3 poll questions related 

to creating a positive learning 

environment, and ask 

participants to vote in real-time. 

Discuss the results with the 

group. 

1:15-

1:35 

Small Group 

Virtual 

Breakout 

Objective 5: Skill in 

selecting and aligning 

delivery options and media Case Study 

Divide participants into small 

groups and provide each group 

with a case study. Ask them to 

discuss and identify the most 

effective delivery options and 

media to achieve the desired 

learning outcomes. 

1:35-

1:50 Chat Prompts 

Objective 6: Skill in 

delivering training using 

multiple delivery options 

and media 

Chat 

Discussion 

Pose a question related to 

delivering training using 

multiple delivery options and 

media, and ask participants to 

discuss their experiences and 

opinions in the chat. 

1:50-

2:00 Q&A All Objectives 

Open 

Discussion 

Ask participants if they have any 

questions or comments about the 

workshop content or activities. 

Answer questions and facilitate 

a group discussion as needed. 

 
WHERE IS OBJECTIVE 7? 

I apologize for the mistake. Thank you for pointing it out. Here's the corrected table with all 

7 learning objectives: 



Time Activity Objective Instructions 

5 

mins Ice-breaker N/A 

Begin the workshop with an icebreaker 

activity to introduce the participants and 

create a positive learning atmosphere. For 

example, "Two Truths and a Lie" or 

"What's in your bag?". 

15 

mins 

Large 

group 

discussion 

Objective 1: Skill in coordinating 

the logistical tasks associated with 

planning meetings or learning 

events. 

Discuss strategies for planning and 

coordinating logistics for meetings or 

learning events. Share best practices, 

tools, and resources. 

20 

mins 

Small 

group 

virtual 

breakout 

Objective 2: Skill in facilitating 

meetings and/or learning events in 

face-to-face and/or virtual 

environments. 

In small groups, participants will facilitate 

a short meeting or learning event in a 

virtual environment. They will be 

provided with a case study scenario and 

will have to apply facilitation techniques 

they've learned. The trainer will provide 

feedback and encourage peer-to-peer 

feedback as well. 

10 

mins 

Chat 

prompts 

Objective 3: Knowledge of 

facilitation methods and 

techniques. 

The trainer will provide a facilitation 

method and technique in the chat, and the 

participants will respond with examples of 

how they've used it in their own 

experiences. 

10 

mins Live polls 

Objective 4: Skill in creating 

positive learning 

climates/environments. 

The trainer will create 2-3 poll questions 

related to the workshop content, and 

participants will respond to them in real-

time. This activity helps to create a 

positive learning environment by 

engaging participants and providing 

opportunities for reflection. 

30 

mins 

Small 

group 

virtual 

breakout 

Objective 5: Skill in selecting and 

aligning delivery options and 

media for training and/or learning 

events to the desired learning or 

behavioral outcomes. 

In small groups, participants will work 

together to select and align the delivery 

options and media for a training or 

learning event based on a given scenario. 

They will present their recommendations 

to the larger group for feedback and 

discussion. 
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20 

mins 

Large 

group 

discussion 

Objective 6: Skill in delivering 

training using multiple delivery 

options and media. 

Discuss strategies for delivering training 

using multiple delivery options and 

media. Share best practices, tools, and 

resources. 

10 

mins Final Q&A All objectives 

Allow participants to ask any remaining 

questions and provide any final thoughts 

or reflections on the workshop content. 

2 

hours Total All objectives 

The entire workshop should be designed 

to be highly interactive and engaging, 

with a mix of large and small group 

activities, chat prompts, live polls, and a 

final Q&A section. The trainer should 

provide clear instructions for each activity 

and ensure that the content aligns with all 

7 learning objectives. 

 
Your are missing objective 7, please redo this table and include an activity for objective 7, in 

addition to the other 6 

I apologize for the confusion earlier. Here is the updated table that includes an activity for 

all 7 objectives: 

Time Section Activity Objective Instructions 

0:00 Welcome Introduction All 

Trainer should introduce themselves and provide 

an overview of the workshop. 

0:10 Icebreaker 

Two Truths 

and a Lie All 

Trainer should explain the rules of the game and 

have each participant introduce themselves by 

sharing two true statements and one false 

statement about themselves. Participants will then 

vote on which statement they think is the lie using 

the Zoom polling feature. This activity will help 

create a positive and engaging learning 

environment (Objective 4) and give participants an 
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opportunity to practice their virtual facilitation 

skills (Objective 2). 

0:25 

Large 

Group 

Discussion 

Best Practices 

for Virtual 

Meetings 1, 2, 3 

Trainer should lead a large group discussion on 

best practices for coordinating the logistical tasks 

associated with planning virtual meetings 

(Objective 1), facilitating virtual meetings and/or 

learning events (Objective 2), and using 

facilitation methods and techniques (Objective 3). 

The discussion should focus on how to create a 

positive learning climate/environment (Objective 

4) and align delivery options and media with 

desired outcomes (Objective 5). 

0:45 

Small 

Group 

Virtual 

Breakout Case Study 1, 5, 6 

Trainer should divide participants into small 

groups and provide them with a case study that 

involves coordinating the logistical tasks 

associated with planning a meeting or learning 

event (Objective 1), selecting and aligning 

delivery options and media (Objective 5), and 

delivering training using multiple delivery options 

and media (Objective 6). Participants will work 

together to come up with a solution to the case 

study and then present their findings to the larger 

group. This activity will help participants develop 

their problem-solving skills (Objective 1), their 

ability to select and align delivery options and 

media (Objective 5), and their ability to deliver 

training using multiple delivery options and media 

(Objective 6). 

1:15 

Chat 

Prompts 

Best Practices 

for Learning 

Asset Design 3, 7 

Trainer should use the Zoom chat feature to post 

prompts related to designing and/or developing 

learning assets that align with desired learning or 

behavioral outcomes (Objective 7) and the use of 

facilitation methods and techniques (Objective 3). 

Participants will have a chance to share their 

thoughts and best practices with the group. This 

activity will help participants develop their 

knowledge of learning asset design (Objective 7) 
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and their ability to use facilitation methods and 

techniques (Objective 3). 

1:30 Live Polls 

Multiple 

Choice 

Questions 2, 4 

Trainer should create multiple choice questions 

related to facilitating meetings and/or learning 

events in face-to-face and/or virtual environments 

(Objective 2) and creating positive learning 

climates/environments (Objective 4). Participants 

will vote on the correct answer using the Zoom 

polling feature. This activity will help participants 

practice their facilitation skills (Objective 2) and 

reinforce best practices for creating positive 

learning climates/environments (Objective 4). 

1:45 Q&A 

Wrap-up and 

Q&A All 

Trainer should wrap up the workshop by 

summarizing key takeaways and answering any 

remaining questions from participants. 

I hope this updated table is more helpful. Let me know if you have any further requests or 

revisions. 

 


