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How to plan for a successful
learning experience

Sometime during your career, you might be called upon to facilitate a
training workshop or teach a group of students about a fisheries-

related subject.  No matter your audience, you should consider these 10
steps to a successful learning experience for your participants.

 Identify your learning goals/objectives
 Learn about your audience
 Create a game plan
 Have a timeline
 Organize how you will set the tone

1.
2.
3.
4.
5.

6.  Plan the introductions
7.  Review the agenda and rules
8.  Implement the lesson/activities
9.   Execute a closure activity
10.  Follow-up for feedback

 



What is the overall desired outcome for your attendees (learning goal)?
Learn a new concept, technique, or method
Develop a new habit
Enhance their current knowledge
Certification
What are your learning objectives to guide your training? 
The number of learning objectives should be appropriate for the length of the training
workshop

What is their current level of knowledge or experience?
Is your audience there by choice or are they required to attend?
What do they expect from you?

How will the room be set up?
Can seating be arranged so that participants are facing one another and there is plenty of
space for participants to move around?
Do you need extra empty space for activities?

What materials will you need? What do the attendees need to bring with them on a training
day?

Provide attendees a list of what they need to bring when they register for your training
workshop
Send a reminder email/text to attendees the day before the training workshop 
Print copies of PPT, agenda, and other pertinent handouts for all attendees prior to the
workshop
Provide name tags for participants

Is there anything attendees can do prior to attending the training workshop?
Watch a video, read an article, research a concept/topic
Complete a pre-assessment (this can let you know what your attendees know and do not
know to help you plan your training workshop)

How much time is available?

Guidelines for A Successful Learning Experience

Planning and Preparation
 
 1.  Learning Goal and Learning Objectives
 Learning goals reflect what you want your participants to know and understand by the end of the
training workshop. Learning goals are broad and not measurable unlike learning objectives. Learning
objectives are measurable and observable and indicate a  specific learning outcome that supports the
learning goal.           

 2.  Know Your Audience

 3.  Game Plan
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Plan your breaks appropriately for the restroom and refreshments. Your breaks should
be at least every 60 - 90 minutes.
Is lunch provided or do attendees need to go out for lunch? How much time will they
need to travel and eat comfortably? 
Be flexible because sometimes equipment malfunctions, you might want to extend the
time for an activity that is going well, or participants finish an activity faster than you
expected.
Provide time for participants to socialize and get to know each other. Workshops are a
valuable tool to create a community of learners.

How will you address all learning styles – visual, auditory, kinesthetic?
Each lecture/instructor-centered session should be between 20 and 30 minutes and
then followed up with practice, reflection, questions, etc.
When able to include both group and individual activities
Include various kinds of audio-visual material
Provide opportunities for practice of a particular technique or method that is being
presented

How will you generate interest and keep participants engaged?
Activities/hands-on practice 

Practice any activity which you are doing for the first time. Do not be that person
which says “I don’t know…this is the first time I have done this activity.”
Allow plenty of time for participants to practice.
Provide time for participants to reflect on their own and with others after they all
complete the activity. (Reflection is the key to learning)

Thought-provoking questions which can encourage critical thinking and stimulate
discussions can be used prior to a lesson to motivate participants
Role-playing/case studies to provide practice

How will you evaluate the learning?
Observe the participant performing a task
Ask questions at the end of each activity
Written summative assessment if needed for certification purposes

How will you have the participants introduce themselves to each other at the start of the
training workshop? (Remember you have a diversity of participants and some people are
not as outgoing as others)

Icebreaker

5 – 10 minutes to introduce yourself and the purpose of the training workshop
10 – 20 minutes for participants to get to know one another 
10 – 15 minutes to review agenda and house rules

4. Create Your Timeline
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Training (a good tip is 20/25 minutes of instruction, 30/40 minutes of practice, and 10/15
minutes of review/reflection)
10 – 15-minute restroom/snack breaks every 60 or 90 minutes
15 – 20 minutes for closure at the end of the training workshop

Introduce yourself to participants as they arrive
Provide handouts to participants to pick up before they entering the room
Ensure seating is comfortable and participants can easily move about

Introduce yourself and the workshop
Icebreaker for participants to get to know each other 

Include your name and email on the agenda
Review house rules

Location of restrooms and break area
No food or drink in lab areas
How to ask questions

Watch your time and try to stay on schedule – but be flexible
Reflection after each activity 

  First, have each participant write down three things they learned – give them 3 minutes
  Next group the participants into teams of 3 or 4 and give each group 5 minutes to  
 generate a list of at least 5 things they learned (can be more)
  Conclude with each team sharing one thing they learned and it has to be different from
what the other teams shared

Send an email to participants instead of asking to complete a form at the end of the
workshop (people tend to hurry through onsite evaluations) 

Include any resources/links shared or discussed during training 
Google form survey - should take participants no more than 10 minutes

Implementation/Facilitation
It is important to keep track of time – slight deviation is ok, but be cognizant of breaks and lunch and provide
time for closure at the end.

5. Set the Tone

 6.  Introductions 

7.  Review agenda and rules 

 8.  Lesson/Activities 

Feedback/Reflection

 9. Closure 
(A great way for participants to summarize, review, and demonstrate their understanding of the
content.  Depending on your time and situation you might consider asking participants to think
about what they learned and ask a few participants to share.)

1.
2.

3.

 10. Follow-up/Workshop Evaluation
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