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Abstract

Effective training requires more than enthusiasm and expertise; it requires structured
planning. This Teaching Paper introduces two practical worksheets for training program
design: (1) a Learning Objectives Worksheet that helps define clear, measurable goals
aligned with audience needs, and (2) a Content Planning Worksheet that structures
modules, key topics, methods, and resources. These tools support non-profits in translating
identified needs into actionable, well-sequenced training programs. Drawing on established
principles from adult learning theory (Knowles, 1980), instructional design (Merrill, 2002),
and strategic training (Salas et al., 2012), the paper situates the worksheets within broader
academic frameworks while emphasizing real-world usability. A case study demonstrates
how a grassroots organization developed a targeted training program by using these tools.
Reflection questions and common challenges provide additional support for educators and
practitioners. Ultimately, these worksheets enable non-profits to design training programs

that are coherent, participant-centered, and impact-driven.
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Executive Summary

This Teaching Paper provides two worksheets for systematic training program design.
The first helps organizations set clear learning objectives, while the second structures
content, delivery methods, and resources. Together, they provide a roadmap for turning

needs into actionable training programs.

Purpose and Learning Objectives

By engaging with this Teaching Paper, readers will:
e Understand the importance of structured program design.
*  Learn how to define measurable learning objectives.
*  Apply a systematic approach to content planning.

*  Recognize practical challenges in training design and strategies to address them.

Background and Context

Training in non-profit organizations often emerges as a response to urgent needs. While
flexibility is valuable, poorly structured training can limit impact. Knowles (1980)
emphasized that adult learners require relevance, clarity, and active engagement.
Instructional design theorists such as Merrill (2002) argue for aligning objectives with
content and methods, while Salas et al. (2012) highlight the role of structure in ensuring
learning transfer. These worksheets provide a pragmatic toolset for organizations seeking to

move from ad hoc sessions to systematic program design.

Practical Guide
Worksheet 1: Learning Objectives

e Purpose: Define what participants should know, do, or value after the training.

. Instructions:
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o  Write the program title and describe the target audience.

o Draft 2-3 specific learning objectives using action verbs (e.g., “analyze,”

“apply,” “demonstrate”).
o Identify expected outcomes linked to organizational or community goals.

Worksheet 2: Content Planning

*  Purpose: Translate objectives into structured content and delivery.
e Instructions:
o  Outline modules with titles and descriptions.
o List key topics to cover under each module.
o  Choose training methods (e.g., role play, group discussion, online modules).

o Identify required resources (facilitators, handouts, digital tools).

Case Study

A youth empowerment NGO in Southeast Asia used the Learning Objectives Worksheet
to design a program on leadership. Objectives included: “Demonstrate effective teamwork,”
“Apply problem-solving frameworks,” and “Communicate ideas persuasively.”

Using the Content Planning Worksheet, they developed three modules:

1. Introduction to Leadership (interactive discussion)

2. Problem-Solving in Teams (case-based learning)

3. Public Speaking and Communication (practical exercises)
Training methods included group simulations and peer feedback. With clear objectives and
content structure, the program achieved high participant engagement and measurable
improvements in teamwork and communication.

Common Challenges and Tips
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*  Challenge: Objectives written too broadly (“improve leadership”).

o Tip: Use SMART criteria (specific, measurable, achievable, relevant, time-
bound).

e Challenge: Overloaded content.
o  Tip: Prioritize essentials; depth is often more effective than breadth.
e Challenge: Limited resources.

o Tip: Leverage low-cost or open-access materials and peer learning.

Reflection Questions

1. How do your current training programs align with organizational objectives?
2. What gaps exist between your stated objectives and actual participant outcomes?
3.  How could you adapt the worksheets for virtual or hybrid training contexts?

4.  Which training methods resonate most with your target audience, and why?

Limitations and Considerations

*  Worksheets are flexible but not prescriptive; adaptation to context is essential.
*  Training success depends on facilitation quality as much as design.

e Cultural and contextual relevance should guide both objectives and methods.

Academic Value

By connecting instructional design theory with practical worksheets, this Teaching Paper
bridges academic scholarship and non-profit practice. It illustrates how structured planning
enhances training effectiveness, supporting both scholarly inquiry into program design and

applied learning in resource-constrained settings.
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Conclusion and Next Steps

Training program design is a dynamic process requiring clarity of purpose, structured
content, and flexibility in delivery. These worksheets can be embedded in organizational
practice to ensure consistent, high-quality program development. Future adaptations may

include digital templates or integration into learning management systems.
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