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Title: __________________________________________________________
Could be catchy, but needs to be descriptive so that people can easily decide if it’s of interest to them. Focus on a tangible outcome. Example: “Create a budget in Excel” rather than “Excel 101”

Target Audience
Who is this training meant for ?

What skill level do they need to complete this class?

Is registration required? If so, how many people can register? Remember, the more basic the skills, the smaller the class size.
Length

How long is this class or workshop? 
Goals

What community need does this training meet?
What do you want this workshop to achieve?

Learning Objective
List 3-5 objectives of either what you would like the participants to be able to do or what you would like them to know at the end of this class:

Description

In one paragraph, describe this class:

Content

What needs to be covered to meet the objectives? Organize the content by outlining the sequence of events. Include training techniques and activities that will be used.
Example:
Introduction










Time: 5 minutes
Content: Introduce myself, learning objectives, when class gets out, bathrooms, handouts

Activity: Class introductions: first name, one thing they like to do in their spare time

Learning Objective #1: Learn the most popular uses for a computer.




Time: 10 minutes


Content: Uses for a computer: refer to introductions, also refer to my favorite uses, tell a story.
Activity: Make this a brainstorm, rather than a lecture. Write on white board, have everyone share what they want to learn to do on a computer (maybe not today, but eventually), what other things can you do on a computer (friends, family?)
Learning Objective #2: Gain basic understanding of how a computer works.



Time: 10 minutes
Content: Make up an analogy for how a computer works (still need to think about this), information goes in, information comes out. We control the computer, tell it what to do. 

Activity:  Work in pairs, draw a diagram that represents how one part of the computer works (monitor, mouse, keyboard, Internet, memory, speakers). Then present to the class.
Learning Objective #3: Learn how to single click, double click, and right click.



Time: 10 minutes
Content: Explain the mouse buttons, what “click” means, then single, double (always left), and right (right is not so common). Explain that these do different things. How to hold the mouse. (Make mouse joke?)
Activity: First, practice clicking on the table. Put all fingers on table, then lift pointer finger and “single click.” Do the same with right click, and then double click. Have people help each other. Then, practice holding the mouse. Then, set the mouse down and practice single, double, and right clicking. (Do we have extra mice that we can use unplugged for this?)
Conclusion










Time: 5 minutes
Content: Homework: Keep practicing this game, and maybe try others like solitaire. Come to another class to learn more (suggest next class?)
Activity: Evaluations 
Resources

What materials and supplies will you need to conduct this class? Include technology needs, handouts, PowerPoints, supplies, etc.
Marketing

How will you make sure the target audience knows about this class?

