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Education Program Planning Template

Designing the Educational Program
Step 1: Identify Target Audience

Select a target audience within your chapter who would benefit from an educational program.  Describe them in specific job-related terms e.g.: PFS directors in rural critical access hospitals, experienced chief operations officers.  What do they need to know to do their job better?  What are the hot issues for them?  What are their pain points?
Step 2: Specify Key Needs and Desired Outcomes

1) State in job-specific terms the key needs of the intended audience(s).  These needs are the topics for the program.

2) The program will address these key needs and assist participants to enhance job performance. For each need identified, succinctly state what you would like participants to be able to do differently (better!) as result of attending the program. These improvements are the outcomes or the benefit of the program.
Step 3: Develop Specific Learning Objectives

Write learning objective statements for each need/topic for the intended audience that addresses the desired outcomes. Tell the intended audience what they will be able to do as a result of participating in the session.  Use active verbs to develop objectives.
Step 4: Create the Education Program Content Outline and Title
Write a short paragraph that describes the program in specific terms.  Define the tools and takeaways that will be included in the program.  Develop a compelling title that includes a specific “how to” statement or outcome of the program.   
Step 5: Identify Program Presenters and Determine Session Format

Presenters are selected based on their ability to achieve the program outcomes in the given program format.  1) State clearly what the presenter in each session is expected to achieve. 
2) Determine the appropriate format.  Plan for interactivity.
Step 6: Develop the Marketing Plan

Review the education program marketing by answering the following questions:
Who are we trying to reach? Be as specific as possible in identifying the target audience.

How does this program compare to competitors?  

What are the objectives of this program? Use the outcomes and objectives statements to state the benefits for attending this program. What is the program structure? Use the structure to describe and highlight the experiential nature of the program. 

What is the program format? 
How will we communicate with members and non-members to promote the program?
When is a realistic deadline for:  Concept? Layout? Copy?

How much money is allocated to accomplish this task?  Provide an approximate dollar range.
What are the program goals – attendance, quality, net revenue, etc
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