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8 Step Training Model
Worksheet

Introduction:
Unlocking
Training
Success with
the 8 Step
Training
Model
Worksheet

In  today’s  fast-paced
b u s i n e s s  a n d
e d u c a t i o n a l
environments,  effective
training  is  no  longer  a
luxury—it is a necessity.
W h e t h e r  y o u  a r e
o n b o a r d i n g  n e w
employees,  upskilling  a

team,  or  teaching  a
complex  techn ica l
process,  the  quality  of
your  training  directly
impacts  performance
and outcomes. Yet, many
training  initiatives  fail
because  they  l a ck
structure,  clarity,  or
measurable  goals.  This
is  where  the  8  Step
T r a i n i n g  M o d e l
Worksheet becomes an
inva luab le  too l .  I t
provides  a  systematic
framework  to  design,
deliver,  and  evaluate
training  programs.  By
using  a  worksheet,  you
transform  abstract
p r i n c i p l e s  i n t o
a c t i o n a b l e  s t e p s ,



ensuring  no  critical
element is overlooked.

This article will walk you
through  each  of  the
eight  steps  within  the
model,  explaining  their
purpose  and  how  a
dedicated worksheet can
help  you  implement
t h e m  e f f e c t i v e l y .
Whether  you  are  an
instructional designer, a
team leader, or a human
resources  professional,
this guide will equip you
with  the  knowledge  to
create  training  that
sticks.

What Is the 8
Step Training
Model?

The  8  Step  Training
Model is an instructional
design  framework  that
guides  trainers  from
initial  analysis  through
t o  p o s t - t r a i n i n g

e v a l u a t i o n .  I t
emphasizes  a  learner-
centered  approach,
i n c r e m e n t a l  s k i l l
building, and continuous
improvement.  The eight
s t e p s  a r e :  N e e d s
Analysis ,  Sett ing
Learning  Objectives,
Designing  Content,
Selecting  Methods,
Developing  Materials,
Delivering  Training,
Assessing  Learning,
and  Evaluating  the
Program.  Each  step
builds  on  the  previous
one, creating a cohesive
c y c l e  o f  t r a i n i n g
excellence.

A worksheet  dedicated
to this model serves as a
blueprint.  It  prompts
y o u  t o  r e c o r d  k e y
d e c i s i o n s ,  t r a c k
progress, and reflect on
outcomes .  Us ing  a
worksheet  ensures
consistency  across
training  sessions  and
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m a k e s  i t  e a s i e r  t o
replicate or  refine your
approach over time.

Why Use a
Worksheet for the
8 Step Training
Model?

Without  a  structured
tool,  it  is  easy  to  skip
important  steps  or  lose
sight of the big picture.
A worksheet forces you
to slow down and think
critically.  It  provides
p r o m p t s  f o r  e a c h
s t a g e — s u c h  a s
ident i f y ing  target
a u d i e n c e
characteristics,  listing
prerequis i tes ,  and
d e f i n i n g  s u c c e s s
metrics.  Moreover,  a
worksheet  fos ters
collaboration.  Multiple
stakeholders can review
and  contribute  to  the
s a m e  d o c u m e n t ,
ensuring alignment from
the  start.  Using  the  8

Step  Training  Model
Worksheet  transforms
a  p o t e n t i a l l y
overwhelming  process
into  a  manageable,
repeatable workflow.

Step 1: Needs
Analysis

The  foundation  of  any
successful  training
program  is  a  thorough
needs  analysis.  Without
understanding  what
learners truly need, you
risk delivering irrelevant
or redundant content. In
this  step,  you  identify
the gap between current
p e r f o r m a n c e  a n d
desired  performance.
Y o u  a l s o  c o n s i d e r
organizational  goals,
learner  characteristics,
and any constraints such
as time or budget.

On  your  worksheet,
dedicate  a  section  to
document  the  following:



Current state:
What are learners
able to do now?
Desired state:
What should they
be able to do after
training?
Gap analysis:
What specific
knowledge, skills,
or attitudes are
missing?
Stakeholder
input: Insights
from managers,
subject matter
experts, and
learners
themselves.

By  complet ing  th is
section  of  the  8  Step
T r a i n i n g  M o d e l
Worksheet,  you ensure
that  every  subsequent
step is grounded in real
needs  ra ther  than
assumptions.

Step 2: Setting
Clear Learning
Objectives

Once you know the gaps,
you must articulate what
success  looks  l ike .
Learning  objectives
should  be  speci f ic ,
measurable,  achievable,
relevant,  and  t ime-
bound  (SMART).  They
guide  both  content
creation and assessment
design.  For  example,
instead  of  “understand
safety  protocols,”  write
“correctly identify three
emergency  exits  and
describe the evacuation
procedure  within  two
minutes.”

Your  worksheet  should
include  a  table  where
you  list  each  objective
a l o n g s i d e  i t s
c o r r e s p o n d i n g
knowledge  domain
(cognitive,  affective,  or
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psychomotor).  This
alignment  ensures  a
ba lanced  learn ing
experience.  During  this
step,  also  consider  the
level  of  learning—using
Bloom’s  Taxonomy  can
help you write objectives
that  range  from simple
r e c a l l  t o  c o m p l e x
creation.

Step 3:
Designing
Training
Content

With objectives set, you
now design the content
that  will  help  learners
achieve them. This step
involves  sequencing
topics logically, breaking
down complex concepts
into manageable chunks,
a n d  p l a n n i n g  f o r
practice  opportunities.
The  8  Step  Training
Model  Worksheet  can

help  you  map  out  the
flow of the training day
or module.

Consider  including  the
following  elements  in
your  design:

Introduction
session: Hook
learners and
explain the
relevance of the
training.
Core modules:
Each aligned with
one or more
learning objectives.
Practice
activities:
Simulations, role
plays, case studies,
or hands-on
exercises.
Review and Q&A:
Time to reinforce
key points and
clarify doubts.

Document  your  content
s e q u e n c e  o n  t h e
worksheet,  noting  the



estimated time for each
segment. This helps you
stay  on  track  during
delivery.

Step 4:
Selecting
Training
Methods and
Media

Not  all  content  is  best
delivered  through  a
lecture. Choose methods
t h a t  m a t c h  y o u r
objectives and audience.
For  procedural  skills,
demonstrat ion  and
practice work well.  For
conceptual  knowledge,
d i s c u s s i o n  a n d
storytelling  might  be
more  effective.  Your
worksheet  should  list
potential methods—such
as  e-learning  modules,
instructor-led  sessions,
job  aids,  or  blended
a p p r o a c h e s — a n d

evaluate their feasibility.

Also  consider  media:
slides, videos, handouts,
interactive  simulations,
or online platforms. The
worksheet  prompts  you
to  note  the  pros  and
cons  of  each  option,
inc lud ing  cost  and
a c c e s s i b i l i t y .  B y
r e c o r d i n g  y o u r
decisions,  you  create  a
clear rationale that can
be  communicated  to
stakeholders.

Step 5:
Developing
Training
Materials

Now  you  create  the
a c t u a l  r e s o u r c e s
learners  and  trainers
will  use.  This  includes
presentation  decks,
participant  guides,
f a c i l i t a t o r  n o t e s ,
assessment  sheets,  and



8 Step Training Model Worksheet

Downloaded from order.fishbonesusa.com by Gavin &
Carney • Knowledge is power. • Page 7

any digital assets. The 8
Step  Training  Model
Worksheet  acts  as  a
checklist  to  ensure  all
materials  are  ready
before  launch.

For each material, note:

Purpose: How
does this support
the learning
objectives?
Format: Print,
digital, or both?
Owner: Who is
responsible for
creating and
reviewing it?
Deadline: When
must it be
finalized?

Special attention should
b e  g i v e n  t o
accessibility—ensure
materials are usable for
l e a r n e r s  w i t h
disabilities,  such  as
screen-reader-friendly
documents or captioned
videos.  Your  worksheet

can include a section to
track  accessibi l i ty
compliance.

Step 6:
Delivering the
Training

D e l i v e r y  i s  w h e r e
preparat ion  meets
reality.  Even  the  best-
designed  program  can
falter if the trainer is not
prepared  or  if  logistics
are  poor.  In  this  step,
the worksheet helps you
p l a n  t h e  d e l i v e r y
environment,  including
room  setup,  technology
checks, and contingency
plans  for  technical
failures.

Document the following:

Trainer
preparation:
Notes, scripts, and
timing.
Learner



materials
distribution:
Ensure everyone
has what they
need.
Engagement
techniques: How
will you keep
learners involved
(polls, group work,
questions)?
Schedule and
breaks: Manage
cognitive load.

Use  the  worksheet  to
record  any  adjustments
made  during  delivery.
This  information  is
valuable  for  future
iterations.  The  8  Step
T r a i n i n g  M o d e l
Worksheet  becomes  a
living  document  that
captures  real-world
insights.

Step 7:

Assessing
Learning

Assessment  measures
w h e t h e r  l e a r n e r s
achieved the objectives.
I t  can  be  formative
(during  training)  or
summative (at the end).
Your  worksheet  should
outl ine  assessment
m e t h o d s — q u i z z e s ,
demonstrations,  peer
r e v i e w s ,  o r
projects—and align them
with the objectives from
Step 2.

Key  considerations  for
your  worksheet:

Pass/fail criteria:
What constitutes
acceptable
performance?
Feedback
mechanism: How
will learners
receive
constructive
feedback?
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Remediation:
What happens if a
learner does not
pass? Include a
plan for retesting
or additional
support.

Assessment  results  also
feed into the final step,
s o  k e e p  a c c u r a t e
records.  The  worksheet
can  include  a  simple
grid  to  track  learner
performance  against
each  objective.

Step 8:
Evaluating the
Training
Program

The final step closes the
loop.  Evaluation  goes
beyond  ind iv idua l
learner  assessments—it
examines  the  training
program as a whole. Did
it  meet  organizational
goals? Was the time and

budget  wel l  spent?
Us ing  mode l s  l i ke
Kirkpatr ick’s  Four
L e v e l s  ( R e a c t i o n ,
Learning,  Behavior,
Results) can guide your
evaluation.

Your  8  Step  Training
Model  Worksheet
should  prompt  you  to
c o l l e c t  d a t a  f r o m
multiple  sources:

Learner
satisfaction
surveys: Reaction
level.
Pre- and post-
test scores:
Learning level.
On-the-job
observations:
Behavior level.
Business metrics:
Results level (e.g.,
productivity, error
reduction).

D o c u m e n t  b o t h
successes and areas for
improvement .  This



reflection  ensures  your
next  training  cycle  is
e v e n  b e t t e r .  T h e
worksheet itself may be
updated  as  a  template
for future use.

Practical Tips
for Using an 8
Step Training
Model
Worksheet

To get  the most  out  of
your  worksheet,  follow
these  best  practices:

Keep it digital1.
and
collaborative: Use
cloud-based tools
so team members
can contribute in
real time.
Use visuals:2.
Incorporate
flowcharts or
tables to represent
relationships

between steps.
Review regularly:3.
Treat the
worksheet as a
living document,
revisiting it during
each phase.
Customize for4.
your context:
Adapt the prompts
to fit your industry,
audience size, and
training format.
Integrate with5.
project
management:
Link worksheet
tasks to deadlines
and responsible
parties.

B y  e m b e d d i n g  t h e
worksheet  into  your
s tandard  t ra in ing
development  process,
you create a  culture of
intentional design. The 8
Step  Training  Model
Worksheet  not  only
improves  outcomes  but
a l so  saves  t ime  by
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reducing  rework.

Conclusion:
Build Better
Training, One
Step at a Time

An  effective  training
p r o g r a m  i s  n o t  a n
accident—it is the result
of  careful  planning,
e x e c u t i o n ,  a n d
reflection.  The  8  Step
T r a i n i n g  M o d e l
Worksheet  gives  you
the  structure  you  need
to  move  from  idea  to
impact with confidence.
By completing each step
thoughtfully, you ensure
that  every  training
o p p o r t u n i t y  i s

meaningful,  relevant,
and  measurable.

Whether  you  a re  a
novice  or  a  seasoned
professional,  adopting
this worksheet approach
w i l l  e l e v a t e  y o u r
training  design.  Start
with a simple template,
fill  it  out  for  your next
program, and watch how
clarity  and  alignment
transform  your  results.
Remember:  training  is
only  as  good  as  the
system behind it. The 8
Step  Training  Model
provides  that  system,
a n d  a  d e d i c a t e d
worksheet  makes  it
practical.  Begin  today,
and  unlock  the  fu l l
p o t e n t i a l  o f  y o u r
training  initiatives.


