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Course Project: Instructional Plan 

Analysis Phase 

Project Description 

Working as a Process Improvement Consultant across numerous industries has 

highlighted a problem related to employees' inability to complete project charters effectively. 

The project charter is a foundational document that formally authorizes a project, providing a 

shared understanding of the project's purpose and direction. Issues arise when employees 

involved in company projects are unable to accurately identify the problem, scope, milestones, 

responsibilities, and business case to establish a solid foundation for stakeholder understanding 

and commitment. Employees have lacked the necessary guidance to construct each section 

correctly. Resultantly, the document is flooded with lengthy, ambiguous language that results in 

confusion and often describes the problem inaccurately. Numerous unfounded causes and 

symptoms are emphasized, leading to incorrect assumptions and resulting in inaccurate, 

expensive, wasteful solutions. There is a need to provide instructional guidance on the correct 

approach to creating a clear project charter that all stakeholders can easily comprehend. The plan 

is to create a 30- to 60-minute step-based instructional video with examples that users can follow 

when constructing a project charter. The instructional video will include an instructor biography 

for credibility, a sectional video screen capture for simplicity and clarity, and examples for 

guidance.  

Needs Analysis 

Th problem to be solved is to address a lack of understanding of how to accurately 

complete a Project Charter. This gap is a critical focus area for effective project management 

(Hughes et al., 2024). Instruction will play a crucial role by providing clear guidance, 
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knowledge, and strategies related to collaboration, problem-solving, and critical thinking. 

Further, there is an opportunity to build confidence in learners by demonstrating that problems 

can be solved with the correct approach and persistence. The purpose of the instruction is to 

provide learners with the knowledge, skills, and abilities (KSAs) to accurately complete a project 

charter so that it can be effectively used as a foundational document for stakeholders. When the 

nature of a problem stems from a lack of knowledge or skills, instructional interventions are an 

excellent solution. Having the instruction occur in a group setting can lead to the strengthening 

of understanding and collaboration. Then, with an instructional design method that supports 

reinforcement, such as a short video, learners can review the material at their own speed and on 

their own time if additional understanding is required. Karlsen, Balsvik, and Rønnevik (2023) 

emphasized that adult learners have less than 30 minutes available for formal learning per week, 

supporting the provision of training information being conveyed in small chunks. 

Learner Analysis 

The target audience for this project includes organization all employee who plans to 

undertake continuous improvement using Lean Six Sigma methodology. The foundational 

document for this process is the Project Charter; therefore, effectively and accurately completing 

the Project Charter is critical to project success. A basic level of critical thinking is required to 

question the status quo and encourage reflective and independent thinking. Critical thinking 

skills provide learners with the best chance of uncovering a real problem using sound reasoning 

and logic and not immediately focusing on causes and solutions. At the completion of this course 

project, learners will be able to masterfully complete two major sections of the Project Charter, 

consisting of the problem statement and business case. Due to the variety in learners’ learning 

styles, the content will be tailored to the three main styles visual, auditory, and kinesthetic. After 
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the course project is delivered, feedback will be gathered from the learners regarding their 

expectations, concerns, and any specific areas in which they may have wanted continual focus. 

This will assist in customizing future training content and approach. In a corporate context, there 

may be a need to understand the specific needs and challenges of the organization that the Lean 

Six Sigma training aims to address prior to teaching the module. This would ensure that the 

training is aligned with the organization's goals and objectives. 

Performance Gap Analysis 

Currently, learners find it difficult to clearly and effectively identify business issues as a 

problem and, instead, describe them as veiled symptoms or solutions. At the completion of the 

planned instruction, it is expected that learners will be able to fully comprehend and implement 

the various elements required to complete a project charter. Understandably, many learners focus 

on the solutions rather than the problem, given the business environment focuses on solving 

problems rapidly, often in the moment. During the training’s introduction, learners will be asked 

to set aside their current solution-focused mentality and consider a more critical-thinking 

approach to problem-solving.     

Contextual Analysis 

Learners develop skills in this area of knowledge to effectively identify problematic areas 

of inefficiency in their business. Executive or senior management learn this methodology to 

reduce waste, improve productivity, and drive market competitiveness. Lower-level employees 

typically learn this process for leadership and problem-solving skills development and career 

advancement. The content will be delivered in multiple digital formats. The main delivery 

method will involve a 30-to 60-minute video delivered to learners as a file or via a learning 

management system such as Canvas. As a secondary delivery method, the content will be 
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accessible as a download via the Engagement Academy Partners website.  Post-engagement 

feedback will be gained from learners regarding other methods of delivery and any barriers to 

learning.   

Unit Goals 

Learning Goal 1: Learners understand the purpose of the Project Charter and its components. 

Learning Goal 2: Learners complete the necessary sequential tasks to complete the module. 

Learning Goal 3: Learners will use the knowledge they have gained to present their project 

charter and critically evaluate their peers work. 

Task Analysis 

Topic Task Knowledge Cues 

Problem Statement Create a 3-sentence 

problem statement 

including problem 

description, baseline 

metric, and problem 

consequences.  

Understanding of 

business problems. 

Critical thinking 

skills.  

The statement 

emphasizes a 

problem the business 

is experiencing. Need 

to identify 

consequences to 

business. 

Business Case Explain all of the 

benefits to the 

company and its 

customers when the 

goal is achieved. 

How does the project 

align to the 

company’s strategy 

or goals.  

Understand business 

and customer benefits 

and strategic goals of 

the organization. 

Define benefits to 

business and 

alignment to 

organizational goals. 

 

 

 

 

 



  9 

Design Phase 

Instructional Objectives 

Objective 1: In one sentence, learners will accurately and clearly define one operational 

business problem affecting internal and/or external customers and state the length of time it has 

been occurring, known as the Problem Statement.  

Assessment: Within one sentence, the learner is able to define one operational problem 

the company is experiencing that affects internal and/or external customers, stating the specific 

dates the problem has been experienced. 

Objective 2: In one sentence, learners will define one metric directly related to the 

Problem Statement used to measure progress, known as the Baseline Metric.  

Assessment: Within one sentence, the learner is able to define one baseline metric that 

clearly aligns to the problem.  

Objective 3: In no more than two sentences, learners will develop a list of at least five 

consequences of the problem for the organization and its customers.   

Assessment: Within two sentences, the learner will list five consequences of the problem 

experienced with at least one specific customer-related consequence. 

Objective 4: In no more than five sentences, learners will state the time needed to address 

the problem, describe the benefits to the business and its customers, and state how solving the 

problem aligns with at least one company strategy or goal, known as the Business Case.  

Assessment: Within five sentences, learners will specify a project deadline date, list five 

benefits to the company of the problem with at least one specific customer-related benefit and 

describe at least one strategic goal with which the project aligns.  
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Sequencing Description 

Sequence Description Objective 

1 Describe the purpose of the Project Charter 

- Describing the purpose of the project charter provides the 

learner with the “why” behind its construction as a 

foundational document for the project.  

1,2,3,4. 

2 Demonstrate the location of where the problem statement is 

located within the Project Charter 

- The problem statement needs to be inserted into the correct 

places within the Project Charter for conveyance to 

stakeholders. 

1 

3 Describe the purpose of the problem statement 

- Describing the purpose of the problem statement provides 

the learner with the “why” and context behind its 

construction.  

1 

4 Provide two examples of good and bad problem statements, citing 

why.  

- Examples highlight the “what” and “what not” to do when 

constructing an accurate and effective problem statement.  

1 

5 Describe the purpose of the baseline metric 

- Describing the purpose of the baseline metric provides the 

learner with the “why” and context behind its construction.  

2 

6 Provide five examples of baseline metrics citing why.  

- Examples highlight “what is” and “what is not” an accurate 

and effective baseline metric.  

2 

7 Describe the purpose of listing consequences 

- Describing the purpose of the consequences provides the 

learner with context regarding the detriments to the 

business and its customers.   

3 

8 Provide examples of consequences 

- Examples give learners direction on what can be included 

as detriments to the business and its customers.   

3 

9 Demonstrate the location of where the business case is located 

within the project charter 

- The business case needs to be inserted into the correct 

places within the Project Charter for conveyance to 

stakeholders. 

4 

10 Describe the purpose of the business case statement 

- Describing the purpose of the business case statement 

provides the learner with the “why” and context behind its 

construction.  

4 

11 List the main elements of the business case - time needed to 

address the problem, benefits to the business and its customers, 

4 
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how solving the problem aligns with at least one company strategy 

or goal. 

- In order to gain support for the project, key stakeholders 

must know how long the project will take, what the 

advantages are for the company and its customers, and how 

the project will help the company achieve its mission, 

vision, and strategy. 

12 Provide an example of a good business case, citing why. 

- Examples give learners direction on what components are 

required within the business case that are favorably viewed 

by key stakeholders.    

4 

13 Provide the Project Charter template 

This is a template that has been constructed by the instructor for 

learning purposes. The instructor will provide this template for 

each learner to populate.  

1,2,3,4. 

 

Instructional Message 

This program will have two pre-instructional aspects. The first will begin with an 

overview to provide the context of the learning objectives required for the learning tasks. The 

second involves behavioral objectives to inform the learners about what is expected of them 

(Morrison et al., 2019).  

The Project Charter comprises six components, two of which are the problem statement 

and business case. The problem statement explains the problem an organization is experiencing, 

the time it has been experiencing it and its consequential effect on the company and its 

customers. Customers can be internal or external to an organization. The problem is created to 

set the foundation for addressing the issue. An example of a problem statement would be the 

increased customer complaints an organization is experiencing. Often, learners will not identify 

the experience of the problem but the causes, symptoms, or solutions to the problem posed as a 

problem. If the problem requires addressing and spending resources, learners must outline the 

benefits to the business and its customers. 

At the end of the program, learners will be able to: 
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- Accurately and clearly define one operational business problem affecting internal and/or 

external customers and state the length of time it has been occurring 

- Define one metric directly related to the Problem Statement used to measure progress 

- Develop a list of at least five consequences of the problem for the organization and its 

customers.   

- State the time needed to address the problem, describe the benefits to the business and its 

customers, and state how solving the problem aligns with at least one company strategy 

or goal. 

Strategies Table 

Objective 1: In one sentence, learners will accurately and clearly define one operational 

business problem affecting internal and/or external customers and state the length of time it has 

been occurring, known as the Problem Statement.  

Concept Strategy Initial Presentation & Generative Strategy 

Problem Statement Integration Present the learner with the concept name, definition, and 

good/poor examples of a problem statement 

  Provide the learner with a set of poor problem statements 

for them to identify what is missing 

 Organization Reinforce the learner with the concept name, definition, 

and best example of a problem statement 

  Have the learner create a problem statement related an 

operational business problem they are experiencing 

 

Objective 2: In one sentence, learners will define one metric directly related to the 

Problem Statement used to measure progress, known as the Baseline Metric.  

Concept Strategy Initial Presentation & Generative Strategy 

Problem Statement Integration Present the learner with the concept name, definition, and 

good/poor examples of a baseline metric 

  Provide the learner with a set of poor baseline metrics for 

them to identify what is missing 
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 Organization Reinforce the learner with the concept name, definition, 

and best example of a baseline metric 

  Have the learner create a baseline metric related an 

operational business problem they are experiencing 

 

Objective 3: In no more than two sentences, learners will develop a list of at least five 

consequences of the problem for the organization and its customers.   

Concept Strategy Initial Presentation & Generative Strategy 

Consequences Organization Present the learner with the concept name, definition, and 

examples of consequences to business problems 

  Have the learner generate a list of consequences related 

to an operational business problem they are experiencing 

 

Objective 4: In no more than five sentences, learners will state the time needed to address 

the problem, describe the benefits to the business and its customers, and state how solving the 

problem aligns with at least one company strategy or goal, known as the Business Case.  

Concept Strategy Initial Presentation & Generative Strategy 

Problem Statement Integration Present the learner with the concept name, definition, and 

good/poor examples of a business case 

  Provide the learner with a set of poor business cases for 

them to identify what is missing 

 Organization Reinforce the learner with the concept name, definition, 

and best example of a business case 

  Have the learner create a business case related an 

operational business problem they are experiencing 

 

Text Design 

The resources needed for this instructional material include a Canva-created video using 

the template that will be provided to the learners. The video will clearly define each concept and 

demonstrate practical examples of creating problem statements and business cases using verbal 

direction, PowerPoint slides, and VideoScribe resources. The design will comprise a list of items 
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that require completion, including an opportunity for learners to compare their learning to the 

examples provided in the material. They will also understand the need for the sequential 

generation of tasks as the problem statement informs the business case.  

Multimedia Design 

The first multimedia design tool for this project will be VideoScribe. VideoScribe will be 

used to draw the on-screen requirements for project charter. VideoScribe is a simple and intuitive 

tool for creating instructional videos that enables authentic and effective visual 

communication. The product offers personalized videos with a wide range of images, text, 

music, and voiceovers. This flexibility allows tailoring a message to a specific audience. With 

pre-built templates and a drag-and-drop interface, Videoscribe can significantly reduce the time 

required to create a polished video. 

The video will then be transferred to Canva, which will be the delivery method for this 

project. Canva’s video capabilities are more dynamic than Videoscribe. Canva’s video templates 

allow for more creative, engaging material generation and user-friendly adaptation of materials. 

Providing written and verbal instructions in a video format with examples is expected to 

reinforce the facts, concepts, and practicalities needed to ensure learner success. Instructions 

added to a mix of delivery methods appear more engaging for students, allowing them to easily 

retain and apply what they have learned. A video format will also enable learners to review 

material to gain mastery of a concept quickly.   
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Development Phase 

Instructional Materials 

The two instructional materials for this project are a Microsoft Excel Project Charter 

template and a VideoScribe instructional video. The instructor created the Microsoft Excel 

Project Charter template, which the learners will use to document their problem statement, goal 

statement, and business case. This resource provides students with standardization of 

instructional materials—all students will receive the same document rather than having to take 

time to develop their own. Microsoft Excel is a well-recognized standard format for project 

management, ensuring consistency of presentation materials. This content allows for concept 

reinforcement and review for learners. 

Checklists can be inserted below each section for learners to check off as they complete 

each part of the project charter. The checklists help learners ensure they have addressed each 

learning objective and assessment. Finally, additional industry-specific worksheets could be 

developed that display sound examples of the project charter sections. For this project, the 

Microsoft Excel Project Charter template has been designed for small-group use. However, it 

could easily be used for self-paced delivery as well.  

A VideoScribe video will provide instruction to the learners regarding the purpose of the 

project charter, the location of the problem statement within the project charter, the purpose of 

the problem statement, and examples of sound and poor problem statements. In addition, the 

video will describe the purpose and examples of the baseline metric. The video will go on to 

describe the purpose of listing consequences and examples of consequences for organizations 

and their customers. The final portion of the VideoScribe will provide instructions to the learners 

regarding the location of the business case within the project charter, the purpose of the business 
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case, the components of the business case. Examples of sound and poor business cases will also 

be provided.  Similarly to the Microsoft Excel Project Charter template, the VideoScribe video 

has been designed for small group use but could be used for self-paced learning.   

Develop Sample Instructional Materials (Draft Form) 

1. VideoScribe storyboard: 

Scene Shot Notes 

1 Title of Training Introduction to training 

2 Display Excel Project 

Charter (PC) template 

Video ‘hand’ draws PC template and writes purpose of 

project charter while voiceover describes its purpose 

3 Zoom in on problem 

statement section 

Zoom in on the location of the problem statement on 

PC while the video ‘hand’ writes the purpose of the 

problem statement and the voiceover describes its 

purpose. 

 

Video ‘hand’ draws the three components of a problem 

statement: Problem – Goal – Consequences. 

4 Zoom out to blank page 

with title of problem. 

 

Component 1 - Problem 

Video ‘hand’ writes the purpose of the problem while 

the voiceover describes its purpose. 

 

Video ‘hand’ writes a bad problem and voiceover 

outlines the errors. 

Video ‘hand’ writes a good problem and voiceover 

reinforces its correctness.  

5 Component 2 – Baseline 

Goal 

Video ‘hand’ writes the purpose of the baseline goal 

metric while the voiceover describes its purpose. 

6 Below the written 

problem is the baseline 

metric 

Video ‘hand’ writes examples of baseline metrics and 

what they are related to.  

7 Component 3 – 

Consequences 

The voiceover describes the purpose of listing 

consequences while the Video ‘hand’ writes examples.   

8 Problem Statement 

Section - draw together  

Video ‘hand’ writes all three components into the 

Problem Statement area of template supported by 

voiceover. 

9 Zoom in on business 

case section 

Zoom in on the location of the business case on PC 

while the Video ‘hand’ writes the purpose of the 

business case the voiceover describes its purpose. 

10 Zoom out to blank page 

with title of business 

case 

Video ‘hand’ draws the three components of a business 

case, including the time needed to address the problem, 

benefits to the business and its customers, and how 
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solving the problem aligns with at least one company 

strategy or goal. 

 

Video ‘hand’ writes each of these components 

supported by voiceover.  

Video ‘hand’ writes a good business case and 

voiceover reinforces its correctness.  

11 Business Case Section - 

draw together  

Video ‘hand’ writes business case into PC template 

supported by voiceover.  

12 Completed PC page – 

all information 

displayed.  

Zoom out – and positive voiceover supporting 

completed training. 

 

2. Microsoft Excel Project Charter template – attached as Project_Charter_EngagementAP  

Delivery Methodology 

While this training will be delivered in small groups, the instructional materials could 

also be used in a self-paced format. However, the benefits of a group setting are more significant 

due to the opportunity to integrate multiple learners' knowledge, skills, abilities, experience, 

insights, and perspectives (Morrison et al., 2019). A small group format would be the best way to 

determine the problem, metric, consequences, and need to conduct a business case for this 

training. Collaborative perspectives provide the best opportunity for uncovering characteristics 

related to each of the components.  Determining organizational problems and developing 

business cases is best undertaken in a group format where individuals can collaborate and 

develop one of the most important aspects of continuous improvement: social skills (Morrison et 

al., 2019). With active participation, learners are more likely to engage and contribute. A 

collaborative environment can lead to more active and engaged learning experiences as it 

encourages teamwork and problem-solving skills. Further, the small group format can be less 

intimidating, fostering a supportive learning atmosphere. 
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In addition to social interaction, learners can utilize the instructor's knowledge for 

additional guidance, quick correction, and understanding. However, it is expected that learners 

will be able to complete the training without instructor intervention.  

These are some expected challenges of using the small group format. Administratively, 

coordinating schedules and ensuring access to learning materials can be challenging. While 

collaboration is important to support the learning objectives holistically, diverse perspectives can 

increase the time it takes to complete the activity and may result in discontent among participants 

unless effectively managed. Different personalities can sometimes clash, affecting group 

cohesion and productivity. 

Small groups may require greater direction regarding participant selection for the groups 

to ensure diversity of thought to combat group think. Further, participants may be required to be 

kept to task to ensure they do not diverge from the tasks at hand. I have often experienced this in 

groups where tangential discussions will be followed when individuals begin talking about 

specific processes or stakeholders. Inclusion is another critical challenge, as extroverts can tend 

to dominate and divert the discussion, while introverts may sit back and ponder what is said or 

become disengaged. Therefore, not all group members may contribute equally, leading to 

imbalanced learning experiences. The instructor’s facilitation experience in dealing with these 

challenges is essential.    

Assessment Materials 

Two assessments will be used to ensure learning objectives are achieved. The first will 

include a multiple-format test to evaluate knowledge after the VideoScribe video has been 

viewed. Each learner will complete the test, which will include multiple-choice, word-selection, 

and short-answer questions. The reason for the multiple format test is that while some answers 
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are direct knowledge items, other answers are posed to measure the depth of understanding of the 

learner. Using multiple formats allows for a more thorough assessment of students' knowledge 

and skills as well as caters to various learning preferences and strengths, providing a fairer 

assessment for all students. By combining various formats, the test can minimize the impact of 

any single format's limitations or biases, and open-ended questions or short answer questions 

encourage students to think critically and express their understanding in their own words. This 

test will be conducted prior to skill application where practical tasks or performance-based 

assessments will evaluate the application of knowledge in a real-world scenario. A variety of 

question types can keep students more engaged and motivated during the assessment. Overall, 

multi-format tests can provide a more balanced and accurate representation of a learner’s 

abilities. 

A checklist will be included in the Project Charter template for learners to ensure they 

have addressed each of the requirements for the problem statement and business case. A rubric 

will then be used to provide feedback to learners for the quality of their submissions. Rubrics 

provide students with a clear understanding of what is expected for each assignment or activity 

and ensure that grading is consistent and fair across different students and assignments. Rubrics 

also allows instructors to give specific, targeted feedback, which can help students improve their 

skills and knowledge. Students can use rubrics to assess their own work before submission, 

fostering greater responsibility and self-regulation while understanding the criteria for success, 

leading to better learning outcomes and higher-quality work. Rubrics can be an invaluable tool in 

the educational process, benefiting both instructors and learners alike. 
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Developing Sample Assessment Materials (Draft Form) 

Multiple Format Test Sample: correct answers are bolded. 

1. What is main purpose of a project charter 

A: The one main purpose of a project charter is to officially authorize and 

initiate the project. 

B. It defines the project's purpose, objectives, and key deliverables, ensuring that all 

stakeholders have a shared understanding. 

C. It specifies the roles and responsibilities of the project team and stakeholders, 

clarifying who is responsible for what. 

D. It outlines the project's scope, including what is and isn't included, helping to 

manage expectations and prevent scope creep. 

2. Circle three (3) words that include the components of a problem statement.  

Problem  Goal   Roles   Benefits 

Challenges  Scope   Timeline  Consequences 

Responsibilities Baseline Metric Deliverables  Objectives 

3. What is the main purpose of a baseline metric? 

A. It is to provide a reference point against which project performance and 

progress can be measured. 

B. By establishing a baseline at the start, you can monitor project progress over time, 

identifying any deviations from the planned trajectory. 

C. Baseline metrics help project managers make informed decisions by highlighting 

areas that may need adjustment or additional resources. 



  21 

D. They create a standard against which the performance of the project team can be 

assessed, ensuring accountability. 

4. List three consequences an organization may face when they have an operational 

problem. 

Examples: Loss of revenue, customer dissatisfaction, increased number of 

defects. increased rework, reduced productivity, lower employee morale.  

Rubric Assessment:  

Assessment Item 1 Point  2 Point 3 Point 4 Point 

Problem 

Statement 

    

One Sentence 

Is stated in 

more than two 

sentences 

Is clearly stated 

in two sentences 

Is not easily 

understood in 

one sentence  

Is clearly stated 

in one sentence 

One Operational 

Problem 

Is not included 

in the problem 

statement 

Defines multiple 

problems.  

Defines 

operational 

problem but 

unclear 

Clearly defines 

one operational 

problem 

Affects 

internal/External 

stakeholders 

Is not included 

in the problem 

statement 

Does not state 

how the problem 

affects either an 

external or 

internal 

stakeholder 

States how the 

problem affects 

either external or 

internal 

stakeholders 

States how the 

problem affects 

both external 

and internal 

stakeholders 

 

Implementation Phase 

Background and need 

The project charter is a foundational document that formally authorizes a project, 

providing a shared understanding of the project's purpose and direction. There is a need to 

provide instructional guidance on the correct approach to creating a clear project charter that all 

stakeholders can easily comprehend. The plan is to create a 30- to 60-minute step-based 

instructional video with examples that users can follow when constructing a project charter. The 
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instructional video would include an instructor biography for credibility, a sectional video screen 

capture for instructional simplicity and clarity, and best practice examples for guidance.  

Introduction and goals 

Instruction plays a critical role by providing clear guidance, knowledge, and strategies for 

collaboration, problem-solving, and critical thinking. The instruction aims to provide learners 

with the knowledge, skills, and abilities (KSAs) to complete a project charter accurately. Having 

the instruction occur in a group setting can lead to the strengthening of understanding and 

collaboration. Then, with an instructional design method that supports reinforcement, such as a 

short video, learners can review the material at their own speed and on their own time if 

additional understanding is required.  

The target audience for this project includes company employees who plan to undertake 

continuous improvement using Lean Six Sigma methodology. A basic level of critical thinking is 

required to question the status quo and encourage reflective and independent thinking. These 

skills provide learners with the best chance of uncovering a real problem using sound reasoning 

and logic and not immediately focusing on causes and solutions. At the completion of this 

instructional module, learners will be able to masterfully complete two critical sections of the 

Project Charter, consisting of problem statement and business case. Due to the variety in learning 

styles, the content will be tailored to the three main styles visual, auditory, and kinesthetic. After 

the course project is delivered, feedback will be gathered from the learners regarding their 

expectations, concerns, and any specific areas in which they may have wanted continual focus. 

This will assist in customizing future training content and approach. In a corporate context, there 

may need to be a requirement to understand the specific needs and challenges of the organization 
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that the Lean Six Sigma training aims to address. This ensures that the training is aligned with 

the organization's goals and objectives. 

Learning objectives 

The following learning objectives will be addressed: 

Objective 1: In one sentence, learners will accurately and clearly define one operational 

business problem affecting internal and/or external customers and state the length of time it has 

been occurring, known as the Problem Statement.  

Objective 2: In one sentence, learners will define the baseline metric directly related to 

the Problem Statement and use it to measure progress.   

Objective 3: In no more than two sentences, learners will develop a list of at least five 

consequences of the problem for the organization and its customers.   

Objective 4: In no more than five sentences, learners will state the time needed to address 

the problem, describe the benefits to the business and its customers, and state how solving the 

problem aligns with at least one company strategy or goal, known as the Business Case.  

Structure of this guide  

This facilitator guide is a comprehensive roadmap for instructors leading this 

instructional module. Its primary goal is to ensure that instructors are well-prepared, can 

confidently guide participants, and achieve the session's objectives. The facilitator guide has 

been structured to progressively guide an instructor through the module.  

Pre-Workshop Planning 

Preparing participants 

Instructors can lay the foundation for a successful and impactful session by investing 

time and effort in preparation. The instructors must familiarize themselves thoroughly with the 
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material and conduct a full rehearsal of the session to ensure they are familiar with the flow and 

timing of activities. Participant registrations must be managed, and an updated list of attendees 

must be maintained and tracked. 

Learners will be sent a pre-session email confirming the session's date, time, and 

duration. This email will account for breaks and time zone differences (if applicable) and instruct 

them to come prepared to the session with a problem they are experiencing in their business that 

they would like to solve. A detailed session plan outlining the sequence of activities will be 

provided beforehand.  

Student Groupings 

The grouping preference would be to have a cross-section of learners from different 

hierarchical levels within the organization to assist with perspective development. If learners are 

from similar levels, cross-functional groupings would be beneficial. At the start of the session, 

introductory activities would be used to help participants get to know each other and feel 

comfortable. A suggested small group size of five learners is suggested for effective 

collaboration and “break a tie voting” if required.  

Instructional Environment, Equipment, and Materials 

Considerations for the delivery environment 

The room will be arranged to facilitate interaction and engagement with round tables and 

comfortable seating arrangements that promote visibility and interaction. The room must be 

accessible to all participants, including those with disabilities. 

Small whiteboards, flip charts, and markers are required for groups to brainstorm and 

actively share concepts and ideas. Paper and pens will also be supplied to learners for recording 

and ideating. Learners will be requested to bring computers to access supportive information. 
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Audiovisual equipment, including a computer, speaker, and TV screen, is required for the 

instructor to show the video. This should be checked before use to know that it is functioning 

correctly. A reliable internet connection is not critical but would be helpful if the instructor or 

learners require additional information. If there are any issues with the audio-visual equipment, 

the video could be shared via email to each participant. 

The template should be emailed, and/or provided in printed format, to the learners after 

they have watched the video. The email can be prepared before the session.  

Instructional Delivery and Sequencing 

Overview Message 

Learners will be informed that the Project Charter comprises six components, two of 

which are the problem statement and business case. The problem statement explains the problem 

an organization is experiencing, the time it has been experiencing it and its consequential effects 

on the company and its customers. The problem is created to set the foundation for addressing 

the issue. If the problem requires addressing and spending resources, learners must outline the 

benefits to the business and its customers. 

It will be explained to the learners that by the end of the module, they will be able to: 

- Accurately and clearly define one operational business problem affecting internal 

and/or external customers and state the length of time it has been occurring 

- Define one baseline metric directly related to the Problem Statement used to 

measure progress 

- Develop a list of at least five consequences of the problem for the organization 

and its customers.   
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- Develop a business case state the time needed to address the problem, describe the 

benefits to the business and its customers, and state how solving the problem 

aligns with at least one company strategy or goal. 

Sequence of activities 

Sequence Description Objective 

Sequence - Description Objective 

1 Describe the purpose of the Project Charter 

- Describing the purpose of the project charter provides the 

learner with the “why” behind its construction as a 

foundational document for the project.  

1,2,3,4. 

2 Demonstrate the location of where the problem statement is 

located within the Project Charter 

- The problem statement needs to be inserted into the correct 

places within the Project Charter for conveyance to 

stakeholders. 

1 

3 Describe the purpose of the problem statement 

- Describing the purpose of the problem statement provides 

the learner with the “why” and context behind its 

construction.  

1 

4 Provide two examples of good and bad problem statements, citing 

why.  

- Examples highlight the “what” and “what not” to do when 

constructing an accurate and effective problem statement.  

1 

5 Describe the purpose of the baseline metric 

- Describing the purpose of the baseline metric provides the 

learner with the “why” and context behind its construction.  

2 

6 Provide five examples of baseline metrics citing why.  

- Examples highlight “what is” and “what is not” an accurate 

and effective baseline metric.  

2 

7 Describe the purpose of listing consequences 

- Describing the purpose of the consequences provides the 

learner with context regarding the detriments to the 

business and its customers.   

3 

8 Provide examples of consequences 

- Examples give learners direction on what can be included 

as detriments to the business and its customers.   

3 

9 Demonstrate the location of where the business case is located 

within the project charter 

- The business case needs to be inserted into the correct 

places within the Project Charter for conveyance to 

stakeholders. 

4 
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10 Describe the purpose of the business case statement 

- Describing the purpose of the business case statement 

provides the learner with the “why” and context behind its 

construction.  

4 

11 List the main elements of the business case - time needed to 

address the problem, benefits to the business and its customers, 

how solving the problem aligns with at least one company strategy 

or goal. 

- In order to gain support for the project, key stakeholders 

must know how long the project will take, what the 

advantages are for the company and its customers, and how 

the project will help the company achieve its mission, 

vision, and strategy. 

4 

12 Provide an example of a good business case, citing why. 

Examples give learners direction on what components are required 

within the business case that are favorably viewed by key 

stakeholders.    

4 

 

Step by Step Process 

Scene Shot/Action Notes 

1 Title of Training Introduction to training & Icebreaker 

2 Display Excel Project 

Charter (PC) template 

Video ‘hand’ draws PC template and writes purpose of 

project charter while voiceover describes its purpose 

3 Zoom in on problem 

statement section 

Zoom in on the location of the problem statement on 

PC while the video ‘hand’ writes the purpose of the 

problem statement and the voiceover describes its 

purpose. 

 

Video ‘hand’ draws the three components of a problem 

statement: Problem – Goal – Consequences. 

4 Zoom out to blank page 

with title of problem. 

 

Component 1 - Problem 

Video ‘hand’ writes the purpose of the problem while 

the voiceover describes its purpose. 

 

Video ‘hand’ writes a bad problem and voiceover 

outlines the errors. 

Video ‘hand’ writes a good problem and voiceover 

reinforces its correctness.  

5 Component 2 – Baseline 

Goal 

Video ‘hand’ writes the purpose of the baseline goal 

statement while the voiceover describes its purpose. 

6 Below the written 

problem is the baseline 

goal statement 

Video ‘hand’ writes a bad baseline goal statement and 

voiceover outlines the errors. 

Video ‘hand’ writes a baseline goal statement and 

voiceover reinforces its correctness.  
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7 Component 3 – 

Consequences 

Voiceover describes purpose of listing consequences  

while Video ‘hand’ writes examples.   

8 Problem Statement 

Section - draw together  

Video ‘hand’ writes all three components into the 

Problem Statement area of template supported by 

voiceover. 

9 Zoom in on business 

case section 

Zoom in on the location of the business case on PC 

while the Video ‘hand’ writes the purpose of the 

business case the voiceover describes its purpose. 

10 Zoom out to blank page 

with title of business 

case 

Video ‘hand’ draws the three components of a problem 

statement including time needed to address the 

problem, benefits to the business and its customers, 

how solving the problem aligns with at least one 

company strategy or goal. 

 

Video ‘hand’ writes each of these components 

supported by voiceover.  

Video ‘hand’ writes a good business case and 

voiceover reinforces its correctness.  

11 Business Case Section - 

draw together  

Video ‘hand’ writes business case into PC template 

supported by voiceover.  

12 Completed PC page – 

all information 

displayed.  

Zoom out – and positive voiceover supporting 

completed training. 

13  Template provided to 

Learners 

The template should be emailed, and/or provided in 

printed format, to the learners after they have watched 

the video. The email can be prepared before the 

session.  

14 Learners divided into 

groups 

Groups should be pre-determined if possible. 

15 Groups addressed 

aspects of the Project 

Charter 

Groups complete the components of the project charter  

16 Groups complete 

checklist and refer to 

rubric for completion 

Groups complete checklist to ensure all tasks have been 

addressed and refer to rubric to assess extent of 

completion 

17 Group presentation Group presents completed project charter to other 

learners. 

 

Assessment of Learning 

Formative assessment strategies (during learning) 

Two assessments will be used to ensure learning objectives are achieved. The first will 

include a multiple-format test to evaluate knowledge after the VideoScribe video has been 
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viewed. Each learner will complete the test, which will include multiple-choice, word-selection, 

and short-answer questions. The reason for the multiple format test is that while some answers 

are direct knowledge items, other answers are posed to measure the depth of understanding of the 

learner. Using multiple formats allows for a more thorough assessment of learners' knowledge 

and skills as well as caters to various learning preferences and strengths, providing a fairer 

assessment for all learners. By combining various formats, the test can minimize the impact of 

any single format's limitations or biases, and open-ended questions or short answer questions 

encourage learners to think critically and express their understanding in their own words. This 

test will be conducted prior to skill application where practical tasks or performance-based 

assessments will evaluate the application of knowledge in a real-world scenario. A variety of 

question types can keep learners more engaged and motivated during the assessment. Overall, 

multi-format tests can provide a more balanced and accurate representation of a learner’s 

abilities. 

A checklist will be included in the Project Charter template for learners to ensure they 

have addressed each of the requirements for the problem statement and business case. A rubric 

will then be used to provide feedback to learners for the quality of their submissions. Rubrics 

provide learners with a clear understanding of what is expected for each assignment or activity 

and ensure that grading is consistent and fair across different learners and assignments. Rubrics 

also allow instructors to give specific, targeted feedback, which can help learners improve their 

skills and knowledge. Learners can use rubrics to assess their own work before submission, 

fostering greater responsibility and self-regulation while understanding the criteria for success, 

leading to better learning outcomes and higher-quality work. Rubrics can be an invaluable tool in 

the educational process, benefiting both instructors and learners alike. 
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Summative assessment strategies (after learning) 

Presentations are a dynamic summative assessment strategy where learners verbally share 

their topic knowledge. Learners explain the subject matter in their own words, demonstrating 

their grasp of key concepts and verbally presenting their understanding of the Project Charter 

they have created. They can use tools such as slides, posters, or models to help illustrate and 

reinforce the points being made. These can enhance understanding and keep the audience 

engaged. Presentations require learners to organize their thoughts logically, which helps 

reinforce their learning. Presentations develop public speaking and verbal communication skills, 

which are beneficial beyond the classroom. Peers can provide constructive feedback. 

Incorporating feedback from peers or instructors can improve the presentation. Presentations are 

a powerful way for learners to showcase their learning and skills comprehensively. They also 

provide opportunities for creative expression and personal growth. 

Evaluation Phase 

Evaluation Process 

The test taken during the session will determine the effectiveness of the content provided. 

A survey question can be added after instruction to gain feedback on lessons learned. The 

instructor can observe how learners interact with the content and how it fits into the overall 

learning environment. A project charter checklist and rubric allows learners to evaluate their 

understanding and skills. 

Once the instructional module is delivered and the project charter is completed, learner 

groups will present it to their peers for feedback demonstrating their ability to apply what 

they’ve learned in real-world situations. Instructors could also support learners by reviewing the 

project charter for content accuracy. 
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Given that the content will be delivered in a small group format, learner feedback, both 

via surveys and focus groups, allows for feedback from learners about their experience, the 

clarity of content, and the overall usefulness of the module. While surveys are valuable for 

getting high-level and general feedback, focus groups provide in-depth insights from the 

learners. The advantage of focus groups is that the learners are captive and can be more specific 

with their feedback. A disadvantage is that learners may not be willing to express honest 

feedback in a group setting.  

From a continuous improvement perspective, instructors should keep logs of how the 

module worked in practice and note any areas needing improvement. Regular updates and 

refinement of the instructional module are an ongoing process based on all of the collected 

feedback and assessment data. Combining these methods can provide a comprehensive view of 

its strengths and areas for improvement. 

Alignment of Unit Goals to the Evaluation Process 

The learning goals and evaluation components are outlined in the following table: 

Learning 

Goal # 

Learning Goal Evaluation Component 

1 Learners understand the purpose of the 

Project Charter and its components. 

In-session test 

2 Learners complete the necessary 

sequential tasks to complete the module.  

Checklist & Rubric 

3 Learners will use and evaluate the 

knowledge they have gained by presenting 

their project charter and critically 

evaluating their peers' work. 

Presentation, Survey, Focus 

Groups 

 

The evaluation process for the instructional module is designed to assess its effectiveness 

in enhancing learner outcomes. In-session tests measure knowledge gained, while checklists and 

rubrics determine the correct construction of the project charter. Presentations gather learner 
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feedback on content engagement and accessibility. This mixed-methods approach ensures a 

comprehensive evaluation, providing both quantitative and qualitative data.  

By involving learners in the feedback process through surveys and focus groups, the 

material can be continually refined based on the changing learner landscape. Feedback also 

assists with addressing any potential issues, ensuring the validity and reliability of findings. 

Ethical considerations, such as confidentiality and informed consent, are integral to the approach, 

ensuring that participants' rights are respected. 
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