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[bookmark: _heading=h.bjgoodtz9m43]APPLICATION PROCESS

Purpose: This workshop proposal form is intended to provide an instructional design framework that will help you think through key aspects of your workshop to ensure its success. 

Evaluation Process: Content provided in this form will be evaluated by CBW’s Education Advisory Board for consideration in the CBW portfolio of offerings. Proposals with missing details will be removed from the evaluation process and returned for completion and resubmission at the next review period. 

Timeline: Proposals are accepted year round, but must be submitted to training@bioinformatics.ca by November 14, 2025 for consideration for 2026. 

Notes: Please use standardized terms such as verbs from Bloom’s taxonomy where appropriate throughout this document.

CBW Formats:
In-person single-site: workshop held in-person at one location
In-person distributed: workshop held simultaneously at two in-person locations, with faculty, TAs, and students at each location and lectures broadcast back and forth
Online synchronous: workshop held virtually over teleconferencing platform like Zoom
Online asynchronous: workshop held virtually using learning management system like Moodle, where participants can watch lecture recordings and work through labs on their own time
Hybrid: workshop held both in-person at one or more locations and online
Flipped: workshop lecture recordings are sent in advance and synchronous workshop times are used for lab practicals only

Example proposal: You can view a high-quality completed example proposal here.

[bookmark: _heading=h.61pdvp9rn086]IDENTIFICATION OF WORKSHOP NEED	

LEARNING NEED:
How was the need for this workshop identified? Please check all which apply to describe how learning needs for this workshop were established. A learning need is defined as the gap between current knowledge, skills or attitudes and desirable competencies relative to current evidence or clinical practice standards.

	SUBJECTIVE DATA 

	Personal Request
	

	Personal Observation
	

	Questionnaires/Surveys
	

	Focus Groups
	

	Comments on Evaluation Forms
	

	
	

	OBJECTIVE DATA

	Literature Surveys/Reviews
	

	Clinical Practice Guidelines
	

	Consultation
	

	Experience with Research Data
	

	
	

	[OPTIONAL] FURTHER DETAILS

	



MARKET SIZE:
What is the (known or perceived) market size for this workshop? In Canada? USA? Internationally? How likely are we to have more applicants than workshop spots?






[bookmark: _heading=h.v15aqrnb9v81]LOGISTICAL INFORMATION								

Proposed workshops should complement existing CBW workshops, not compete with them. Proposed workshops should expand the breadth and depth of CBW training portfolio, exemplify EDI in the faculty body, and bring training opportunities to a diversity of trainees and regions in Canada. 

COURSE TITLE       



COURSE LANGUAGE       



COURSE TIMING/PROPOSED DATES 
e.g. April-June; Sept. 26-27



COURSE LEAD(S)



PROPOSED FACULTY & AFFILIATION



PROPOSED TAs



COURSE FORMAT/LOCATION(S)
See first page of proposal form for definitions. e.g. in-person Winnipeg, MB; in-person distributed between Vancouver, BC and Toronto, ON; online synchronous; online asynchronous



COURSE LENGTH
# days



[OPTIONAL] INDUSTRY SPONSORS
Secured or potential



[OPTIONAL] OTHER POTENTIAL CO-FUNDING SOURCES
e.g. grants, in-kind




 


[bookmark: _heading=h.v8ptfyrt9mwt]PROGRAM GOALS AND TARGET AUDIENCE					

The Bioinformatics.ca website follows the Bioschemas standard for markup of Training events. The following content will be used on the workshop webpage and will aid findability of your workshop.

BRIEF DESCRIPTION OF PROPOSED PROGRAM
This abstract or brief description of the workshop will be posted on the workshop webpage. 



KEYWORDS   
Please provide a few keywords by which potential registrants may search for your course on our website (e.g. genomics, single cell, infectious disease, etc.)



TARGET AUDIENCE
e.g. Beginner/Intermediate/Advanced; Post-doctoral fellows/Graduates/Undergraduates; Clinical/Research; Life science domain; Project focus; etc.



PREREQUISITES
Skills and background knowledge required for applicants to participate. Please be specific.





[bookmark: _heading=h.11dd7isk1ki7]LEARNING OBJECTIVES

What are the expected learning objectives of the workshop? List out the (measurable) learning objectives. 

Format the objectives in a learner centered manner (e.g. At the end of the workshop, participants will be able to: Use R packages to visualize genomic data; Use GATK to identify variants associated with cancer.) 

Please use verbs from Bloom’s taxonomy.

Consider what is realistically possible given the length of the workshop.

At the end of the workshop, participants will be able to:			







[bookmark: _heading=h.k0kab9jk52yo]COURSE OUTLINE

Please provide a draft course outline with a timing breakdown and details of lectures and hands-on active learning exercises described (e.g. provide enough details for the course outline to be posted on the workshop webpage). 

In addition to hands-on active learning exercises, other active learning options include small group discussion, problem-based learning, simulated exercises, and skill labs. 
Note: A 1:2 ratio of lecture to hands-on activities is expected. CBW modules are often (but not always) 1 hour of lecture to 2 hours of lab, with two modules per day. 

See CBW’s example proposal for a successful outline.


DAY 1		Module 1 Lecture: Topic (Faculty Name) - 1 hour	Details of content		Module 1 Lab: Topic (Faculty Name) - 2 hours	Details of content		…










	Version
	Date
	Revisions Made

	Version 1.2
	October 31, 2025
	Changed due date and contact email, replaced CBW logo; clarifications

	Version 1.1
	September 13, 2024
	Added Prerequisites section; added Bloom’s taxonomy; changed due date

	Version 1.0
	September 3, 2024
	Document created by Nia Hughes & Michelle Brazas.
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