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Format-by-Task Planner
Plan one course for everyone by choosing each format for what that part of the task is, not for a learner type. Coursebox's own planning sheet, written to go with our guide to the VARK model. It does not reproduce or adapt the VARK questionnaire, has no learner-type columns and gives no score. A hypothetical café chain's closing-clean course is filled in as an example. Validate cleaning instructions against the actual machine and store procedure.
From the Coursebox blog: coursebox.ai/blog/fleming-vark-model
How to use this planner
List the parts of the task the way the person signing it off would check them, not as a list of topics.
For each part, name what the content is: a layout, a procedure, a rule with a reason, a decision or a check.
Choose the format that kind of content needs. A layout needs a labelled diagram, a procedure needs a demonstration with written steps and practice, a reason needs a short explanation, a decision needs a scenario, and a check needs a written list.
Add access options for everyone, not as a style track: captions and a transcript for any video or narration, written steps beside every demonstration, plain English and alt text on images.
Plan how each part is practised and where it is checked. Choose a suitable task check; workplace application needs an on-the-job check.
Do not add a column for learning styles, and do not send different learners to different versions.
Worked example: the café closing clean
Hypothetical example. A café chain with about 40 stores trains new baristas in their first two weeks. They have done one supervised shift and have never closed the store; some are studying English as an additional language. They take a short course on their phone before their first closing shift, then do the clean with a supervisor watching. The area manager asked for versions for visual, auditory and kinaesthetic learners; the designer planned one course instead.
Sign-off: the barista completes the clean in the correct order, with no milk left in the steam wand and the closing checklist filled in.
	Part of the task
	What the content is
	Format it needs
	Access option for everyone
	How it is practised and checked

	Machine parts: group head, blind basket, portafilter, steam wand
	A physical layout
	Labelled diagram
	Alt text and plain-English part names
	Labelling activity, then the supervisor points to each part at the machine

	Backflush each group head with cleaning powder, using a blind basket
	A procedure with an order
	Short demonstration with numbered written steps beside it
	Captions, a transcript and the written steps on the same page
	Ordering activity, then the backflush at the supervised close

	Purge and wipe the steam wand
	A rule with a reason (milk hygiene)
	Short narrated explanation with a clean and dirty wand side by side
	A transcript of the narration
	Supervisor checks no milk is left in the wand

	Soak portafilters and baskets; wipe the drip tray and machine
	Routine steps
	Written steps on the checklist
	Plain English and short sentences
	Completed at the supervised close

	Cleaning powder container empty at close
	A decision
	Scenario with the store's rule for running out
	Scenario text readable without audio
	Scenario question with feedback

	Record the clean on the closing checklist
	A check used at the machine
	One-page printable checklist
	Large print and plain English
	Checklist filled in at the supervised close


How the result is checked: the supervisor's sign-off at the first supervised close, not a satisfaction survey.
Your course: the task and the check
	Question
	Your answer

	Who are the learners, and what can they already do?
	

	Where and when will they take the course?
	

	What is the task, and who signs it off?
	

	What does the sign-off check?
	

	What information do learners need to make each decision?
	

	Who asked for the course, and what is their goal?
	


Your format-by-task plan
	Part of the task
	What the content is
	Format it needs
	Access option for everyone
	How it is practised and checked

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Check your plan before you build
	Check
	Yes or notes

	Does every part of the task have a format chosen for what the content is?
	

	Does every learner get the same core course, with no versions per learning style?
	

	Does every video or narration have captions and a transcript?
	

	Are the written steps on the same page as each demonstration?
	

	Does each decision come with the information learners need to make it?
	

	Is each part practised in a way close to the real task?
	

	Is the result checked on the job, not only by a test or a survey?
	


Coursebox's own planner. It is not an adaptation of the VARK questionnaire, which is copyrighted by VARK Learn Limited; take the official questionnaire at vark-learn.com. The planner gives no score and does not show that learning happened: check the task at work.
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