
 

 

 

A training session plan allows you to analyse your training objectives so that you can plan out the 

subject matter that you will cover, how long each session should take and what tools or aids you may 

need. Think of it like an essay plan, you’ll cover the introduction of the session, your main facilitation 

and the conclusion.  

 

Your session plan can be tailored to how you need it to be, it can be a simple, brief outline to help you 

with you research skills and gathering information. It can be more detailed and something that you can 

share with customers or it can be detailed with scripts, prompts or questions that you may ask delegates 

on the day. 

 

A session plan can help you visualise your whole session. It can help you ensure that you have covered 

everything that you need to say or what the customer wants and that it is presented in a logical order. 

 

You can use your session plan to evaluate your training after facilitation as well, what went well? Did 

any discussions come up that you didn’t think of previously? What didn’t go well and how can you 

adapt for next time? 

 

A session plan is also great to have for your basic skeleton of a training session. You can share it with 

your customer, showing them the main learning points that the session will cover and then have that 

tailoring discussion to adapt it to their needs. 

 

You will find an example of a basic session plan over the page. 

  



 

 

Learning Objective  

Key Points Training Aids/Tools Time Learning Check 

Course outline and 

housekeeping 

Slide showing key 

outcomes 

Flipchart paper for ground 

rules 

10 minutes 

Confirm delegates 

understand the outline of the 

course and ground rules for 

the session 

Key Points Training Aids/Tools Time Learning Check 

    

    

    

    

    

Key Points Training Aids/Tools Time Learning Check 

Wrap up questions 

Open question style 

session 

10 minutes 

Check for understanding 

 


