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Introduction
This module is part of a series on planning an income oriented short course. It has been
written for individuals or groups
interested in organising and delivering
training for people with income earning
ideas. In particular, this book targets:

• training providers
• community leaders
• NGOs
• church groups
• individuals with some training

experience.

IItt  mmeeaannss  tthhiinnkkiinngg  
aabboouutt  wwaayyss  ttoo  mmaakkee  

ssoommee  mmoonneeyy

WWhhaatt  ddooeess  iinnccoommee
oorriieenntteedd  mmeeaann??

Learning outcome

The learning outcome for this module is as follows:

“At the end of this module you should be able to develop a training plan for an income
oriented short training course using the formats provided.”

WWhhaatt’’ss  aa  lleeaarrnniinngg
oouuttccoommee??

IItt’’ss  aa  ssttaatteemmeenntt  wwhhiicchh
iinnddiiccaatteess  wwhhaatt  yyoouu  sshhoouulldd
bbee  aabbllee  ttoo  ddoo  aafftteerr  yyoouu
hhaavvee  rreeaadd  tthhrroouugghh  tthhee

mmoodduullee  aanndd  ccoommpplleetteedd
tthhee  aaccttiivviittiieess..    

                 



“At the end of this module you should be able to develop a training plan for an income
oriented short training course, using the formats provided.” It is only a guide for you to build
on.
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HHaavvee
yyoouu  ggoott  yyoouurr

ttrraaiinniinngg  ppllaann??

YYeepp,,
iittss  ggoott  ssttuuffff  oonn

wwrriittiinngg  sseessssiioonn  ppllaannss,,
ddeevveellooppiinngg  ttiimmeettaabblleess,,
rreessoouurrcceess  nneeeeddeedd  aanndd

pplleennttyy  mmoorree!!

       



To plan an income oriented short training course you should follow a step by step process.
There are eight steps and each step is explained in a module with the same title. The steps
are shown below. Developing a training plan is the second step in this process.

5

Planning an income oriented short training course

Develop a training plan

   



6

A training plan helps you to:

• organise the training course
• record the details of the training course
• apply for funding to run the course.
Before you can develop a training plan you first have to identify training needs for people
with income earning ideas. Training needs might include jam making, cabbage growing or
school uniform sewing. Identifying training needs is covered in detail in the module,
Identifying training needs, for people with income earning ideas. The training plan is what
you need to do to deliver training to meet these needs.

Develop a training plan

MMee
ttoooo  yyaa  --  II’’vvee
ddoonnee  mmiinnee ..

WWhhaatt
aa  gguuyy,,  hhee’’ss  aallrreeaaddyy
ddoonnee  hhiiss  ttrraaiinniinngg

ppllaann..

Why do I need a training plan?

        



To develop a training plan it is important to follow these seven steps.

7

11.. WWrriittee  aa  ccoouurrssee
ttiittllee

22.. SSeelleecctt  aa  ttrraaiinneerr  

33.. WWrriittee  aa  lleeaarrnniinngg
oouuttccoommee

44.. WWrriittee  aa  sseessssiioonn
ppllaann

55.. WWrriittee  aa  ttrraaiinniinngg
ttiimmeettaabbllee

66.. DDeetteerrmmiinnee  ttoottaall
rreessoouurrccee  nneeeeddss

77.. CCaallccuullaattee  ttoottaall
rreessoouurrccee  ccoosstt

How do I develop a training plan?

Develop a training plan

       



8 Develop a training plan

Write a course title
The training course title should be a statement that describes what the course
is about. It must be consistent with the identified income earning idea. 

Example
If the income earning idea was to make mango jam and sell it at the local market to earn an
income, the course title could be:

Making mango jam to improve your income

Use this checklist when writing a course title.

Good examples of course titles
Sewing a meri blouse to earn an income
Baking bread to make a profit
Growing cabbages for the local market
Making jam to increase your income

Bad examples of course titles
Aids awareness (not income earning)
Basic carpentry (too general, not consistent with income earning idea and hard to market)
Cabbage gardening (too general and hard to market)
Basic marketing (too general, not consistent with income earning idea and hard to market)

1
Step 1: Write a course title

Course title checklist

The course title is specific ✓

The course title is marketable ✓

The course title is consistent with the identified income ✓
learning idea
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Step 1: Write a course title

TThhee
iiddeennttiiffiieedd  iinnccoommee

eeaarrnniinngg  iiddeeaa  iiss  ggrrooww  aanndd
sseellll  ccaabbbbaaggeess..

TThheenn  II  ddoonn’’tt
tthhiinnkk  tthhaatt’’ss  aa  ggoooodd
ttiittllee,,  wwhhyy  nnoott  ssaayy,,

““GGrroowwiinngg  CCaabbbbaaggeess  ffoorr  tthhee
LLooccaall  MMaarrkkeett””..
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Step 1: Write a course title

IINNCCOOMMEE EEAARRNNIINNGG IIDDEEAA CCOOUURRSSEE TTIITTLLEE

II  tthhiinnkk  tthhaatt’’ss
aa  bbaadd  ttiittllee..

Activity 
Use the checklist to re-write the examples of bad titles on page 7.
Choose an income earning idea you have identified in your community
and write it in the table below. Then write a course title.
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Select a trainer
If you want the training to be successful you must choose a good trainer.

What is a good trainer like?
The following checklist has been designed to rate potential trainers. Give each person a
rating from 1-5. This is only a guide and should be adapted to suit each course.

The following example could be used to select a trainer for a jam making course. 

Step 2: Select a trainer

2

KKEEYY
RRaattiinngg CCrriitteerriiaa

11.. PPoooorr

22.. AAvveerraaggee
33.. GGoooodd

44.. VVeerryy  ggoooodd

55.. OOuuttssttaannddiinngg

II’’mm  tthhee  oonnee
yyoouu  wwaanntt

PPiicckk
mmee

NNoo  II’’mm
bbeetttteerr

          



Step 2: Select a trainer

CCRRIITTEERRIIAA RRAATTIINNGG  ((CCIIRRCCLLEE
YYOOUURR  CCHHOOIICCEE))

EEXXPPEERRIIEENNCCEE 11 22 33 44 55

TTeecchhnniiccaall  eexxppeerriieennccee  ((hhaass  mmaaddee  jjaamm  bbeeffoorree))
TTrraaiinniinngg  eexxppeerriieennccee  ((hhaass  rruunn  ttrraaiinniinngg  bbeeffoorree))

QQUUAALLIIFFIICCAATTIIOONNSS 11 22 33 44 55

HHaass  ccoommpplleetteedd  aa  ttrraaiinn  tthhee  ttrraaiinneerr  ccoouurrssee

KKNNOOWWLLEEDDGGEE 11 22 33 44 55

TTeecchhnniiccaall  kknnoowwlleeddggee  ((hhaass  kkiinnoowwlleeddggee  ffoorr
jjaamm  mmaakkiinngg  rreecciippeess  aanndd  ffoooodd  hhyyggiieennee))
KKnnoowwlleeddggee  ooff  llooccaall  ccoommmmuunniittyy

SSKKIILLLLSS 11 22 33 44 55

TTeecchhnniiccaall  sskkiillllss  ((aabbllee  ttoo  mmaakkee  ggoooodd  qquuaalliittyy
mmaannggoo  jjaamm))
TTrraaiinniinngg  sskkiillllss  ((aabbllee  ttoo  ttrraaiinn  aa  ggrroouupp  ooff
ppeeooppllee,,  ttoo  ccoommmmuunniiccaattee  aanndd  pprroovviiddee  hheellppffuull
ffeeeeddbbaacckk ))

TToottaall  rraattiinngg  ((mmiinniimmuumm  ooff  44 ))
((mmaaxxiimmuumm  ooff  2200))  

TTrraaiinneerrss  ffeeee YYoouu  sshhoouulldd  aallwwaayyss
ccoonnssiiddeerr  tthhee
ttrraaiinneerrss  ffeeee  aass
ppaarrtt  ooff  yyoouurr
sseelleeccttiioonn  pprroocceessss

Activity 
Use this checklist  to design a checklist to select a trainer for your training
course.
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Write a learning outcome
A learning outcome is a statement that tells the trainees what they should be
able to do at the end of the training course. It must be consistent with the
course title.

Example
For the course title Making mango jam to improve your income,
the learning outcome might be:

At the end of this training course trainees should be able to make mango jam to sell at the
local market.

Use this checklist when writing a learning outcome.

Good examples of learning outcomes
Course title: Sewing a meri blouse to earn an income
Learning outcome: At the end of the course trainees should be able to sew a meri blouse
for sale at the market using a manual sewing machine.

Course title: Chopping firewood for the local community
Learning outcome: At the end of the course trainees should be able to chop firewood for
household use with hand tools.

Course title: Baking bread to make a profit
Learning outcome: At the end of the course trainees should be able to bake bread in a
drum oven and know how to sell it in the community.

Step 3: Write a learning outcome

3

Learning outcome checklist

The learning outcome has a verb ✓

The learning outcome is measurable ✓

The learning outcome is consistent with the course title ✓

Develop a training plan
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Bad examples of learning outcomes
Course title: Making mango jam to improve your income
Learning outcome: At the end of the course trainees should be able to know the basic
steps to make mango jam.

Course title: Sewing a meri blouse to earn an income
Learning outcome: At the end of the course trainees should be able to understand how
to sew a meri blouse.

Course title: Baking bread to make a profit
Learning outcome: Be aware of how bread making can be profitable.

Step 3: Write a learning outcome

II  jjuusstt  lloovvee
mmaakkiinngg  jjaamm..

YYeess,,
mmee  ttoooo!!  BBuutt  wwiillll  wwee
mmaakkee  aannyy  mmoonneeyy??
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Use the checklist to help you.

Step 3: Write a learning outcome

CCOOUURRSSEE TTIITTLLEE LLEEAARRNNIINNGG OOUUTTCCOOMMEE

Activity 
Use the checklist to re-write the bad examples of learning outcomes on
page 13. Write your course title in the table below. Then write a learning
outcome for the course.
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Write a session plan
What is a session plan? A session plan is the notes used by the trainer
during training. The session plan includes all of the information needed by
the trainer including content, resources and timing.

The content should be organised so that it gives the training session structure and to ensure
information is covered in a way that helps trainees to learn.

How do I write a session plan? Follow these steps:

a) List tasks
b) List steps for each task
c) Write instructions for quality and safety
d) List training resources needed for each task
e) Allocate times for training each task.

a) List tasks
The learning outcome states what trainees must be able to do as a result of the training. To
organise the training list the tasks that must be done to achieve the learning outcome. An
income oriented short training course would normally have no more then five tasks.

Example
Learning outcome:

At the end of this training course trainees should be able to make mango jam.

Tasks:
1. Sterilise the jars
2. Prepare the ingredients
3. Cook the fruit mixture
4. Package and label the fruit
5. Sell the jam.

Step 4: Write a session plan

4
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Use this checklist when listing tasks for your training course.

Bad examples of tasks:
1. Jam recipes
2. Basic book keeping
3. The history of jam

These are bad examples because they:

• do not contain a verb
• are not measurable
• are not necessary to achieve the learning outcome.

Learning outcome:

Step 4: Write a session plan

Task checklist

Tasks must include a verb ✓

Tasks are measurable ✓

Tasks are necessary to achieve the learning outcome ✓

Tasks are listed in a logical order ✓

Tasks
1.
2.
3.
4.
5.

Activity 
Write the learning outcome in the space provided, then list the tasks for
your training course.  
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b) List steps for each task
For each task list the steps that must be followed to complete the task. 

Example
Learning outcome:

At the end of this training course trainees should be able to make mango jam.

Use this checklist when writing the steps for each task.

For a complete list of steps for each task in the jam making course refer to the session plan
in Appendix A at the end of these notes.

Step 4: Write a session plan

Tasks

1. Sterilise the jars

Steps

1.1 Select jars

1.2 Wash the jars and lids

1.3 Put the clean jars and the lids on a rack in a pot with clean water

1.4 Put pot on the stove and bring the water to a boil

1.5 Stand sterilised jars on a drying rack to air dry

Step checklist

Steps begin with a verb ✓

Steps are measurable ✓

Steps are necessary to complete the task ✓

Steps are listed in a logical order ✓

Activity 
Turn to the session plan format in Appendix B and write in the tasks.

Activity 
Turn to the session plan format in Appendix B at the end of these notes
and write in the steps for each task.  

                              



c)  Write instructions for quality and safety
When training someone to do something you must instruct them how to:

• perform the tasks safely
• produce good quality

Example

Tasks Steps Quality Safety
1. Sterilise 1.1 Select jars Jars must be glass Be careful of cuts from

the jars Use recycled jars as this broken glass
reduces the cost

Inspect the jars carefully
If jars are cracked or
chipped the jam will 
spoil

1.2 Wash the jars
and lids

1.3 Put the clean jars
and the lids on a
rack in a pot with
clean water

1.4 Put pot on the Boil jars for 10 minutes Be careful of burns
stove and bring from hot water
he water to a boil

1.5 Stand sterilised Wash hands before
jars on a drying handling sterilised jars
rack to air dry

Develop a training plan 19

Step 4: Write a session plan
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Step 4: Write a session plan

For complete instructions for quality and safety for each task in the jam making course refer
to the session plan in Appendix A at the end of these notes.

d) List training resources needed for each task
What training materials do I need to list? Training materials include those items you need
to run the training including:

• raw materials
• equipment
• tools
• learning materials such as a work book or handouts
• stationery items such as chalk, whiteboard pens, pins for pin board
• whiteboards, chalkboards, charts, posters, overhead projector.

For a complete list of resources for each task in the jam making course refer to the session
plan in Appendix A at the end of these notes.

Activity 
Turn to the session plan format in Appendix B at the end of these notes
and write instructions for quality and safety for each task.

Activity 
Turn to the session plan format in Appendix B at the end of these notes
and write in the resources needed for each task.  
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e) Allocate time for training each task
How do I know how much time to allocate? Remember you are working out how much
time you need to teach someone these tasks. When you are training you need to allow
time:

• to demonstrate to the trainees how to do want you want them to do 
• for the trainees to practice what you are teaching them.

Example
In the mango jam making course time has been allocated for:

• The trainer to demonstrate to the trainees how to 
1. sterilise the jars
2. prepare the ingredients
3. cook the fruit mixture
4. package and label the fruit

• The trainees to practice doing each of these things.

Step 4: Write a session plan

HHeeyy  iittss  eeaassyy,,
jjuusstt  ccooppyy  mmee..
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For a completed session plan for the jam making course with allocated times for each task
refer to the example in Appendix A at the end of these notes.

Step 4: Write a session plan

Activity 
Turn to the session plan format in Appendix B at the end of these notes
and allocate times for each task.  
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Write a training timetable
Why do I need a training timetable? A timetable helps you to show how
the training course will be organised. It shows what tasks will be covered in
the training each day.

Follow these steps:

a) Decide which day of the week the training course should start.
b) Decide what time of the day training should start and finish.
c) Add in times for breaks such as lunch, and morning and afternoon tea.
d) Add an introduction into each day’s program.
e) Transfer the steps you plan to cover from session plan for each day of training using

the times allocated to each from your session plan.
f) Add a conclusion at the end of each day’s program.

What is an introduction and conclusion?
Introduction
Begin each day of training with an introduction. As a guide you should allow about 15
minutes for an introduction. In your introduction you should:  

• outline what you are going to be doing during the training 
• tell the trainees the learning outcome
• provide motivation to trainees to learn.

Step 5: Write a training timetable

5

TTooddaayy  wwee  wwiillll  bbee
lleeaarrnniinngg  hhooww  ttoo  mmaakkee
mmaannggoo  jjaamm,,  tthhiiss  iiss

iimmppoorrttaanntt  aass  yyoouu  wwiillll
bbee  aabbllee  ttoo  sseellll  tthhiiss  aatt
tthhee  mmaarrkkeett  aanndd  mmaakkee

ssoommee  mmoonneeyy..
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Conclusion
End each day of training with a conclusion. As a guide you should allow about 15 minutes
for a conclusion. In your conclusion you should:

• summarise the main points covered during the training
• remind trainees of the learning outcomes
• give trainees some feedback.
• tell the trainees what training is next.

Example
Refer to Appendix C for an example of a training timetable for the jam making course.

Step 5: Write a training timetable 

TTooddaayy  wwee  lleeaarrnneedd  hhooww  ttoo
mmaakkee  mmaannggoo  jjaamm,,  jjuusstt
rreemmeemmbbeerr  tthhaatt  iitt  iiss

iimmppoorrttaanntt  ttoo  mmaakkee  ssuurree
tthhee  jjaamm  mmiixxttuurree  iiss

tthhiicckk..

Activity 
Refer to the blank training timetable in Appendix D and complete a
training timetable for your training course.
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Determine total resource needs
You have already listed raw materials, equipment, tools and learning
materials on your session plan. To complete the resource list you will need
to consider the following and add them to the resource list. 

• raw materials
• equipment
• tools
• learning materials
• marketing  
• professional staff (trainer)
• transport and travelling
• training venue
• refreshments.

Marketing
Some examples of marketing expenses are:

• marketing materials such as brochures or flyers
• toksave
• contacting people in your network.

Step 6: Determine total resource needs

6
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Professional staff
Professional staff expenses include:

• wages of trainers
• wages of assistant trainers and administration staff.

Transport and travelling
Transport and travelling expenses may be incurred by the training provider and the trainees.
Examples include:

• vehicles hire
• fuel
• bus fares

Step 6: Determine total resource needs
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Training venue
This includes any hire fees for use of the training venue. Also included in this expense item
are the following items because they are used as part of the training venue.

• Electricity
• Fuel
• Water 
• Firewood.

Step 6: Determine total resource needs

   



Develop a training plan28

Refreshments
Refreshments include any food and drink provided during the training course.

Example
Refer to Appendix E for an example of a resource list for the jam making course.

Step 6: Determine total resource needs

AArree
yyoouu  eennjjooyyiinngg  tthhee

ccoouurrssee?? NNoo!!
BBuutt  tthhee  ffoooodd’’ss

ggrreeaatt..

Activity 
Refer to the blank resource list in Appendix F and list the resources you
need for each day of the training.

               



Calculate total resource costs
To calculate resource costs there are a number of things you need to do.
Follow these steps.

a) Transfer the total resources required into the left hand column (expense item) of
the table on page 33.

b) Write the quantity required for each resource. 
c) Add in the cost per unit.
d) Multiply the cost per unit by the quantity required to calculate the total cost of each

resource.
e) Total the amounts in this column to determine the total cost of resources for the

training course.

The following example shows how total resource costs are calculated for the mango jam
making course.

Develop a training plan 29

Step 7: Calculate total resource costs

7

RR
OO UU

EE

EE

SS

SS
CCRR
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Step 7: Calculate total resource costs

Title of training course: Making mango jam to improve your income
Training course duration: 7.5 hours
Number of participants: 15

Total resource cost

Expense item

1. Marketing
A4 flyer

2. Professional staff

Trainer

3. Transport and travelling

4. Raw materials
Mangos
Sugar

Water
Lemons

5. Equipment

Wood stove
Pots
Jars with lids
Cutting boards
Measure cups

Quantity
required

20

1

80 Mangos
16 Pkts

20 lemons

8
16

80
8
3

Unit Cost

50t
Total

Set fee

Total

Total

1K
K5

Nil
50t

Total

Nil 
Nil

Nil
Nil 
Nil

Total

Total budget expense
per expense item

K10

K10

K30

K30

Nil 

Nil 

K80
K50

Nil
K15

K145

Nil
Nil

Nil
Nil
Nil

Nil 

                              



Step 7: Calculate total resource costs

Expense item

6. Tools

Wooden spoons
Tongs
Knives

7. Learning materials
Workbooks 

8. Training venue 

Venue hire
Firewood 
Electricity 

9. Refreshments 
Morning tea

Total resource cost

Quantity
required

15
5
15

16

14 bundles
10 units

Unit Cost

Nil
Nil
Nil

Total

Nil
Total

K5

K 1
Total

Set catering cost

Total 

Total budget expense
per expense item

Nil
Nil
Nil

Nil 

Nil

Nil 

K70

K10
K80

K30

K30

K295

Activity 
Complete the table below to calculate the total cost for the course you
are working on.

Develop a training plan 31
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Step 7: Calculate total resource costs

Title of training course: 
Training course duration: 
Number of participants: 

Total resource cost

Expense item

1. Marketing

2. Professional staff

3. Transport and travelling

4. Raw materials

5. Equipment

Quantity
required

Unit Cost

Total

Total

Total

Total

Total budget expense
per expense item
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Step 7: Calculate total resource costs

Expense item

6. Tools

7. Learning materials

8. Training venue

9. Refreshments

Total resource costs

Quantity
required

Unit Cost

Total

Total

Total

Total

Total

Total budget expense
per expense item
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The training plan is a document that records all of the details you need to run a successful
training course. The process of putting the plan together will help you to think about all of
the essential details of the training that need to be organised to ensure the training course
achieves the results you expect. Having a record like this makes it much easier to run future
training courses because much of the planning is already done.

A training plan is also essential if you want to apply for funding to help you run the training
as you will have to supply this information as part of the application process as evidence
that you are organised.

Conclusion

Conclusion

This module is a guide to help you to develop a training plan.

Every trainer has their own way of training. Use the formats as
a guide and adapt them. We hope this book will give you
some ideas.
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The following checklist will be used to assess your ability to develop a training plan.

Assessment criteria for developing a training plan
1. The course title

Is specific 
Is marketable 
Is consistent with the identified income earning idea

2. The trainer 
The selection of trainer for the course was based on appropriate
selection criteria
The selection criteria is documented
Results of the selection process are documented

3. The learning outcome
Includes a verb
Is measurable 
Is consistent with the course titl.

4a. The session plan includes tasks
The tasks begin with a verb
The tasks are measurable
The tasks are necessary to achieve the learning outcome
The tasks are listed in a logical order

4b. The session plan includes steps for each task
The steps begin with a verb
The steps are measurable
The steps are necessary to complete the task
The steps are listed in a logical order

Assessment checklist

Assessment checklist
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Assessment criteria for a training plan
4c. Quality and safety

The session plan includes details about how to ensure quality and safety
for each task.

4d. Training resources 
The session plan includes resource requirements for each task

4e. Timing 
The session plan has time allocated to each task
Allocated times allow for the trainer to demonstrate the task and for
trainees to practice

5. Training timetable 
The timetable lists tasks to be covered on each day of training 
Time allocated to tasks consistent with the session plan 
The timetable includes a 15 minute introduction at the start of each day
of training
The timetable includes a 15 minute conclusion at the end of each day of
training

6. Total resource needs 
Training resources required for each day’s training are consistent with the
session plan
Additional resources required to support training are listed including: 
Marketing
Professional staff 
Transport and travelling
Training venue
Refreshments 

Assessment checklist
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7. Total resource costs
The exact quantity of each resource is listed in the required format
The cost per unit for each resource is listed in the required format 
The cost for each resource is calculated in the required format
Total resource costs for the training course are calculated in the required
format

Assessment checklist
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Appendix A: Session plan
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Appendix B: Blank session plan
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Appendix B: Blank session plan
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Appendix B: Blank session plan
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Appendix C: Training timetable
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Appendix D: Blank training timetable
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Appendix E: Resource list
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Appendix F: Blank resource list 

Re
so

ur
ce

s

1.
 M

ar
ke

tin
g

2.
 P

ro
fes

sio
na

l s
taf

f

3.
 T

ra
ns

po
rt 

an
d

tra
ve

llin
g

4.
 R

aw
 m

at
er

ial
s

5.
 E

qu
ip

m
en

t

6.
 T

oo
ls

M
on

da
y

Tu
es

da
y

W
ed

ne
sd

ay
Th

ur
sd

ay
Fr

id
ay

W
ee

kly
 re

so
ur

ce
 to

ta
l

A
pp

en
di

x 
F:

 B
la

nk
 r

es
ou

rc
e 

lis
t 

Re
so

ur
ce

 r
eq

ui
re

m
en

ts
 p

er
 w

ee
k

Co
ur

se
 t

itl
e:

 
N

um
be

r 
of

 t
ra

in
ee

s: 
  

   



Develop a training plan 61
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