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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

e church groups

« individuals with some training
experience.

Learning outcome

What’s a leaming
outcome?
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“‘c;-lWhat does income
1 oriented mean?
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It means thinking %
about ways to make

f some money W}

It’s a statement which
indicates what you shoulld
be able to do after you
hawe read through the
modulle and completed

the activities 9

The learning outcome for this module is as follows:

“At the end of this module you should be able to write a session plan for an income
oriented short training course using the formats provided.”
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How~s
your session pllan

orpaporul

This module has been designed to assist you to write a session plan for a short training
course. It is only a guide for you to build on.
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Planning an income oriented short training course

To plan an income oriented short training course you should follow this step by step
process. Writing a session plan is the fourth step in the process.

7. Idewtgﬁ/ training needs

\_’_’/
A

3. Prepare and,
monitor a training [mdﬁet
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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.

For an example of a completed session plan refer to Appendix A at the end of these notes.

To write a session plan you need to know the learning outcome for the training course. If
you don’t have a learning outcome you will need to write one first.

Hey Its
bro, can” 1 get myYOSueng r(;?mPylan

one hottle?
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Write a learning outcome

A learning outcome 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.
Use this checklist when writing a leamning outcome.

Learning outcome checklist
The learning outcome includes a verb O
The learning outcome is measurable O
The learning outcome is consistent with the course title O

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
using a manual sewing machine.
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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.
I'm
chopping

9,

Course title: Baking bread to make a profi.
Learning outcome: At the end of the course trainees should be able to bake a loaf of bread
in a drum oven.
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Bad examples of learning outcomes:

These people need Course title: Chopping firewood for the
better learning local community.
outcomes Learning outcome: At the end of the

course trainees should be able to know the
basic steps to chop firewood.

‘Be ablle to
know” is hard
to measure

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.

‘Understand *

is hard to _ . ,
Mmeasure Course title: Baking bread to make a profi.

Learning outcome: Be aware of how bread
making can be profitable.

l A ‘Be aware is
; hard to measure

\/ o
47
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Activity

Write your course title in the space below. Then write a learning outcome
for the course.

Use the checklist to help you.

Learning outcome checklist

The learning outcome includes a verb

The learning outcome is measurable

The learning outcome is consistent with the course title

Course title:

Learning outcome:

10
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How do | write a session plan?

To write a session plan follow these steps:

L List tasks
A 2 List steps for each task

3 Write instuctions

for quality and safety

4 List training resairces
needed for each task

5 Allocate times for
S training each task

6 Write a training
timetable

7.Prepare an introduction
and conclusion for
each session of training

! Y

WWMWWWW
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st tasks

Step 1. List tasks

1o
¥
"

™~

would normally have no more then five tasks.

Example

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

Learning outcome: At the end of this training course trainees should be able to make

mango jam.
Tasks:

1. Sterilise the
jars

4. Package and
label the fruit

2. Prepare the
ingredients

5. Sell the jam.

Use this checklist when listing tasks for your training course.

3. Cook the fruit
mixture

Task checklist

Tasks begin with

averb

Tasks are measurable

Tasks are necessary to achieve the learning outcome

Tasks are listed i

n a logical order

O|gjo| O
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Step 1. List tasks
Bad examples of tasks:

1. Jam recipes
2. Basic bookkeeping
3. The history of jam

Task checklist

Tasks begin with a verb

Tasks are measurable

Tasks are necessary to achieve the learning outcome

I I B

Tasks are listed in a logical order

a} Activity
v’?’ Wiite the learning outcome in the space provided, then list the tasks for

your training course.

Learning outcome:

Task

—_

SN el I
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Step 2. List steps for each task

oy List steps for each task

i P .
P 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.

Tasks Steps
1. Sterilise 1.1 Select jars
the 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

Use this checklist when writing the steps for each task.

Step checklist

Steps begin with a verb

Steps are measurable
Steps are necessary to complete the task

[ I

Steps are listed in a logical order

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

gjf Activity
v’\"/ Turn to the session plan format in Appendix B at the end of these notes
; and write in the steps for each task.
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Step 3. Wirite instructions for quality and safety

3 Write instructions for quality and safety

—

P When training someone to do something you must instruct them how to:
J =

i "*Fx f} « perform the tasks safely

e 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 recycles 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 the from hot water.
water to a boil.

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

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.

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.

Write a session plan
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Step 4. List training resources needed for each task

4 ™ List training resources needed for each task
& *’; What training materials do | need to list?
i

E Iﬂx Training materials include those items you need to run the training including:
e raw materials

e equipment

= tools

 learning materials such as a work book or handouts.

For a complete list of training resources for each task of the jam making course refer to
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 in the training resources required for each task.
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Step 5. Allocate time for training each task

5~ Allocate time for training each task

.

5 4 How do | know how much time to allocate?

= -
Ein * h Remember you are working out how much time you need to teach someone
these tasks. \WWhen 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.
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Step 5. Allocate time for training each task

For an example of how times are allocated to tasks in the jam making course refer to
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 allocate times for each task.
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Step 6. Wirite a training timetable

-~ Why do | need a training timetable?

¥ &, Atimetable helps you to show how the training course will be organised. It
shows what tasks will be covered in the training each day, when you will
start and finish each day of training and where you plan to have breaks. This information is

important to complete your session plan.

Skin Slack Training Co. Ltd mﬁ

g 3 Write a training timetable
-.__Ifll i

45
il 1

=

8am | l0am |l2am | 2am | 4am \ 8am | l0am [2am | 2am | am \

Mon \ Mon \

Tue , Tue ,

Wed [Begin / Wed /

[ Thur \ [ Thur \
\Fi_ Ay Gl A

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.

¢) Decide when breaks such as lunch, morming and afternoon tea should take place.
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.

f) Add a conclusion at the end of each day’s program.

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

%} Activity
V;; Refer to the blank training timetable in Appendix D and complete a

training timetable for your training course.
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Step 7. Prepare an introduction and conclusion

7 Prepare an introduction and conclusion

# The way you present information in a training session is referred to as the
e Fa ‘structure’ of the training session. The structure of a training session is like the
~ framework for a house; it makes it strong and gives it shape.

A good way to structure the delivery of training is to use an introduction and a conclusion.
Introduction
Begin each day or section of training with 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 leamn.

Today’s
training will be,
learning outcomes; how
the training will be rn
and motivation to Bearn. Use
the example of the jam
making couse.
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Step 7. Prepare an introduction and conclusion
Conclusion

End each day or section of training with a conclusion. In your conclusion you should:
e summarise the main points covered during the training
= remind trainees of the learning outcomes
= (ive trainees some feedback.

« tell the trainees what training is next.

J
This module is a guide to help you to write a session 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.

Example
Refer to the jam making example 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 add in an introduction and conclusion for your training course.
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Conclusion

Conclusion

This module was designed to help you to write a session plan for a short training course.
We have seen how a session plan is an important guide for trainers who need to cover the
right information in the right order within the allocated time frames.

To write a session plan you need to know the learing outcome for the training course. |f
you don’t have a learning outcome you will need to write one first.

To write a session plan follow these steps:

' T | 'Tr-:;.‘ — ' ::'.".:“::: )
=SV = S |
R P s T T ! A |
i T [ ] f T ' . !

i 4 =" L § e | ] b
R U A
1. List tasks. 2. List steps for 3. Write instructions for

each task.

= f r _."-.

quality and safety.

N TrMETAsLE

= e i

r - | \‘ )
(=7t PNy J .y
: i @, ’ ‘\L;\} Cq !L;

4. List training resources

needed for each task.

5. Allocate times for
training each task.

7. Prepare an introduction

and conclusion for
each session of training.

6. Write a training
timetable.

Spending the time to write a session plan gives you a lot more confidence when you are
standing in front of a group of trainees. There is nothing better than being prepared.

22
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Assessment checklist

Assessment checklist

You should now be able to complete a session plan using the format provided in this

module. The following checklist can be used to assess the session plan.
Criteria for session plan

The learning outcome
Includes a verb

Is measurable
Is consistent with the course ftitle.

The tasks
Begin with a verb

Are measurable
Are necessary to achieve the learning outcome
Are listed in a logical order.

The steps for each task
Begin with a verb

Are measurable
Are necessary to complete the task
Are listed in a logical order

Quality and safety

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

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

Assessment criteria for a training plan

Write a session plan
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Assessment checklist

Training resources
The session plan includes resource requirements for each task

[]

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 an introduction at the start of each day of training
The timetable includes a conclusion at the end of each day of training

Introduction and conclusion
The session plan includes an introduction for each day of the training

The session plan includes an conclusion for each day of the training

Ot ot

The session plan is labelled for each day of the training
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Appendix A: Session plan for jam making course
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Appendix A: Session plan for jam making course
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Appendix C: Training timetable for the jam making course

wdoo:z!
weoe:n

aInXIw Jini4
3l %000 Weoo:1
3} BuluIoN weoe:01
wepo:01

sjualpalbul
ay) aledald weoe:6
Weoo:6
stel asijua1s weog:g
uonanponu| weQo:8
Aepung Kepinjes fepiH AepsinyL Kepsaupapn Aepsany. AepuolN AWl

GT :s9aulel] JO JagquinN

awodul [enuue InoA asealoul 01 wel obuew Buppep 8111 8sIN0)H

ue|d uoIssag

951n0d Bupfew wel ayl 1oj ajgeiawn Buiurel] ) Xipuaddy

Write a session plan

42



Appendix C: Training timetable for the jam making course

wdoo:g
wdog:y
wdoo:
Usiuig wdog:e
UoISNaU0D) wdoo:¢
wdos:z
wel 3y [18s wdoo:z
wdog:

N} auy |aqe|
pue abeyoed wdoo:
youn1 wdog:z1
Aepung Kepines Kepu AepsinyL Kepsaupapn Kepsany. KepuoN AL

GT :S@aules] JO JIaquInNN

awodul [enuue JnoA asealoul 01 wel obuew Bujep ;81111 3sIN0)H

ue|d uoIssag

43

Write a session plan



Appendix C: Training timetable for the jam making course

wdoo:8

wdog:2

wdoo:,

wdog:9

wdoo:9

wdog:g

Aepuns

Kepinjes

Kepu4

KepsinyL

Kepsaupapn

Aepsany

KepuoN

awiL

GT :S@aules] JO JIaquInNN

awodul [enuue JnoA asealoul 01 wel obuew Bujep ;81111 3sIN0)H

ue|d uoIssag

Write a session plan

44



Appendix D: Blank training timetable

wdoo:z1

WeQe:T!

WeQQ-11

WeQE:01

wepo-0t

wepe:6

wepo:6

wege:8

ueoo0-8

Aepung

Kepinjes

Repu

AepsinyL

Kepsaupapn

Aepsany.

AepuolN

awiL

:s9aUle] JO JagquinN

ue|d uoIssag

:9]111 85IN0)

a|geiawin Bulures) yue|g :q xipuaddy

45

Write a session plan



Appendix D: Blank training timetable

wdoo:g

wdog:y

wdoo:

wdog:¢

wdoo:g

wdog:g

wdoo:z

wdog:

wdoo:

wdog:z1

Aepuns

Kepinjes

Kepu4

KepsinyL

Kepsaupapn

Kepsany.

KepuoN

awiL

'$98UIRI] JO JaquInNN

ue|d uoIssag

13111 85IN0)

Write a session plan

46



Appendix D: Blank training timetable

wdoo:8

wdog:2

wdoo:.

wdog:9

wdoo:9

wdog:g

Aepuns

Kepinjes

Kepu4

RepsinyL

Kepsaupapn

Aepsany

KepuoN

awiL

GT :S@aules] JO JIaquInNN

awooul [enuue JnoA asealoul 01 wel obuew Bupjep ;8111 3sIN0)H

ue|d uoIssag

47

Write a session plan



48

Write a session plan



Write a session plan

49






