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Write a session plan

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.
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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 write a session 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..    

                 



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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HHooww’’ss
yyoouurr  sseessssiioonn  ppllaann

ggooiinngg??

       



Write a session plan 5

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.

Planning an income oriented short training course
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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.

What is a session plan?

HHeeyy
bbrroo,,  ccaann  II  ggeett
oonnee  bboottttllee??

IItt’’ss
mmyy  SSeessssiioonn  PPllaann

yyoouu  dduummmmyy

          



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 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
using a manual sewing machine.

Write a session plan 7

Write a learning outcome

Learning outcome checklist
The learning outcome includes a verb ✔

The learning outcome is measurable ✔

The learning outcome is consistent with the course title ✔

II’’mm
sseewwiinngg
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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.

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

II’’mm
cchhooppppiinngg

II’’mm
bbaakkiinngg

             



Bad examples of learning outcomes:

Course title: Chopping firewood for the
local community.
Learning outcome: At the end of the
course trainees should be able to know the
basic steps to chop firewood.

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.

Write a session plan 9

““BBee  aawwaarree  iiss
hhaarrdd  ttoo  mmeeaassuurree

““UUnnddeerrssttaanndd  ““
iiss  hhaarrdd  ttoo
mmeeaassuurree

““BBee  aabbllee  ttoo
kknnooww””  iiss  hhaarrdd
ttoo  mmeeaassuurree

TThheessee  ppeeooppllee  nneeeedd
bbeetttteerr  lleeaarrnniinngg

oouuttccoommeess
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Use the checklist to help you.

Course title: ___________________________________________________

Learning outcome: ______________________________________________

____________________________________________________________

____________________________________________________________ 

____________________________________________________________

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

Learning outcome checklist
The learning outcome includes a verb

The learning outcome is measurable

The learning outcome is consistent with the course title

         



To write a session plan follow these steps:

Write a session plan 11

11.. LLiisstt  ttaasskkss
22.. LLiisstt  sstteeppss  ffoorr  eeaacchh  ttaasskk
33..WW rriittee  iinnssttrruuccttiioonnss
ffoorr  qquuaalliittyy  aanndd  ssaaffeettyy

44.. LLiisstt  ttrraaiinniinngg  rreessoouurrcceess
nneeeeddeedd  ffoorr  eeaacchh  ttaasskk

55.. AAllllooccaattee  ttiimmeess  ffoorr
ttrraaiinniinngg  eeaacchh  ttaasskk

66.. WW rriittee  aa  ttrraaiinniinngg
ttiimmeettaabbllee

77.. PPrreeppaarree  aann  iinnttrroodduuccttiioonn
aanndd  ccoonncclluussiioonn  ffoorr
eeaacchh  sseessssiioonn  ooff  ttrraaiinniinngg

How do I write a session plan?
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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:

Use this checklist when listing tasks for your training course.

Step 1. List tasks

1

Task checklist
Tasks begin with a verb ✔

Tasks are measurable ✔

Tasks are necessary to achieve the learning outcome ✔

Tasks are listed in a logical order ✔

1. Sterilise the
jars

2. Prepare the
ingredients

4. Package and
label the fruit

5. Sell the jam.

3. Cook the fruit
mixture
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Bad examples of tasks:
1. Jam recipes

2. Basic bookkeeping

3. The history of jam

Learning outcome: ______________________________________________

____________________________________________________________

____________________________________________________________ 

Step 1. List tasks

Task checklist
Tasks begin with a verb ✗

Tasks are measurable ✗

Tasks are necessary to achieve the learning outcome ✗

Tasks are listed in a logical order ✗

Task 

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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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 step of the jam making course refer to Appendix A at
the end of these notes.

Step 2. List steps for each task

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

2

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 at the end of these notes
and write in the steps for each task. 

                          



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

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.

Write a session plan 15

Step 3. Write instructions for quality and safety

3

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.

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.  

             



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.

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.

Write a session plan16

4

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.

Step 4. List training resources needed for each task
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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 5. Allocate time for training each task

5
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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.

Step 5. Allocate time for training each task

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, 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.

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) Decide when breaks such as lunch, morning 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.  

Step 6. Write a training timetable

6

Activity 
Refer to the blank training timetable in Appendix D and complete a
training timetable for your training course.

SSkkiinn  SSllaacckk  TTrraaiinniinngg  CCoo..  LLttdd
88aamm 1100aamm 1122aamm 22aamm 44aamm

MMoonn
TTuuee

WWeedd BBeeggiinn
TThhuurr
FFrrii

WWnnooddeerrccoo  TTrraaiinniinngg
88aamm 1100aamm 1122aamm 22aamm 44aamm

MMoonn
TTuuee

WWeedd
TThhuurr
FFrrii

                



Prepare an introduction and conclusion

The way you present information in a training session is referred to as the
‘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 learn.

7
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Step 7. Prepare an introduction and conclusion

TTooddaayy’’ss
ttrraaiinniinngg  wwiillll  bbee,,

lleeaarrnniinngg  oouuttccoommeess;;  hhooww
tthhee  ttrraaiinniinngg  wwiillll  bbee  rruunn

aanndd  mmoottiivvaattiioonn  ttoo  lleeaarrnn..  UUssee
tthhee  eexxaammppllee  ooff  tthhee  jjaamm

mmaakkiinngg  ccoouurrssee..
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Conclusion
End each day or section of training with 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 the jam making example Appendix A at the end of these notes.

Step 7. Prepare an introduction and conclusion

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.

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

To write a session plan follow these steps:

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. 

Conclusion

Conclusion

1. List tasks. 2. List steps for
each task.

5. Allocate times for
training each task.

3. Write instructions for
quality and safety.

6. Write a training
timetable.

4. List training resources
needed for each task.

Introductio
n

Introductio
n Conclusion

Conclusion

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

       



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 title.

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 23

Assessment checklist

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

The session plan is labelled for each day of the training 

Write a session plan24

Assessment checklist
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Appendix C: Training timetable for the jam making course
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Appendix D: Blank training timetable
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