Planning Template for Learning Activity
This template can be used to plan various types of learning activity, and can be modified to suit particular needs. See overleaf for some hints on planning a teaching session.
	Session Title
	

	Presenters
	

	Date
	

	Venue
	

	Resources needed
	

	Aim
	

	Objectives
	1


	(learning outcomes)
	2 

	
	3 

	
	4

	
	

	Beginning
	

	
	

	
	

	Main Section
	

	
	

	
	

	
	

	
	

	
	

	
	

	Ending
	Could include explaining small groups tasks (if any)

	(plan carefully)
	

	Questions
	Keep this to clarification of factual material. Discussion will occur in smaller groups

	
	Finish a few minutes early!


Reflections after the session

It is useful to record some reflections about the session, to help develop teaching skills.

· Were the main learning objectives achieved by the learners?

· What went well? What was surprising or unexpected?

· What could have been done differently? How might it be changed next time? 
Some hints for completing the Planning template
	Resource
	Eg PowerPoint, flipchart, handouts, reflections form, visual aid, patient, etc

	Aim
	State the overall main aim of the session

	Objectives
	List the learning outcomes for the session
What new knowledge will the learners have gained?
What will the learners be able to do after this session?
Eg ‘the learners will be able to list five types of questioning technique’
‘the learners will be able to demonstrate the correct way to record blood pressure’

	Beginning
	Outline how you intend to do the session
Consider showing your formal objectives and brief outline of the session plan

	Main Section
	Write your plan for the main part of the session
Use a variety of learning methods, eg mini-lecture, group discussion, small group brainstorming, participant presentation, video, PowerPoint, flipchart, role play, etc

	Ending
	Consider providing an opportunity for recording reflections on personal reflection form, and inviting learners to state a key point they have learned during the session.
Summing up, plan how to obtain feedback, finish a few minutes early!


Example of a Session Time Grid

This can be used for detailed planning of the session, especially for longer sessions in which you plan a series of different activities.
	Time
	Participant Activity
	Facilitator Activity
	Resources
	Objectives

	1
	Listening
	Intro, show session objectives
	PowerPoint
	

	5
	Brainstorming session objectives
	Facilitating, stimulating ideas
	Flipchart
	

	10
	Listening
	Talking, lecture
	PowerPoint
	1,2,3

	30
	Group discussion
	Facilitating
	3 breakout rooms
	1,2,3

	60
	Plenary feedback
	Collating ideas
	Flipchart
	

	75
	Writing reflections
	Clarifying
	Reflections form
	3

	85
	Listening
	Summing up
	
	1,2,3

	88
	
	Finish 2 minutes early!
	
	


This generic template can be used to plan various types of learning activity. For some examples of real plans, see http://www.gloshospitals.org.uk/PGMEC/PC/PLA/index.htm.

To discuss ideas about planning learning sessions, you may wish to contact Damian Kenny, Community Education Advisor in General Practice for Gloucestershire damiankenny@cix.co.uk 
Cheltenham Post Graduate Centre November 2005

