Planning a Training

Use this "thinking" sheet to strategically plan your meeting, training, or learning session.  Then use the worksheet on the next page to develop a detailed "facilitator's agenda."













Facilitator's AGENDA -- TOPIC: 


Desired Outcomes:

	Time
	What
	How
	What Appeals To?
	Materials

	
	Opening

	
	Visual

Auditory

Kinesthetic


	

	
	Leading 
	
	Visual

Auditory

Kinesthetic
	

	
	Closing

	
	Visual

Auditory

Kinesthetic


	


From the evaluations, were the outcomes met?





Explain the context


Introduce your role


Introduce participants (icebreakers)


Review the agenda, explain the process, review logistics


Generate expectations and agreements


Check for understanding





DESIRED OUTCOMES:





How will you accommodate different learning styles?








How will you incorporate an experiential learning cycle?








What questions will you ask?





Participants will...


____________________________________________________________________





____________________________________________________________________








Help participants integrate their learning?








Promote reflection?











Evaluate the session?





CLOSING: How will you…











LEADING: How will you facilitate learning?








OPENING:
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