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Instructions

This lesson plan template is a simple tool designed to compile and organize a basic lesson for internal training. 
All effective training lessons must begin with an overall Lesson Objective, reinforced by clearly defined, performance-based Learning Objectives. Establishing Learning Objectives begins with thinking about desired outcomes. In other words, what should trainees be able to do after the lesson?  
Most Lesson Plans will have three to five Learning Objectives. If you have seven or more objectives, you may want to consider splitting the lesson into a two-part sequence.  As you define individual Learning Objectives, ensure they are:

· Performance-based: Complete the sentence "Following instruction, trainees will be able to …" to help define your intent.
· Observable: Well-defined learning objectives should have an observable impact on trainees’ job performance.

· Measurable: To evaluate the effectiveness of a training course, you must be able to measure whether trainees are learning.

Complete a Lesson Plan as outlined in each section for each Training Objective.

Lesson Plan

Lesson: ______________________________
Prepared By: __________________________

Date: _______________________
Time:____________________
Location:________________________
Lesson Objective:





       
	Describe the specific Training Objective(s) that will be learned and why it is useful.


Supporting Materials and Resources:

	List the resources that will be used to assist with the training, such as Quick Reference Guides, Reference Manuals, etc.



Independent Follow-Up Tasks:

	State the ongoing learning efforts that will be required of trainees after conclusion of the lesson.  Examples could include scheduled practice time, one-on-one reviews, or assignments.


	Learning Objectives
	Training Points
	Verification

	Identify a specific skill or concept to be learned, such as Writing SQL Queries.  One Learning Objective should be defined for each skill or concept.
	Detail the individual procedures or information points pertaining to the training objective.  Include all business processes as well as software procedures where applicable.
	List the steps to check for performance success and/or understanding of the information being taught.  This could include a quiz at the end of the session.
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