Trainers’ Notes Template
Session Notes
NOTE: This is a template for structuring a training you are developing. It is a tool we use here at Networks. Feel free to use this to complete Parts 3 & 4 of your Final Project, or use whatever structure works for you. You will need to address the same categories. 
Section Descriptions:
· Initial Discussion re: Training – this was your orientation with Shauna, and the initial document (Part I) you submitted to Shauna in the Pre-Course module. When you are actually doing this, you typically include the “why” here. It helps guide you in the development of the training. For us, it helps ensure we are meeting the need.

· Description – what you might be using in advertising, or in notifying your staff of the session they will be attending

· Advertisement  (optional) – In addition to the description (which is part of the advertisement) this can help set the tone of the event – Casual? Playful? Creative?

· Logistics – Addressed in Module 1 – Setting up the environment, selecting the venue, identifying the mode of training (virtual, face-to-face, hybrid).

· Objectives / Takeaways – These also should be ready for you to insert – remember the ABC’s of Learning exercise. Logistics, Objectives, and Takeaways were Part II of your final project.

· Facilitators’ Agenda – This is where you will outline your training. The time frames may be different for your project – depends on what you have selected. Feel free to adjust accordingly. Be sure to include:
· The principle being taught
· The activities / methods you will use – remember the principles of learning retention, learning styles, and levels of interaction when selecting your activities / teaching methods
· Timing of activities / teaching
· Accessibility concerns – your plans for addressing them
· Who is responsible for each element (especially if team-teaching)
Refer to the Networks’ sample session notes if needed.  This is Parts III & IV of your project. These elements are important whatever format you choose to use to submit your assignment.


Session Notes Template
Initial Discussion re: Training

Enter here…


Description (used in advertising)

Enter here…



Advertisement: (optional) (description, dress code, graphics desired, atmosphere, etc.)
· 1
· 2
· 3
· etc

Logistics: (assessments, location, materials needed, equipment, etc.)
· 1
· 2
· 3
· etc.

Objectives:
· A
· B
· C

Include the following: (key take-aways you want to include)
· 1
· 2
· 3
· etc.

Participant Giveaways: (if applicable) (optional)

Enter here if applicable…




Facilitator’s Agenda
	TIME (sample times)
	PRINCIPLES / ACTIVITIES

	WHO’s RESPONSIBLE

	9:10 am – 9:25 am
	


	

	9:25 am – 9:50 am
	


	

	9:50 am – 10:00 am
	


	

	10:00 – 10:20
	


	

	10:20 – 10:30
	


	

	10:30 – 10:45
	


	

	10:45 am – 11:45 pm
	


	

	11:45 pm – 1:00 pm
	 


	

	1:00 pm – 1:20 pm


	

	

	1:20 pm – 2:30 pm


	


	

	2:30 pm – 2:40 pm
	


	

	2:40 pm – 3:00 pm 
	


	



	3:00 pm – 3:45 pm

	


	

	3:45 p.m. – 4:15 p.m.
	


	

	4:15 p.m. – 4:30 p.m.
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