
Template: Session Plan

	Session name/ number
	

	Purpose of the session
	

	Objectives
	

	Participants
	

	Outputs or outcomes
	

	Timing of the session
	

	Methods/tools used
	

	Materials needed
	

	Room set-up(s)
	


Roles:

	Facilitator names
	

	Experts/contributors
	

	Other roles
	



Session outline:

	Timing
	Description of the session/What will happen?
	Roles

	
	Open the session:
[welcome and introductions]
	

	
	Icebreaker:
[process]
	

	
	Introduction to the session:
[process]
	

	
	Recap and feedback on task to do at home:
[process]
	

	
	Introduce the topic:
[process]
	

	
	Input:
[process]
	

	
	Activity:
[process]
	

	
	Input:
[process]
	

	
	Activity:
[process]
	

	
	Reflection and review:
[process]
	

	
	Wrap up and overall summary:
[process]
	

	
	At home:
[process]
	




