Session Planning Worksheet

To aid you in planning you next session, consider the following:

Purpose of the session: __________________________________________________
_____________________________________________________________________

Number of Participants: ____________       Do they need to be introduced?  Y / N

What will you do to warm up the group to the task? _____________________________

______________________________________________________________________

Do you need to develop special, targeted norms for this activity?  If yes, what should the norming question be?

______________________________________________________________________

______________________________________________________________________

Will buy-in be a problem?  If yes, what is the buy-in question you should ask?

______________________________________________________________________

______________________________________________________________________

What background information, empowerment parameters or other constraints do participants need to know about?

______________________________________________________________________

______________________________________________________________________

What are the key questions that need to be answered in order to arrive at the answers the group will be seeking?

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

What activities/process tools do you expect to be using at the session?

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

What could go wrong at the session?  e.g. interpersonal conflicts, cynicism, lack of energy, overwhelming task, unable to achieve closure, lack of skills, etc.  For each possible problem, also identify strategies to overcome it.

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

What evaluative question should you plan to ask…

… at the mid-point check? ________________________________________________

______________________________________________________________________

… on the final evaluation form? ____________________________________________

______________________________________________________________________

What audiovisual aids, videos and other props will you need?  

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Facilitating with Ease

2005 Ingrid Bens and John Wiley & Sons, Inc.


