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SECTION 01 Corporate Training Library™

SECTION

okl

Getting Started

Understand the purpose, the audience and the five stages
before you begin.

IN THIS SECTION

Welcome to Your Training Planner p.5
Who Should Use This Planner? p. 6
How to Use This Planner p.7
Training Design Principles p.8
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SECTION 01 - GETTING STARTED Corporate Training Library™

SECTION 01 - GETTING STARTED

Welcome to Your Training Planner

Great training does not begin when the
trainer enters the room.

It begins when the trainer understands the need, defines the outcome
and designs an experience that helps participants learn, practise and
apply new skills.

This planner gives you a structured way to prepare for every stage of a
training session.

Use it to turn a training topic into a purposeful learning experience.

This planner will help you:

e Clarify the purpose of your training.

e Define measurable learning objectives.

e Structure a logical session agenda.

® Select suitable learning methods and activities.
e Prepare materials, equipment and logistics.

e Capture observations during delivery.

e Evaluate learning and plan workplace application.

The aim is not simply to deliver content.
The aim is to create learning that makes a

difference at work.

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 05



SECTION 01 - GETTING STARTED Corporate Training Library™

SECTION 01 - GETTING STARTED

Who Should Use This Planner?

This workbook is designed for:

e Corporate trainers and facilitators.

® Independent trainers and training consultants.
e Learning and Development professionals.

e HR and organisational development teams.

® Subject-matter experts who deliver training.

e Internal trainers and functional managers.

e Training companies designing client interventions.

Whether you are preparing a 60-minute workshop, a full-day program or
one module within a multi-day intervention, the principles remain the
same.

Define the outcome. Design the experience.

Prepare for delivery. Evaluate the result.

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 06



SECTION 01 - GETTING STARTED Corporate Training Library™

SECTION 01 - GETTING STARTED

How to Use This Planner

Complete the relevant sections before your session, keep the delivery
pages accessible during training, and return to the review pages
afterwards.

@ DEFINE
Identify the business need, participants and expected learning outcomes.

DESIGN
Plan objectives, session structure, learning methods and activities.

PREPARE
Organise materials, technology, participant communication and logistics.

DELIVER
Facilitate the session, observe participants and capture important notes.

REVIEW
Evaluate the session, identify improvements and plan learning transfer.

PRACTICAL TIP
Duplicate the relevant planning pages whenever a program contains
multiple sessions or modules.

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 07



SECTION 01 - GETTING STARTED Corporate Training Library™

SECTION 01 - GETTING STARTED

Training Design Principles

Use these principles as a quick reference when planning your session.

Start with the need, not the slides.

Understand the problem or capability gap before deciding what content to
deliver.

Write objectives before selecting activities.

Know what participants should be able to do before deciding how they will learn
it.

Balance explanation with application.

Include opportunities to discuss, practise, analyse, demonstrate or solve
problems.

Design for the audience.
Consider participants’ roles, experience, context and existing knowledge.

Check learning, not just attendance.

Decide how you will know whether participants have understood or practised the
intended skill.

Plan beyond the classroom.

Identify how participants will apply learning and what support may help them do
So.

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 08



SECTION 02

SECTION

02

Define the Session

Clarify the need, know your audience and set objectives
participants can demonstrate.

IN THIS SECTION

Training Session Brief

Training Needs & Audience Analysis
Learning Objectives Planner

Learning Outcomes & Success Criteria

Session Scope & Boundaries
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SECTION 02 - DEFINE THE SESSION Corporate Training Library™

SECTION 02 - DEFINE THE SESSION

Training Session Brief

Complete this page before developing the detailed agenda.

A. Session information

Field DEIES

Program title

Session / module title
Organisation / client
Trainer / facilitator
Date

Start time

End time

Total duration

Delivery mode [] Classroom  [] Virtual [] Hybrid
Location / platform
Number of participants

Participant roles /
departments

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 10



SECTION 02 - DEFINE THE SESSION Corporate Training Library™

TRAINING SESSION BRIEF - CONTINUED

B. Business context

What business need or workplace What are participants currently
challenge has led to this training? finding difficult?

What should improve after the Who will benefit from the
session? improvement?

C. Success statement

Complete this sentence:

By the end of this session, participants should be better able to...

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 11



SECTION 02 - DEFINE THE SESSION Corporate Training Library™

SECTION 02 - DEFINE THE SESSION

Training Needs & Audience
Analysis

A well-designed session addresses the needs of the people attending it.

A. Understand your audience

Question Your notes

Who are the participants?

What are their key
responsibilities?

What relevant knowledge do
they already have?

What skills do they need to
strengthen?

What challenges do they face at
work?

What expectations may they
bring?

What barriers could affect their
learning?

B. Identify the learning need
Tick the areas most relevant to the session.
[] Knowledge or information gap

[ 1 Practical skill gap

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 12



SECTION 02 - DEFINE THE SESSION Corporate Training Library™

TRAINING NEEDS & AUDIENCE ANALYSIS - CONTINUED

[] Behaviour or communication challenge
Process or procedure gap
Decision-making or problem-solving gap
Leadership or management capability

Technology or tool proficiency

O O0O0On

Other:

C. Check the wider context

Before deciding that training is the solution, consider whether
performance may also be affected by:

e Unclear expectations.

e Inadequate tools or resources.

e [neffective processes.

e Limited authority or opportunity to practise.
e Conflicting priorities.

e [nsufficient feedback or managerial support.

What evidence supports the need What other support may be
for training? required alongside training?

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com
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SECTION 02 - DEFINE THE SESSION Corporate Training Library™

SECTION 02 - DEFINE THE SESSION

Learning Objectives Planner

Learning objectives describe what participants should be able to do after
learning.

Avoid vague objectives such as “understand leadership” or “know
communication.”

Use observable actions such as explain, demonstrate, analyse, prepare,
compare, practise or evaluate.

A. Define your objectives

Objective By the end of the session, participants will be able to...

01

02

03

04

05

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 14



SECTION 02 - DEFINE THE SESSION Corporate Training Library™

LEARNING OBJECTIVES PLANNER - CONTINUED

B. Link objectives to evidence

Objective Expected performance How will it be checked?

01
02
03
04

05

Possible evidence includes a knowledge check, completed worksheet,
role-play, demonstration, case analysis, presentation or action plan.
C. Objective quality check

The objective relates to a real learning need.

The expected action is clear.

The objective is realistic for the session duration.

The learning method supports the objective.

O O0O0On

A way to check learning has been identified.

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 15



SECTION 02 - DEFINE THE SESSION Corporate Training Library™

SECTION 02 - DEFINE THE SESSION

Learning Outcomes & Success
Criteria

For each important objective, define what successful performance looks
like.

Learning outcome What would successful performance look like? Evidence

Outcome 1

Qutcome 2

Outcome 3

Minimum success criteria

What must participants demonstrate for you to consider the session
successful?

What will you do if participants struggle with a key objective?

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 16



SECTION 02 - DEFINE THE SESSION Corporate Training Library™

SECTION 02 - DEFINE THE SESSION

Session Scope & Boundaries

Not every related topic belongs in the same session.

Use this page to protect the session’s focus.

Must cover Useful if time permits
Out of scope for this session Questions or topics requiring
follow-up

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 17



SECTION 03 Corporate Training Library™

SECTION

03

Design the Session

Shape the flow, content, methods, activities and assessment of
every segment.

IN THIS SECTION

Session Flow & Energy

Master Session Agenda .19 .20

g P Planner P
Detailed Session Design 0. 22 Content Planning 0. 24
Matrix ' Worksheet '
Training Method Selector p. 25 AGINIE] & [ EngIeEmeE p. 27

Planner
Case Study & Scenario Questioning &
p. 29 ) ) p. 30

Planner Discussion Planner
Assessment &
Knowledge Check p.31

Planner
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SECTION 03 - DESIGN THE SESSION Corporate Training Library™

SECTION 03 - DESIGN THE SESSION

Master Session Agenda

Use this page to create the overall flow of the session.

Time Duration Topic / segment Learning method Materials

Opening and expectations
Topic / module 1

Activity or practice

Topic / module 2

Break

Topic / module 3
Application exercise
Review and assessment

Action planning and close

Total planned learning time

Total break time

Total session duration

PLANNING CHECK
Ensure the start and end times, individual segments and breaks add up to
the available time.

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 19



SECTION 03 - DESIGN THE SESSION Corporate Training Library™

SECTION 03 - DESIGN THE SESSION

Session Flow & Energy Planner

A session should have a logical progression, not simply a sequence of
slides.

Use this page to plan how participants will move from initial awareness to
practical application.

Stage Purpose Planned approach
Opening Establish relevance and
expectations
Connect Activate existing knowledge or
experience
Explain Introduce key concepts and
models

Demonstrate Show the skill or process in
action

Practise Give participants a chance to
apply learning

Reflect Examine results and extract
lessons

Assess Check understanding or
performance

Apply Connect learning to the
workplace

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 20



SECTION 03 -

DESIGN THE SESSION

Corporate Training Library™

SESSION FLOW & ENERGY PLANNER - CONTINUED

Where might attention or energy What will you do to re-engage

drop?

© 2026 STDS Global. All rights reserved.
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SECTION 03 - DESIGN THE SESSION Corporate Training Library™

SECTION 03 - DESIGN THE SESSION

Detailed Session Design Matrix

Complete one row for each major segment. Duplicate this page for
additional modules.

Design element Planning notes

Session / segment title
Duration

Learning objective
Key message

Content to cover
Learning method

Trainer explanation /
demonstration

Participant task
Questions to ask
Materials required
Evidence of learning

Transition to next segment

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 22



SECTION 03 - DESIGN THE SESSION

DETAILED SESSION DESIGN MATRIX - CONTINUED

Design review

[1 The segment supports a defined objective.
[[] The content is relevant to the audience.
Participants have an active role.

The timing is realistic.

Learning can be checked.

O Oodd

The segment connects logically to the next one.

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com
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SECTION 03 - DESIGN THE SESSION Corporate Training Library™

SECTION 03 - DESIGN THE SESSION

Content Planning Worksheet

Use this page to decide what to include, what to simplify and what
participants need to remember.

Topic / module

Core message

Three key points

Examples or workplace situations Model, framework or process to
to use explain

Common misconceptions to What participants should
address remember after this segment

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 24



SECTION 03 - DESIGN THE SESSION Corporate Training Library™

SECTION 03 - DESIGN THE SESSION

Training Method Selector

Choose methods based on the objective, audience, time and available
resources.

Learning method Best suited for Planned use

Short presentation

Demonstration

Group discussion

Introducing concepts and
information

Showing a skill or process

Exploring perspectives and
experiences

Case study Analysing a realistic situation

Role-play Practising conversations and
behaviours

Simulation Rehearsing complex decisions

Individual reflection

Problem-solving

exercise

Peer learning

Knowledge check

© 2026 STDS Global. All rights reserved.

or tasks

Examining personal habits and
choices

Applying structured thinking

Sharing experience and
approaches

Checking recall and
understanding
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SECTION 03 - DESIGN THE SESSION

TRAINING METHOD SELECTOR - CONTINUED

Selected methods for this session

Why are these methods appropriate?

© 2026 STDS Global. All rights reserved.
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SECTION 03 -

SECTION 03

DESIGN THE SESSION

- DESIGN THE SESSION

Corporate Training Library™

Activity & Engagement Planner

Complete a separate copy for each major activity.

Activity title

Purpose

Related learning objective

Activity type

[ ] Individual [] Pair [ ] Small group

[ ] Whole group

[ ] Role-play [ ] Case study [ ] Simulation

Instructions to participants

Time required

Materials required

Group size/

© 2026 STDS Glob

arrangements

al. All rights reserved. www.corporatetraininglibrary.com 27



SECTION 03 - DESIGN THE SESSION

ACTIVITY & ENGAGEMENT PLANNER - CONTINUED

Expected output or behaviour

Debrief questions

What happened during the activity?
What did you learn?

How does this relate to your workplace?

What would you do differently next time?

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com
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SECTION 03 - DESIGN THE SESSION

Case Study & Scenario Planner

Use realistic scenarios that reflect the decisions participants may face at
work.

Case / scenario title

Learning objective

Workplace context Situation or challenge

Information provided to Decision or task required
participants

Discussion questions Key learning points

Facilitator notes / possible responses

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 29



SECTION 03 - DESIGN THE SESSION Corporate Training Library™

SECTION 03 - DESIGN THE SESSION

Questioning & Discussion Planner

Plan questions that encourage participants to think, explain and apply.
Opening question
Experience-based question
Knowledge-check question
Analysis question
Application question
Reflection question

Closing question

Questions participants may ask

Topics requiring additional explanation

How will you encourage participation from quieter participants?

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 30



SECTION 03 - DESIGN THE SESSION Corporate Training Library™

SECTION 03 - DESIGN THE SESSION

Assessment & Knowledge Check
Planner

Decide how you will verify that learning has occurred.

Objective Assessment method Success criteria Follow-up if needed

Possible methods:

e Multiple-choice or short-answer questions.
e Demonstration of a skill.

® Role-play observation.

e Case study analysis.

e Completed worksheet.

e Practical exercise.

e Participant explanation or teach-back.

Assessment instructions

What evidence will you retain, if appropriate?

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 31



SECTION 04 Corporate Training Library™

SECTION

04

Prepare for Delivery

Confirm that content, trainer, participants, materials, venue and
technology are ready.

IN THIS SECTION

Trainer Preparation Checklist
Materials & Resource Planner
Venue & Technology Checklist

Participant Communication Planner

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com

p. 33

p. 35

p. 36

32



SECTION 04 - PREPARE FOR DELIVERY Corporate Training Library™

SECTION 04 - PREPARE FOR DELIVERY

Trainer Preparation Checklist

Use this checklist before every session.

Content readiness

Session objectives are defined.
Agenda and timings are confirmed.
Presentation is reviewed.

Examples and case studies are ready.
Activities and instructions are checked.

Assessment materials are prepared.

OOdo0ooodaon

Closing and action-planning activities are ready.

Trainer readiness

[] Key content has been reviewed.

] Important explanations have been rehearsed.
[ ] Difficult questions have been anticipated.

[] Transitions between segments are clear.

] Timing and break arrangements are confirmed.

Participant readiness

Participants have received joining information.
Pre-work has been shared, if required.
Participant materials are ready.

Accessibility or participation needs have been considered.

O O0O0On

Relevant prior knowledge or expectations have been checked.

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 33



SECTION 04 - PREPARE FOR DELIVERY Corporate Training Library™

TRAINER PREPARATION CHECKLIST - CONTINUED

Final check

Outstanding items

Owner

Deadline

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 34



SECTION 04 - PREPARE FOR DELIVERY Corporate Training Library™

SECTION 04 - PREPARE FOR DELIVERY

Materials & Resource Planner

Resource Quantity / format Person responsible Ready?

Presentation

[l

Trainer notes

Participant workbook

Worksheets / handouts

Case studies

Assessment forms

Flip charts / markers

Laptop / display

Online meeting tools

O o O o o o o o o

Other

Additional requirements

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 35
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SECTION 04 - PREPARE FOR DELIVERY

Venue & Technology Checklist

Classroom delivery

Room capacity and seating checked.
Screen and display equipment tested.
Audio and microphone tested, if needed.
Whiteboard or flip chart prepared.
Group-work arrangements planned.

Lighting, temperature and visibility checked.

OOdo0ooodaon

Materials placed and accessible.

Virtual delivery

Meeting link and permissions tested.
Presentation sharing tested.

Audio, camera and connectivity checked.
Breakout rooms configured, if required.
Polls, chat or interactive tools prepared.

Participant instructions shared.

Ododoodao

Backup arrangements considered.

Delivery-specific risks Contingency plan

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com
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SECTION 04 - PREPARE FOR DELIVERY

Participant Communication
Planner

Communication item Details / status

Invitation / joining details

Session purpose and objectives

Date, time and duration

Pre-work or preparation

Materials participants should
bring

Technology or venue
instructions

Contact for questions

Follow-up communication

What should participants know What action must they complete
before arriving? before the session?

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 37



SECTION 05 Corporate Training Library™

SECTION

05

Deliver the Session

Open with clarity, capture what happens and adapt as you go.

IN THIS SECTION

Opening & Expectations Planner p. 39
Live Session Notes p. 40
Timing & Adaptation Log p. 41
Participant Engagement Observation p. 42

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 38
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SECTION 05 - DELIVER THE SESSION

Opening & Expectations Planner

The opening should establish relevance, clarity and psychological
readiness to participate.

Opening statement
How will you explain why the session matters?

Opening activity or question

Expectations to establish
® Session purpose.

e Learning objectives.

e Agenda and timings.

e Participation expectations.

e Working agreements.

e Questions and support arrangements.

How will you connect the topic to participants’ real work?

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 39
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SECTION 05 - DELIVER THE SESSION

Live Session Notes

Use this page during delivery. Duplicate it for longer sessions.

Session / module

Date

Time / segment Observation, question or issue Action / follow-up

Participant questions to revisit

Examples or explanations that worked well

Content or activities requiring adjustment

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 40
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SECTION 05 - DELIVER THE SESSION

Timing & Adaptation Log

Training rarely proceeds exactly as planned. Record changes and the
reasons behind them.

Segment Planned time  Actual time Adjustment / reason

What was shortened, extended or omitted?

What must be covered before closing?

What should be moved to follow-up or a future session?

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 41
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SECTION 05 - DELIVER THE SESSION

Participant Engagement
Observation

Observe participation without confusing activity with learning.

Observation area Notes

Participation in discussions
Quality of questions
Application during exercises
Common difficulties

Areas of strong understanding

Participants needing additional
support

Unresolved concerns

What helped participants engage? What barriers affected
participation?

What would you change in a future delivery?

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 42
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SECTION

06

Evaluate & Improve

Plan evaluation early, gather evidence, reflect and support
workplace application.

IN THIS SECTION

Training Evaluation Planner

Participant Feedback Summary

Trainer’s Post-Session Reflection

Learning Transfer & Workplace Application Plan

Training Improvement Log

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com

p. 44

p. 45

p. 47

p. 49

43



SECTION 06 - EVALUATE & IMPROVE Corporate Training Library™

SECTION 06 - EVALUATE & IMPROVE

Training Evaluation Planner

Use this page to plan evaluation before the session, not as an
afterthought.

Evaluation area Key question Evidence / method
Participant Was the session relevant and
experience engaging?
Learning What knowledge or skills were
developed?
Application Are participants using the

learning at work?

Workplace results What changes in performance
may be observed?

Not every session requires every level of evaluation. Choose methods
proportionate to the objectives, importance and available resources.

When will evaluation take place? Who will collect the evidence?

Who will review the results?
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SECTION 06 - EVALUATE & IMPROVE

Participant Feedback Summary

Use this page to consolidate participant feedback.

Session title
Number of participants

Number of responses

Feedback area Summary / rating

Relevance to work
Clarity of content
Trainer facilitation
Quality of activities
Opportunities to practise

Confidence to apply learning

What participants found most useful

Suggestions for improvement

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 45



SECTION 06 - EVALUATE & IMPROVE

PARTICIPANT FEEDBACK SUMMARY - CONTINUED

Issues requiring action

© 2026 STDS Global. All rights reserved.
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SECTION 06 - EVALUATE & IMPROVE

Trainer’'s Post-Session Reflection

Complete this page shortly after delivery, while observations are fresh.

What worked particularly well? Which objectives were achieved?
What evidence supports this?

Where did participants struggle? Which activity created the
strongest learning opportunity?
Why?

Was the session appropriately What should be removed,

paced? simplified or expanded?

Three improvements for the next delivery

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 47
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SECTION 06 - EVALUATE & IMPROVE

Learning Transfer & Workplace
Application Plan

The session is only one part of learning. Application happens when
participants use new knowledge and skills in their work.

Participant action plan

Learning / skill Workplace action Target date  Evidence of application

Manager / supervisor support

What support, feedback, resources or opportunities will help participants
apply the learning?

Follow-up plan

Follow-up action Due date Status

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 48
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SECTION 06 - EVALUATE & IMPROVE

Training Improvement Log

Use this page across repeated deliveries to build a better session over
time.

Date / version What changed? Result / evidence

Next version priorities

Content requiring review

New examples, cases or activities to develop

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 49
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SECTION

O/

Reusable Planning
Worksheets

These pages are intentionally repeatable. Duplicate them
whenever you need an additional copy.

IN THIS SECTION

One-Page Session Design Canvas
Repeatable Module Planner
Trainer’'s Question Bank

Personal Trainer Development Log

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com
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SECTION 07 - REUSABLE PLANNING WORKSHEETS

One-Page Session Design Canvas

Use this when you need a quick overview before developing a detailed
session.
SESSION TITLE

TARGET AUDIENCE

BUSINESS NEED

LEARNING OBJECTIVES CORE CONTENT
LEARNING METHODS KEY ACTIVITIES
ASSESSMENT METHOD MATERIALS REQUIRED

EXPECTED WORKPLACE APPLICATION

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com
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SECTION 07 - REUSABLE PLANNING WORKSHEETS Corporate Training Library™

SECTION 07 - REUSABLE PLANNING WORKSHEETS

Repeatable Module Planner

Duplicate this page for each module in a longer training program.

Program

Module number / title

Duration

Learning objective

Key concepts

Trainer explanation / demonstration
Participant activity

Discussion questions

Materials

Assessment / evidence

Workplace connection
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SECTION 07 - REUSABLE PLANNING WORKSHEETS

Trainer’'s Question Bank

Record questions you can reuse or adapt in future deliveries.

Opening questions Questions that challenge
assumptions

Questions that encourage analysis Questions that connect learning to
workplace situations

Reflection and closing questions

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com 53



SECTION 07 - REUSABLE PLANNING WORKSHEETS Corporate Training Library™

SECTION 07 - REUSABLE PLANNING WORKSHEETS

Personal Trainer Development Log

Use your own deliveries as opportunities to improve your facilitation
practice.

Capability Current strength Improvement goal Next practice opportunity

Session planning

Explaining
concepts

Questioning

Facilitating
discussions

Managing time

Handling difficult
situations

Checking learning

Encouraging
application

My next professional development priority

Action | will take

Review date
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SECTION

03

Quick Reference

Checklists and a workflow summary for fast quality checks.

IN THIS SECTION

Pre-Session Readiness Checklist
Post-Session Completion Checklist
The Complete Training Session Workflow

Final Notes & Future Improvements
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SECTION 08 - QUICK REFERENCE

Pre-Session Readiness Checklist

Before delivery, confirm the essentials.

The business need is clear.

The learning objectives are defined.

The agenda fits the available time.

Activities match the learning objectives.
Assessment methods are prepared.
Presentation and supporting materials are ready.
Venue or virtual platform has been checked.
Participant communication is complete.

Contingency arrangements are considered.

ODO0doodndnonmd

Closing and action-planning activities are ready.

Final readiness status

[ ] Ready [ ] Ready with actions [ ] Not ready

Outstanding actions
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SECTION 08 - QUICK REFERENCE

Post-Session Completion
Checklist

[ ] Attendance or completion records are updated, where required.
Participant feedback has been collected.

Learning evidence has been reviewed.

Important questions have been addressed.

Follow-up materials have been shared.

Workplace action plans have been recorded.

Required reports have been completed.

Ododoodao

Improvements for future sessions have been documented.

Follow-up owner

Next review date
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The Complete Training Session
Workflow

Use this page as your repeatable quality check.

© 2026 STDS Global. All rights reserved.

01

Define the need

Identify the business challenge and
audience.

03

Design the experience

Structure content, methods, activities
and assessment.

05

Facilitate learning

Explain, demonstrate, practise and
reflect.

07

Support application

Agree actions and plan workplace
follow-up.

02

Set the objectives

Specify the outcomes participants
should demonstrate.

04

Prepare for delivery

Check materials, logistics and
participant readiness.

06

Evaluate the outcome

Review feedback and evidence of
learning.

08

Improve the session

Use evidence and reflection to
strengthen the next delivery.

www.corporatetraininglibrary.com

Corporate Training Library™
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SECTION 08 - QUICK REFERENCE

Final Notes & Future
Improvements

Ideas to explore Resources to develop

Changes for the next session Other notes
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. Corporate Training Library™

Better preparation.
Better facilitation.
Better learning.

A well-planned training session gives participants a clearer
purpose, more meaningful practice and a better opportunity to
apply what they learn.

Use this planner before every assignment. Adapt it to your
audience. Improve it after every delivery.

Keep planning. Keep facilitating. Keep improving.

Corporate Training Library
www.corporatetraininglibrary.com

Professional resources for trainers, facilitators, consultants and learning professionals.
Explore more training programs, master training kits, leadership resources and practical
learning tools through the Corporate Training Library collection.

COPYRIGHTS

Structured Training Design Systems by ICARIANS
www.stdsglobal.org

© 2026 STDS Global. All rights reserved. www.corporatetraininglibrary.com



	field_1: 
	field_2: 
	field_3: 
	field_4: 
	field_5: 
	field_6: 
	field_7: 
	field_8: 
	chk_9: Off
	chk_10: Off
	chk_11: Off
	field_12: 
	field_13: 
	field_14: 
	field_15: 
	field_16: 
	field_17: 
	field_18: 
	field_19: 
	field_20: 
	field_21: 
	field_22: 
	field_23: 
	field_24: 
	field_25: 
	field_26: 
	chk_27: Off
	chk_28: Off
	chk_29: Off
	chk_30: Off
	chk_31: Off
	chk_32: Off
	chk_33: Off
	chk_34: Off
	field_35: 
	field_36: 
	field_37: 
	field_38: 
	field_39: 
	field_40: 
	field_41: 
	field_42: 
	field_43: 
	field_44: 
	field_45: 
	field_46: 
	field_47: 
	field_48: 
	field_49: 
	field_50: 
	field_51: 
	field_52: 
	chk_53: Off
	chk_54: Off
	chk_55: Off
	chk_56: Off
	chk_57: Off
	field_58: 
	field_59: 
	field_60: 
	field_61: 
	field_62: 
	field_63: 
	field_64: 
	field_65: 
	field_66: 
	field_67: 
	field_68: 
	field_69: 
	field_70: 
	field_71: 
	field_72: Opening and expectations
	field_73: 
	field_74: 
	field_75: 
	field_76: 
	field_77: Topic / module 1
	field_78: 
	field_79: 
	field_80: 
	field_81: 
	field_82: Activity or practice
	field_83: 
	field_84: 
	field_85: 
	field_86: 
	field_87: Topic / module 2
	field_88: 
	field_89: 
	field_90: 
	field_91: 
	field_92: Break
	field_93: 
	field_94: 
	field_95: 
	field_96: 
	field_97: Topic / module 3
	field_98: 
	field_99: 
	field_100: 
	field_101: 
	field_102: Application exercise
	field_103: 
	field_104: 
	field_105: 
	field_106: 
	field_107: Review and assessment
	field_108: 
	field_109: 
	field_110: 
	field_111: 
	field_112: Action planning and close
	field_113: 
	field_114: 
	field_115: 
	field_116: 
	field_117: 
	field_118: 
	field_119: 
	field_120: 
	field_121: 
	field_122: 
	field_123: 
	field_124: 
	field_125: 
	field_126: 
	field_127: 
	field_128: 
	field_129: 
	field_130: 
	field_131: 
	field_132: 
	field_133: 
	field_134: 
	field_135: 
	field_136: 
	field_137: 
	field_138: 
	field_139: 
	chk_140: Off
	chk_141: Off
	chk_142: Off
	chk_143: Off
	chk_144: Off
	chk_145: Off
	field_146: 
	field_147: 
	field_148: 
	field_149: 
	field_150: 
	field_151: 
	field_152: 
	field_153: 
	field_154: 
	field_155: 
	field_156: 
	field_157: 
	field_158: 
	field_159: 
	field_160: 
	field_161: 
	field_162: 
	field_163: 
	field_164: 
	field_165: 
	field_166: 
	field_167: 
	chk_168: Off
	chk_169: Off
	chk_170: Off
	chk_171: Off
	chk_172: Off
	chk_173: Off
	chk_174: Off
	field_175: 
	field_176: 
	field_177: 
	field_178: 
	field_179: 
	field_180: 
	field_181: 
	field_182: 
	field_183: 
	field_184: 
	field_185: 
	field_186: 
	field_187: 
	field_188: 
	field_189: 
	field_190: 
	field_191: 
	field_192: 
	field_193: 
	field_194: 
	field_195: 
	field_196: 
	field_197: 
	field_198: 
	field_199: 
	field_200: 
	field_201: 
	field_202: 
	field_203: 
	field_204: 
	field_205: 
	field_206: 
	field_207: 
	field_208: 
	field_209: 
	field_210: 
	field_211: 
	field_212: 
	field_213: 
	field_214: 
	field_215: 
	field_216: 
	chk_217: Off
	chk_218: Off
	chk_219: Off
	chk_220: Off
	chk_221: Off
	chk_222: Off
	chk_223: Off
	chk_224: Off
	chk_225: Off
	chk_226: Off
	chk_227: Off
	chk_228: Off
	chk_229: Off
	chk_230: Off
	chk_231: Off
	chk_232: Off
	chk_233: Off
	field_234: 
	field_235: 
	field_236: 
	field_237: 
	field_238: 
	chk_239: Off
	field_240: 
	field_241: 
	chk_242: Off
	field_243: 
	field_244: 
	chk_245: Off
	field_246: 
	field_247: 
	chk_248: Off
	field_249: 
	field_250: 
	chk_251: Off
	field_252: 
	field_253: 
	chk_254: Off
	field_255: 
	field_256: 
	chk_257: Off
	field_258: 
	field_259: 
	chk_260: Off
	field_261: 
	field_262: 
	chk_263: Off
	field_264: 
	field_265: 
	chk_266: Off
	field_267: 
	chk_268: Off
	chk_269: Off
	chk_270: Off
	chk_271: Off
	chk_272: Off
	chk_273: Off
	chk_274: Off
	chk_275: Off
	chk_276: Off
	chk_277: Off
	chk_278: Off
	chk_279: Off
	chk_280: Off
	chk_281: Off
	field_282: 
	field_283: 
	field_284: 
	field_285: 
	field_286: 
	field_287: 
	field_288: 
	field_289: 
	field_290: 
	field_291: 
	field_292: 
	field_293: 
	field_294: 
	field_295: 
	field_296: 
	field_297: 
	field_298: 
	field_299: 
	field_300: 
	field_301: 
	field_302: 
	field_303: 
	field_304: 
	field_305: 
	field_306: 
	field_307: 
	field_308: 
	field_309: 
	field_310: 
	field_311: 
	field_312: 
	field_313: 
	field_314: 
	field_315: 
	field_316: 
	field_317: 
	field_318: 
	field_319: 
	field_320: 
	field_321: 
	field_322: 
	field_323: 
	field_324: 
	field_325: 
	field_326: 
	field_327: 
	field_328: 
	field_329: 
	field_330: 
	field_331: 
	field_332: 
	field_333: 
	field_334: 
	field_335: 
	field_336: 
	field_337: 
	field_338: 
	field_339: 
	field_340: 
	field_341: 
	field_342: 
	field_343: 
	field_344: 
	field_345: 
	field_346: 
	field_347: 
	field_348: 
	field_349: 
	field_350: 
	field_351: 
	field_352: 
	field_353: 
	field_354: 
	field_355: 
	field_356: 
	field_357: 
	field_358: 
	field_359: 
	field_360: 
	field_361: 
	field_362: 
	field_363: 
	field_364: 
	field_365: 
	field_366: 
	field_367: 
	field_368: 
	field_369: 
	field_370: 
	field_371: 
	field_372: 
	field_373: 
	field_374: 
	field_375: 
	field_376: 
	field_377: 
	field_378: 
	field_379: 
	field_380: 
	field_381: 
	field_382: 
	field_383: 
	field_384: 
	field_385: 
	field_386: 
	field_387: 
	field_388: 
	field_389: 
	field_390: 
	field_391: 
	field_392: 
	field_393: 
	field_394: 
	field_395: 
	field_396: 
	field_397: 
	field_398: 
	field_399: 
	field_400: 
	field_401: 
	field_402: 
	field_403: 
	field_404: 
	field_405: 
	field_406: 
	field_407: 
	field_408: 
	field_409: 
	field_410: 
	field_411: 
	field_412: 
	field_413: 
	field_414: 
	field_415: 
	field_416: 
	field_417: 
	field_418: 
	field_419: 
	field_420: 
	field_421: 
	field_422: 
	field_423: 
	field_424: 
	field_425: 
	field_426: 
	field_427: 
	field_428: 
	field_429: 
	field_430: 
	field_431: 
	field_432: 
	field_433: 
	field_434: 
	field_435: 
	field_436: 
	field_437: 
	field_438: 
	field_439: 
	field_440: 
	field_441: 
	field_442: 
	field_443: 
	field_444: 
	field_445: 
	field_446: 
	field_447: 
	field_448: 
	field_449: 
	field_450: 
	field_451: 
	field_452: 
	field_453: 
	field_454: 
	field_455: 
	field_456: 
	field_457: 
	field_458: 
	field_459: 
	field_460: 
	field_461: 
	field_462: 
	field_463: 
	field_464: 
	field_465: 
	field_466: 
	field_467: 
	field_468: 
	field_469: 
	field_470: 
	field_471: 
	chk_472: Off
	chk_473: Off
	chk_474: Off
	chk_475: Off
	chk_476: Off
	chk_477: Off
	chk_478: Off
	chk_479: Off
	chk_480: Off
	chk_481: Off
	chk_482: Off
	chk_483: Off
	chk_484: Off
	field_485: 
	chk_486: Off
	chk_487: Off
	chk_488: Off
	chk_489: Off
	chk_490: Off
	chk_491: Off
	chk_492: Off
	chk_493: Off
	field_494: 
	field_495: 
	field_496: 
	field_497: 
	field_498: 
	field_499: 


