Planning a Teaching Session 
The emphasis of this session will be on practical planning for one or more of your own forthcoming teaching sessions, with a chance to share problems and explore possible solutions with your colleagues.  Use the pro-forma overleaf to keep a note of your discussions and to help you develop your plan. 
Timing and structure
It is useful to divide your time into shorter sections of around 10-20 minutes, especially for a fairly passive format like a lecture. For each of these, ask yourself:
· what is the main aim of this part of the session?
· what will you be doing? 
· what will the students be doing? (ideally rather more than just sitting and listening) 
· what resources will you need? (eg handouts, OHPs, audio-visual materials, objects or examples for them to discuss, flip-chart, whiteboard markers.....). If you don’t think about these now, it’s all too easy to forget something until you are in the middle of teaching. 
In addition to the actual content, remember to allow enough time for some basic ‘process’ issues. These should include:
· At least five minutes at the start to introduce the topic. Let the students know what the main aims for the session are, and locate it (where appropriate) within the overall shape of their course by referring to what was discussed in the previous session and how it will relate to the next. It is also useful to share the basic session plan with the students themselves – either as bullet points on the whiteboard, OHP or Powerpoint, or as a handout with space for them to add their own notes for each section. Making the structure explicit in these ways will help students to grasp the overall shape of the topic, and encourage a more active approach to their learning and greater retention of the material.
· If the session is a mainly tutor-led lecture, try to build in 2 minute breaks at regular intervals (for instance, at the end of each main section) for students to review what they have heard.  You might ask them to write down the three most important things they’ve just learnt, or three things they don’t understand, and compare these with their neighbour (there are other suggestions in relevant study packs). This will help their learning, and also give you a breathing space to take stock and think about what you are doing next. 
· If the session is longer than about an hour, you may need to allow time for a break halfway. (It will always take longer than you expect for all students to return to their seats - but do start again promptly or these breaks will get even longer as the semester goes on).  
· Build in at least five minutes at the end for them to identify and note down in their own words key points or issues. Wherever practical, it helps to share these across the group and respond to them straight away. (Other ideas for instant feedback can be found in the Evaluation pack.)
· As you can see,  you may need to subtract around 15 minutes from a one-hour lecture ‘slot’ for these necessary but easily forgotten activities.
Don’t be tempted to try to fit too much in – it is much better for students to engage actively with a limited amount of material than to sit there passively while you aim for comprehensive coverage.
Session Planning Pro-forma

	Title/topic of session 


	How long have you got?
	Approximately how many students?


	Context (eg a one-off event or part of a course, teaching on your own or as part of team, level and type of  students, any limitations on space or equipment etc?) 


	Aims (what are the 3 most important things you want students to learn/achieve?)


	How might these translate into ‘learning outcomes’?


	What types of activities might you include in the session? 
How would these relate to the desired outcomes?


	Timing
	What will you be doing?
	What will students be doing? 
	Resources needed
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