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Work Skill Instruction Pre-Training Plan Template (2025)
	Work Skill Instruction Pre-Training Plan Template

	Name:
your details TAE student 
	

	Date:
date template was prepared 
	


1. Work Skill Description
	Description of work skill to be trained
Brief description of the work skill instruction to be delivered.
Make sure you identify the method of instruction and any practice that the learner will complete.
	


2. Learner Needs Assessment
	Learner/s:
First name only or initials can be used to ensure privacy if required 
	

	1. Prior experience
Does the learner have any prior experience relevant to the skill you are instructing? 
	

	1. What style of instruction does the learner prefer?
Are they an auditory learner, visual learner, practical/hands-on learner?
	

	1. Does the learner have any concerns related to the use of equipment relevant for this instruction?
Do they understand what they will be required to practice/demonstrate?
	

	1. Does the learner have any specific needs related to completing this work skill instruction and the related tasks?
Consider any LLN requirements or physical conditions that may need to be considered 
	

	Any other relevant information related to learner characteristics or needs?
Use this to consider anything else that you need to know prior to planning the training 
	

	Explain the method you used to gather the above information about your learner/s 
How did you collate the information about you learner/s? was there a PTR? did you send out correspondence?
	


3. Organisational requirements for training 
	Outline the organisational requirements you have considered and complied with in relation to this training session. 
You should consider policies /procedures
WHS, anything specific to your industry and thee training environment  
	

	Outline the legislative/ regulatory requirements you have considered in relation to this training session. 
For example, Privacy, WHS, RTO compliance if applicable, codes of conduct, record keeping 
	


4. Training methods and resources
	Adult learning principles 
Explain how you will apply these to this training session, taking into consideration the characteristics, needs, and expectations of your learner/already identified 
	

	Training/Learning Resources
List all the training resources you will require for the session and why you have selected them -for example PPT, handouts, 
	Resources required
	Why selected

	1. 
	
	

	Equipment requirements 
List the physical resources/equipment you will be using.
For example – power tools / craft materials /computer programs (will differ depending on industry and skill being taught)
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