Self-assessment, reflection AND Continuous Improvement plan 
After you have completed your training session, and while it is still fresh in your mind, please take some time to reflect and undertake a self-assessment of your performance in preparing, planning and delivering the training.  
Start listing the continuous improvements required for this unit in the plan at the end of the document. 

 Preparation 
Did you accurately identify the learning needs of your target audience? Explain how you know whether you did or did not. You may like to use examples.
	


Would you do anything differently next time? And if so, what? 
	


Was there anything you wish you had known about before you planned your session? And if so, what was it, and why would it have been helpful to know? 
	


 
  Planning 
How thorough was your planning process?  
	


Did you allocate sufficient time and resources for each phase of the training program? 
	


What challenges did you encounter during the planning stage, and how did you address them? 
	



Delivery 
How effectively did you deliver the training program?  
	


Were you able to maintain learner engagement throughout the session? 
	


How did you ensure that all learners were actively participating and engaged in the training? What techniques worked well, and which did not? 
	


How did you manage any challenges in maintaining learner engagement?  
	


What could you do differently next time? 
	


 
General 
1. What verbal feedback did you receive from learners about the training session? How did they perceive the overall experience? 
	


2. How will you use this feedback to improve your future training sessions? 
	


3. What were the key strengths of your training session, and how can you build on these in future sessions? 
	


4. What areas need improvement, and what specific actions will you take to address these in your next training preparation, planning and delivery? 
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 Continuous Improvement plan

	Description of Issue
	Recommendation 
	Compliance Risk  
(High, medium, low) 
	Person to action
	Due date
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