Work Skill Instruction Session Plan Template (2025)
1. Train a work skill 
	Session title:
	

	Trainer’s name:
	

	Date:
	

	Location:
	

	Duration:
How long will the training session take? Note: MUST be no less than 30 minutes  
	


2. Content 
	Outline the learning content you will be covering in this session. 
You may use dot points.
Ensure you provide sufficient details in terms the skill, its future relevance for your student, why it needs to be learnt.  
	

	Learning Objective/s
By the end of this session, learners will be able to: provide a clear objective/outcome 
	


3. Logistics
	Delivery Method 
How will you train the skill? face to face, online, blended, on-site, in a classroom and why is this the method chosen for the skill?
	

	Materials, aids, and other resources
Explain what kind of visual aid you will use including equipment and technology needed. Explain how any other materials or resources will be used if there are any.

Note: This should be in line with your delivery method identified above 
	

	Learning Environment
Explain how the room or environment will be set up, including any technology & WHS requirements
	


4.Skills Task Breakdown 
	Prepared by 
	

	Date prepared 
	

	SKILL or ACTIVITY 
Clearly name the skill being taught  
	

	OUTCOME 
Clearly define what the result should be (e.g., "prepare and serve a coffee," "install a circuit," "conduct a training session"). 
	

	STEPS 
Write down the steps needed to complete the task from start to finish. 
(e.g., Fill kettle, boil water, add coffee, pour water, stir)  
Ensure each step is manageable and focused on a single action or outcome. 
	KEY POINTS  
For each step, describe how to do it and what tools or materials are needed.  
(e.g., "Use kettle to boil 250ml of water")
Add as many key points as required for each step
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5. Timing and Delivery
	Duration
	Topic
	Session Content
	Learning/Assessment Activities
	Resources
	Presentation method

	SESSION TITLE: How to take vital signs (example)

	INTRODUCTION 

	3min
	Introduction & Objectives	- 
	· Welcome learners
· Explain why vital signs matter
-Outline session goals: measure temperature, pulse, respiration, blood pressure, and oxygen saturation	
	Icebreaker 
	Whiteboard/flip chart, markers
	Face-to-face simulated classroom 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	BODY

	5mins
	Demonstration
	Trainer demonstrates each vital sign measurement step-by-step (use equipment)
· Explain key points and safety	
	NA
	· Thermometer, 
· BP monitor, 
· pulse oximeter, 
· stethoscope
· Practice in pairs or groups, equipment for each group
	Face-to-face simulated classroom

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	 CONCLUSION 

	2mins
	Summary & Assessment
	Recap key steps
· Quick verbal quiz or checklist to confirm understanding
· Outline next steps or further practice
	NA
	Checklist or quick quiz handout
	Face to face simulated classroom
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