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 Template for developing Microtraining sessions

	Style sheet to develop a Microtraining session

(Please use a new sheet for each session that you develop)

	Initiator
	

	Microtrainer
	

	Organiser
	

	Main Topic
	

	Sub topic 1/2/3/4/5
	

	Educational objective
	After the session the employee will be able to:

…

	Active start

· Start with a mental activity e.g. thinking, reflecting, ordering, or comparing.

· Communicate the objectives of the session.
	Examples: Thinking, reflecting, ordering, or comparing.

	Exercise

· Connect with different learning styles by using a combination of pictures, sound and text.

· Stimulate the learning process by giving concrete examples.


	Describe how you will make sure that employees will reflect on the sub topic.

Examples: Brainstormings, role play, fill in a table, questionnaire, interviewing, drawing on yellow notes, etc.

	Discussion

· Ensure effective, direct and positive feedback. 

· Stimulate discussion and knowledge sharing between participants.

· Check if all participants really understand the content by asking questions. 
	How will you facilitate discussion and feedback?

Examples: By questioning, making a mind map on a flip-chart, etc.

	How to continue

· What are the topics we will discuss at the next session(s)?

· Stimulate involvement and ensure participants leave with a clear goal.

· Discuss how to retain the knowledge.


	Explain what will happen with the results of this session.

Examples: Advise to other department, change of working procedures, etc. 

How will you facilitate that the knowledge will retain? (follow-up) 

Examples: Poster in the canteen, individual training, planning of time for exercises, etc.


