Using a Presentation Plan to Structure Your Educational Session
I find it helpful to use a template for planning a learning event. By filling in the boxes in order, I clarify my aims and objectives before planning the details of content and methods. For longer sessions, I find it useful to use a time grid to ensure I plan enough time for practising. Another advantage of writing a session plan is that I can easily use it again for a similar group, saving much time in the future; possibly only needing mild tweaking the next time round.
The example in table 1 shows a completed template for a tutorial, and table 2 shows the time grid (you need to use both tables). You can download a blank planning template from the website www.bradfordvts.co.uk (online resources > teaching and learning > presentations)
	Session Title
	Spirometry in General Practice (workshop)

	Written by
	Dr. Damian Kenny

	Date
	14 May 2-3 pm

	Venue

	My practice

	Participants 
	Who?  Third Year Medical Students    
	How many?  9

	Presentation Time
	3 ½ hours

	Resources needed

(aids/equipment)
	· Book the meeting room

· 3 spirometers
· Several spirometer charts of real patients (normal, obstructive, restrictive)

· Poster of the spirometry percentages for diagnosing.



	Aim(s)


	Be able to perform and interpret a patient's spirometry reading



	Objectives

(learning outcomes)
	1. Confidently explain the procedure to the patient

2. Competently use the equipment to obtain an accurate spirometry reading

3. Understand the percentages which diagnose obstruction (mild, moderate, severe) and restriction

4. Reliably interpret spirometry readings



	Potential Faults
	1. One learner not turning up will mean groups need reconfiguring

2. Spirometer not working – check beforehand 

3. Working pens for the flip chart – check beforehand




Table 1: Template for planning a learning session: this table identifies what you are trying to achieve and roughly how you’re going to do it.  It also helps identify the potential pitfalls: helping to prevent them from happening and develop a contingency plan if needs be.

	Session Title:
	Spirometry in General Practice (a workshop)



	Time
	Content

(what information is to be given) 
& Facilitator Activity
	Educational Method

(e.g. brainstorming, trios, large group discussion etc.)
	Audience Activity

(level of interactivity)
	Presentation Aids Needed

(e.g. flipchart, powerpoint, laptop etc.)
	Objective being met

	2.00
	Introductions, welcome, explain today’s topic Formulate session objectives
	Brainstorm ideas, concerns and expectations.  Negotiate agenda.
	medium
	Flipchart

Working pens
	

	2.20
	Demonstration of how to do spirometry.

Need a volunteer.
	Listen and watch

Allow to ask questions
	low
	Spirometer
	1, 2

	2.35
	Doctor, patient, observer, rotate twice so each has a turn.

Then swap with other 3 students.

Clarify and help as needed
	Practise in trios
	high
	Spirometer
	1, 2

	3.10
	Show how to read a chart. Explain the percentages using a poster prepared earlier
	Listen

Allow to ask questions
	low
	Poster
	3, 4

	3.30
	Interpret some spirometry charts, discuss, make conclusions about whether obstructive etc.

Clarify and help as needed
	Practise
	high
	Spirometry charts
	3, 4

	4.15
	Each student explain 1 chart to whole group.

Clarify and ensure each explanation is accurate
	Group presentation (to consolidate the learning)
	Low-medium
	
	3, 4

	4.35
	Reflection through writing, then share with a neighbour.  Encourage quiet reflective time, 5 mins to write, 10 mins to share

	Reflection and discussion in duos
	Medium
	Paper and pens
	1, 2, 3, 4

	4.50

	Share one learning point and how each person will use this new learning for the future.
Facilitate, flipchart and link to learning objectives


	Collaborative learning


	medium
	Flipchart and working pens
	1 ,2, 3, 4

	5.00
	Session is meant to finish at 5.30
	Hopefully finishing ½ hour early will help them finish on a high.

	
	
	


Table 2: Time Grid for a learning session: this table helps you to get your timings right and helps you check if you’ve got a balance of educational methods and interactivity in your session.    Remember not to make the timings too tight: leave enough time to add flexibility for anything unexpected that comes up (and it will!).
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