
Building a Lesson 
Aii easy-to-follow primer on one of 
training's most basic tools. Plan 

By DAVID R. TORREXCE 

Teaching can be defined as the 
management of learning. Anyone 
who has been a manager realizes 

that managers need a strategy' or direction. 
If managers have no plan, they can only 
react to issues as they arise. T h e problem 
is that they usually have no control over 

the big picture. 
Likewise when instructors walk into a 

training session with nothing more than 
their expertise, they are practicing crisis 
management . Most often they will be 
forced to react to issues as they arise and 
will have no certainty as to where they will 
take them. Just knowing the material is not 

enough. 
Experience helps, to be sure, but plan-

ning is essential unless, of course, a trainer 
is using "instructor-proof material: lessons 
designed so that anyone can follow the 
script and teach. Expensive to design, 
these lessons are questionable in their ef-
fectiveness. They certainly ignore the 
benefit of an instructor's experiences in the 
subject area and the value of the instructor-
trainee dialogue. 

When you w ere a s tudent you may have 
thought your favorite teachers just walked 
into the classroom and spontaneously con-
ducted a lesson. S o m e probably did. but 
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most of your teachers used a plan, whether 

you were aware of it or not. In education 

and training, the instructional manage-
ment plan is called a lesson plan. 

A lesson plan is both a strategy and a 
ready reference. It is a strategy in that it 
is a sequential set of events that leads to 
a desired goal. It is a ready reference in that 

it is a checklist of the necessary informa-
tion to effect the set of events. A lesson 
plan, then, summarizes who will conduct 
the instruction to whom the instruction is 
directed and what, where, when, why, and 
how instruction will take place. 

Lesson plans come in several formats, 
varying from tex tbook to tex tbook. 
Firgure 1 shows the format used here to 
discuss the essential e lements . This for-
mat involves a mental exercise that causes 
the instructor to develop his or her 
management scheme to avoid those un-
necessary "boy, I wish I had . . ."situations. 
Keep in mind, though, that the lesson plan 
is not a form to be filled out and filed. 
Rather it is a format to be developed and 
used. 

When 
T h e e lements of t ime and date are in-

cluded for more than administrative pur-
poses. T h e y force you to think about each 
element as a part of the total course. 

A listing of the t ime and date states 
more than the regularly scheduled t ime 
period. You should think of it as the t ime 
"package" in which you structure planned 
learning activities inclusive of any ad-
ministrative requirements , class breaks, 

tests, and quizzes. O n c e you analyze this 
listing with respect to the completed plan, 

you can then place selected teaching 
strategies in a t ime context . 

Without a lesson plan, each lesson is a 
guess as to the value of the t ime that 

should be devoted to it. T h i n k about your 
own school experience. How many history 
courses ended before they brought you up 
to date? A good t ime analysis would have 
helped. 

Your "class" 
Class should be more than a description 

of the group or a sum of parts. T h i n k of 
it, rather, as a collection of individual 
trainees. T h e more individual difference 
you can identify, the more effective you 
will be in meeting your trainees' needs. In-

dividual differences might include prereq-
uisite weaknesses, physical problems such 
as visual or hearing disabilities, differences 
in work experiences, social and cultural 
differences, or personal motivation. 

All of these will affect your choice of ac-
tivities and the t ime or pacing of your 
presentation. T h i s e lement forces you to 
define what consti tutes your class. 

Materials 
T h e materials e lement is a checklist of 

the paraphernalia required to conduct the 
lesson. Obviously you may assume some 
things, so it is not necessary to list 
everything. You may assume that materials 
such as desks, tables, and lights are 
available unless they are specialized or you 
know they are not available. For example 
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if you are going to use an overhead projec-

tor, you may be relatively sure that you will 

have a 110- to 120-volt AC outlet—it would 

be difficult to find a building in the United 
States that didn't. But if you plan to use an 
o v e r h e a d , n o t h i n g e l s e s h o u l d b e 

assumed. 
Your material checklist should include 

any transparencies , projector, and projec-
tion screen or whi te board you may need . 
You may want to include an extension 

cord. H o w about a three-pin adapter and 
an extra projection bulb? T h e success of 

the training session can hinge on any one 
of these required i tems. You should iden-
j i fv and list anything you need to ensure 

its availability for the training session. 

Objectives 
Instructional objectives const i tu te the 

most important e lement of your lesson 

plan. You should state these objectives in 
per formance or behavioral terms; this is 

your s ta tement of what the trainees will be 
able to do as a direct result of your 

training—or as a result of your manage-

men t of learning. 
Because your objectives are perfor-

mance statements of your goal, you should 

subordinate all other e lements to these ob-
jectives. T h e objectives set the t ime and 

dictate the activities of the lesson. An in-

structor who is not familiar with perfor-
mance objectives should be trained in their 

use. 
T h e importance of these objectives can-

not be stressed too much . If any legal 

liability accrues to your training through 

contract or errors and omissions clauses, 
you definitely should draft valid and 

measurable objectives. 

Transition 
An obvious e lement of s o m e formats 

but implicit in others is the transition. T h i s 

is either a s ta tement or an activity that 
connec t s or articulates the previous 
lessons with t h e current one. It can be a 
simple "If you recall . . ." s tatement, a qui/., 

or a trainee presenta t ion on s o m e aspect 
of previous learning. T h e transition pro-

vides a sense of cont inui ty and continua-
tion: it not only acts as an introduction but 

summarizes the previous material for recall 
and for use with the new material. 

Motivation 
After trainees are oriented from where 

they "are" to w here they "arc going," the 
next e l e m e n t you need in order to focus 
at tent ion and encourage interest is the 

motivation or springboard. T h i s can be a 

s ta tement or an activity such as a relevant 

Figure 1—Sample lesson plan 

Time: 

Date: 

Class : 

Materials: 

Objectives: 

Transition: 

Motivation: 

Activities: 

Summary: 

Homework: 

Notes: 

story, verbal or printed; a meaningful joke 
or car toon: a hypothetical situation to 

structure the unknown, such as a problem 
in which the solution can be achieved on-

ly as a result of the pend ing lesson; or a 
drama or media presenta t ion. 

You should involve a minimal amount of 
time in this e lement . Because your motiva-
tion is to encourage learning, the t ime and 

effort you devote to this e lement should 
not interfere with the training. 

Activities 
O n c e you have identified the material 

you'll be covering and the trainees are 
oriented and motivated to learn, the next 

e l emen t you need to address is the ac-

tivities required to teach the material. T h e 
activities s ta tement describes what you 
will do to affect the instruction. 

T h e r e appears to be an infinite variety 
of strategies to affect t h e instructional ob-

jectives, but you should make a systematic 
strategy select ion. T h e first step requires 

you to examine the object ives and deter-
mine the appropr ia te domain—cognit ive, 

affective, or psychomotor . 

The cognitive domain deals with the 

facts and information trainees know, can 
recall, or comprehend . If the objective re-
quires t hem to r emember or use facts or 

ideas, then the objective is in the cognitive 
domain . 

T h e affective domain concerns trainee-
feelings. If the object ive is for t h e m to 

show increased interest or motivation in a 
subject or some activity, or if some change 

in a t t i tude or values is desired, then the 

object ive is in the affective domain . 
The psychomotor domain concerns 

how trainees perform an activity or con-

trol their bodies . If the objective requires 
them to manipulate an object, to use some 
tool to produce a product , or to perform 

a routine requiring them to move parts of 
their body in specified ways, then the ob-

jective is in the psychomotor domain . 
O n c e you identify- the domain you can 
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select an appropriate instructional strategy, 
with specific strategies generated for each 
doma in . Psychologis ts and learning 
theorists have organized learning tasks into 
domains, levels, and conditions and have 
dev ised schemes to successfully match a 
learning task to an instructional method . 

O n e systemat ic s c h e m e that was 
developed for a project sponsored by the 
U.S. Office of Education identifies specific 
instructional strategies for objectives in the 
various domains, cach appropriate for a 
different type of objective. For instance | 
one of the strategies in the cognitive do-
main is the "rule using" strategy. Rule us- ' 

ing is required whenever a trainee is asked 
to solve a problem taking two or more 
steps to arrive at the solution —that is, to 
solve a problem or produce a creative 
product . 

Your next step is to write a strategy 
prescription. Each of the instructional 
strategies consists of three phases: presen-
tation, practice, and evaluation. A strategy 
prescription involves making specific deci-
sions as to the type of procedure ap-
propriate for a given strategy and specific-
content for each phase. When planning a 
specific training strategy, it is usually 
desirable to plan the evaluation prior to 

determining practice and presentation 
procedures. 

In planning trainee evaluation, you must 

select the activities that will most effec-
tively and efficiently give evidence that the 
trainees can perform the behavior under 
certain conditions and to some specified 
degree of acceptance as specified in the 
objectives. T h o s e condi t ions should 
match the real workplace conditions. If a 
trainee's job task is to attach widgets 
together, then to be denied a raise or a new 
position because his training and subse-
quent performance testing involved his or 
her identifying the parts of a widget or 
knowing the name of its inventor is not 
legally defensible. 

You should develop trainee practice op-
portunities with objectives in mind. And 
you must motivate their desire to continue 
practicing until they reach the stated 
criterion. 

In presenting the required learning 
material, you are concerned with selecting 
the activities that will help the trainees 
achieve the training objective using the in-
structional strategy selected. This includes 
giving them subject-related information 
and information concerning what is ex-
pected of t h e m , how they will be 
evaluated, and the learning activities 
available that will enable them to get f rom 
w here they are to where they should be at 

the conclusion of the training period. 

T h e activities should include both 
trainer presentation strategies such as lec-
ture or guided discussion and the instruc-
tional media. T h e trainees' ability to learn 
from each activity varies. Th i s is where 
your analysis of the class and t ime affects 
activity selection. 

O n e of the general models for activity 
selection was suggested by I )r. Edgar I )ale 

with his "cone of learning." He describes 

a continuum of instructional strategies 
f rom c o n c r e t e to a b s t r a c t . Doing 
something is a concrete activity while be-
ing told about something is an abstract ac-
tivity. Instructor communicat ion, audio-
visual presentations, and a combination of 
both vary in their degree of concreteness 

to abstractness. Your choice should be the 
most concrete of the practicable, available 
activities. Through experience, instructors 
can better est imate the t ime required for 
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Two n e w v i d e o s f r o m B r i t a n n i c * 

Don't change with the times.. 
change before 

the times. 

r 

In two new videos from Britannica, 
Dr. Rosabel h Moss kanter, author of the best selling book The Change Masters: 

Innovation for Productivity in the American Corporation, tells you why the most 
productive companies are those that use innovation to keep a step ahead of change. 

Rosabcth Moss kanter Dr. Kanter introduces the principles 
I he Change Maslers: I nderslunding the behind "change master" people and 

Theon (29 minules) organizations and identifies the seven in-
gredients that determine their success. 

Rosa he th Moss Kanter 
Change Master Companies: Pulling the 

Theor> into Aelion 142 minules) 

Dr. Kanter explains how three major 
American companies - Hewlett-Packard. 
Security Pacific Bank, and The Stanley 
Works - have implemented change 
master concepts to compete more effec-
tively in their ever changing marketplaces. 

T 
These videos will show you how your 

business can create a working environment thai encourages innovation and increases 
productivity. So be ahead of the times: call or write today for more information about 

these important new programs. 

Call toll free 8 0 0 / 5 5 4 - 6 9 7 0 
tin Mrchigan.ioUlcoltai.ilJ w? 42&1 
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each learning activ ity. 

As part of the activities, you should draft 

s p e c i f i c q u e s t i o n s a n d p e r t i n e n t 

s t a t e m e n t s that you want to s t r uc tu r e in-

to the activity. S o m e lesson plan f o r m a t s 

inc lude this as a separa te e l e m e n t . Ei ther 

way, it is a valuable ready re fe rence to in-

d u c e inquiry and guide learning. 

Summary 
W h e n t h e training is c o m p l e t e d , it is 

t ime for a summary . A s u m m a r y is impor-

tant b e c a u s e 

• it draws what could b e in te rp re ted as 

d ispara te or unre la ted par t s t oge the r ; 

• it provides a highl ighted focus to the 

m o r e impor tan t c o n c e p t s ; 

• it s t r u c t u r e s va luab l e i n s t ruc t iona l 

repet i t ion into the p r e s e n t e d c o n c e p t s ; 

• it p rov ides a s t ruc tu red oppor tun i ty for 

t ra ining sess ion f e e d b a c k ; 

• it p rov ides psychological c losu re for 

s u b s e q u e n t lessons or adminis t ra t ive 

activi t ies. 

I lomework 
As a final e l e m e n t in the lesson p lan , 

you may include h o m e w o r k . You might be 

t h i n k i n g , " W h a t , g ive m y t r a i n e e s 

h o m e w o r k ? T h i s is no grade school!" 

It is t rue that early e x p e r i e n c e s may 

have caused h o m e w o r k to appear arbitrary 

and nonsensical busy work. T h i s is not , of 

course , t h e ins t ruct ional ra t ionale of 

h o m e w o r k . If t h e s e a s s ignmen t s can 

facilitate instruct ional object ives , they are 

an integral part of t h e lesson act ivi t ies . 

H o m e w o r k should augment the training 

to mee t not only training objec t ives but to 

m e e t t ra ining adminis t ra t ive cons t r a in t s 

such as t ime a n d mater ia ls . M o s t cou r se s 

of ins t ruct ion requi re c o m p l e m e n t a r y 

readings, drill and p rac t i ce exerc ises , and 

out-of-class p rob lem-so lv ing exerc ises of 

i n d e t e r m i n a t e t ime f r a m e s . You may no t 

want to dep le t e valuable class t ime wi th 

t h e s e aetiv ities. H o m e w o r k also can b e a 

practical way to address individual t ra inee 

d i f fe rences . 

Keep ing no tes on t h e succes s or failure 

of var ious act ivi t ies could be useful for 

your subsequen t p lanning efforts . A formal 

p lace for r e m i n d e r s of things to do for the 

s u b s e q u e n t lessons is also a handy ad-

minis t ra t ive tool . 
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