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A lesson plan is the framework you use to teach your 
lesson. It should keep you on track, making sure you 
don’t go off on a tangent and making sure you don’t 
forget anything you need to cover in the class.  

 
It outlines what you hope to achieve during the lesson and 
also, more importantly, how you intend to achieve it.  
It is your route plan to get your students from A to B.

WHAT IS A LESSON PLAN?

GOOD FOR THE TEACHER  
There are plenty of benefits to having a lesson 
plan, particularly at the beginning of your 
teaching career. . . 

• It gives you a structure to follow and reminds 
you what to do and when

• It helps your self-confidence as a teacher
• You won’t have to think on your feet and 

worry about what you are going to do with a 
class full of students in front of you 

• Allows you to plan for contingencies or 
issues that may arise

• Supports good time management
 
GOOD FOR STUDENTS  
Students will engage much more with a clearly 
planned and well-structured lesson. You will be 
able to tell your students exactly what they are 
going to learn in that session and why.

MEETING DIFFERENT NEEDS  
A lesson plan allows you to plan for different 
needs. If you have students with learning 
difficulties or disabilities, you can adapt lessons 
to offer modifications and alternatives to ensure 
your teaching reaches everyone.

BE FLEXIBLE  
Your lesson plan is just that: a plan. It should 
never be set in stone. You may walk into a class 
ready to deliver your session, only to find out 
that your students have queries about the last 
session and you have to give over half the lesson 
to addressing that. You may have planned an 
activity that the students respond to so well that 
you choose to spend more time on it at greater 
depth. Conversely, learners may not understand 
an activity, which therefore takes more time. 

LINKING LESSONS
When you are teaching more than one lesson 
to the same students, each lesson should build 
on the last and flow seamlessly into the next 
one. Link past learning into the session you are 
teaching to reinforce what has been learnt.

WHO SEES MY LESSON PLAN?
Your lesson plan is for you to use when you 
are teaching your students. However, if you are 
unable to teach your session for any reason, you 
can hand your lesson plan to another teacher to 
deliver and feel confident that students will still 
learn what they need to. 
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COURSE TITLE: LESSON PLAN

TUTOR: SESSION: DATE: 

HOW TO WRITE A LESSON PLAN

There are many different ways of devising  
and using lesson plans. Each teacher will have 
their own preferred approach. The back of this 
workbook contains some different templates  
for you to try for your own classes.

New teachers tend to use very detailed lesson 
plans, to make sure they have accounted for 
everything that might occur. As you grow in 
confidence and experience, you will learn the 
kind of lesson plan that works for you.  

DON’T WRITE TOO MUCH  
Keep your lesson plan fairly minimal, so it is easy 
to use while you are teaching. There’s no point 
writing a lot of stuff you won’t use and it won’t 
help you if it’s more like a dissertation.  
 
You need to be able to pick it up and glance at 
it during your lesson, to keep you on track and 
use as a reminder. You won’t have time to wade 
through lots of information to find the bit you 
need. 

        
               TURN TO THE TEMPLATE ON PAGE 10  
        Have this in front of you as we write your first lesson plan together. 
            You can also refer to the example lesson plan on pages 8 and 9 to help.

• Write in your Aim and your Outcomes.  These will be the backbone of your lesson. 
What is it that you are trying to achieve?  What is it that you want your students to be 
able to do by the end of the lesson? Complete the Aims and Outcomes TEAtorial if 
this idea if new to you. 
 

• Leave the timing column blank for now and turn to the second column entitled 
Topic. Write the word ‘Housekeeping’. This is a common way to start your session.

• Complete the top of the lesson plan, putting in the course name, your name as the 
tutor, date and how many sessions you are going to teach.
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 WHAT IS ‘HOUSEKEEPING’? 
     If it is your first session with a group of students you need to start with Housekeeping,  
 informing the students about: Health and safety, fire exits, fire drills, first aid, accident  
 report system and emergency phone. You can walk students through these during the  
 first break, so they know exactly what to do. You also need to inform them of the intended  
 breaks, where the café and toilets are, and any ground rules on food and drink etc.

 You can also use the ‘Housekeeping’ slot to discuss the content of the session or course 
  to make sure everyone knows what to expect to learn. 

 Populate the ‘Housekeeping’ Topic space on your lesson plan with as much or little detail  
 as you feel you would need (fire instructions, breaks, café and toilet locations etc).  
 
 If you are running a course that is longer than one session, you can recap these  
 Housekeeping items at the beginning of subsequent sessions.  
 
 Also add a recap of the last session, to check everyone understood what you taught  
 them and to cover any queries.

POPULATING THE TOPICS ROW 
Look back at your Learning Outcomes. What is the first one? Write this in your next Topics space.
In the example Lesson Plan on page 8, the first Learning Outcome is:  
 
   ‘Begin to understand the language of computers’  
 
So in the topic box we put:  

   ‘Jargon of Computers’ or ‘Computer Jargon’ or ‘Jargon’ 

Write whatever you are most comfortable with - something that will prompt you when you see it.

Move down to the next row and again under the Topic column fill in the next topic according to 
your Learning Outcomes. It could be that it is such a large topic that you may need to break it 
down into smaller ones, and put one in each row.

Continue down until you have completed all the Topics from the Learning Outcomes.
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     TIME 
        

Go back to the Time column and work out how long you think each task will take. The first 
time you do this you won’t get it right, but with experience and once you get to know your 
students, it will become easier.   
 
Try doing the activities or tasks yourself to get a sense of how long you might need. Always 
add in extra time for student questions, to provide 1-1 support where necessary and to allow 
for any unexpected events such as problems turning the computers on or heating up a kiln. 
 
It is far better to overplan than underplan. Always factor in extra resources or activities that 
students can do to reach their learning goal in case you end up with spare time left over. 

        
      TUTOR AND STUDENT ACTIVITIES  
        

The third column is all about what you and your students will be doing during the lesson.  
You need to think about: 

• How you are going to teach the subject
• How you are going to get your message over to your students
• How do individual students learn best  

(refer to your student Initial Assessments or Learning Styles questionnaires)
• How you can make the topic interesting and come alive 

You also need to look at it from your student’s point of view.  
What will they be doing during the time you teach? 
Will they be listening, taking notes, doing a practical, observing you, or perhaps 
demonstrating what they have learnt? 
They may be asking questions or feeding back to the group on what they have learnt or 
discovered. 
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     DIFFERENTIATION 
        

The next column is the Differentiation one. Here you need to think about what individual 
students will be doing that is different from their peers in the class. For example:  

• Do you have someone who is partially sighted and needs handouts in a bigger font?
• Do you have students at different levels of ability who need different resources?
• Do you want to pair them up to help support their learning? Who will work together? 

Use initials of students to show what they are doing and when. 

There is more information about how to embed  differentiation into your lesson plan in the 
Differentiation TEAtorial.

        
     ASSESSMENT 
        

 
Next you need to decide how you are going to check that your students have actually learnt 
what you have taught them. You will subconsciously be doing this as you go along, but it is 
good to actually plan for this, so that you can share with a student the progress they have 
made.  
 
There are many ways of assessing students. These are detailed in the Assessment TEAtorial. 
Consider using:  

• Question and answer
• Observation
• Discussion
• Sharing a product they have worked on
• Submitting a project, assignment or essay to you for marking and feedback
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     RESOURCES 
        

The final column is really important as it contains all the Resources that you will need for 
your session. For example: 

• Laptop, projector, Powerpoint
• Handouts, worksheets, textbooks
• Pens, stationery, calculators, pliers, scissors
• Clay, wool, paint, paintbrushes, glue, wood, 
• Ice breakers - playdough, spaghetti, marshmallows 

Use this list as final port of call before you run out the door to teach, so you don’t forget 
anything!

        
     EVALUATION 
        

The first box at the bottom of your lesson plan is for you to evaluate your lesson. Ask yourself:
• What went well
• What didn’t go so well
• What would you change if you taught that session again 

Some teachers even give themselves marks out of ten! The point of evaluating your session 
is so that, when you teach it again, you know can make it better than it was the first time. It 
gives you the opportunity to look back and reflect. This box will be completed when you have 
delivered your session.

This box is one that you would use to remember something for the next session. Students may 
ask you questions you can’t answer, or to bring a book in or a new resource. It also may have 
something to do with housekeeping, like the café opening at a different time. This box should 
be filled in (if necessary) during your class. It is a reminder for you and you need to look at it 
before you begin your next session.

        
     ACTION POINTS
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LESSON PLAN (EXAMPLE)

COURSE TITLE: BEGINNERS COMPUTINGLESSON PLAN

TUTOR: DANIELLE LLOYD

AIMS: The aim of the session is to encourage those aged 55 and over, who current do not use the internet to understand and 
enjoy its benefits.

OUTCOMES: At the end of the session all students will:

 • Begin to understand the ‘language’ of computers
 • Be able to use a mouse so they can control the computer
 • Identify the desktop, windows and icons
 • Identify and use parts of the keyboard

TIMING

10 MINS

30 MINS

Housekeeping
and 
Introduction

Aim and 
Learning 
Outcomes

Likes, Thinks, 
Wants

Computer 
Jargon

Mini-lecture by the tutor
Students listening

Tutor touring
Students filling in Likes, 
Thinks, Wants Handout

Tutor to give out 
Computing Beginners 
Guide

Tutor to explain that 1000s 
of new words enter the 
English Language all the 
time – Most will have been 
hijacked from every day 
language.

Tutor to ask students to 
turn to page 45 of their 
Beginners Guide 

Prompts are application, 
shortcut, browse, file, 
desktop.

Students listening, taking 
notes and asking questions.

Students to work in pairs 
for the first exercise.

Tutor touring class 
supporting.

Students to feedback to 
the group.

Group Activity
1:1 where needed

Individual questions and 
answers

Individual note taking

Group Activity
1:1 where needed

Individual questions and 
answers

Individual note taking

Pairs – with peers sat next 
to each other. 

Individual completion of 
exercise.

Q&A
Observation

How well activity 
completed

Q&A
Observation

How well activity 
completed

Powerpoint
Pens

Likes, thinks, 
wants 
handout.

Computing 
Beginners 
Guide

Powerpoint

Computing 
Beginners 
Guide

TOPIC TUTOR AND STUDENT 
ACTIVITIES

DIFFERENTIATION 
ACTIVITIES

ASSESSMENT — CHECKS 
FOR LEARNING

RESOURCES

SESSION: 1 OF 2 DATE: 8/12/17

30 MINS Using a 
Mouse

Tutor to ask students to 
turn to pg 5 

Tutor to demonstrate how 
to turn on a computer.

Tutor to explain what a 
mouse is and what it does.

Tutor to explain the 
different shapes a cursor 
can take

Demonstrate how to Select, 
Open and Drag and Drop 
items using the mouse 
using the desktop.

Students to copy.

Students to use the Clicky 
Mouse Game.

Group Activity
1:1 where needed

Individual questions and 
answers

Individual note taking

Students working to their 
own pace

Q&A
Observation

How well activity 
completed

Discussion

Powerpoint
Pens

Clicky Mouse 
Game

http://teateaching.com


9 ©2018 TEACHING ENTREPRENEUR ASSOCIATIONTEATORIAL WORKBOOK | LESSON PLANNING  | PART 1

30 MINS

30 MINS

1 0 MINS

Evaluation of Session

10 MINS

Desktop, 
Icons,
Word.

Keyboard

Close Session

BREAK

Tutor to give a tour of the 
desktop when it is first 
turned on and to compare 
it to an actual desk.

Students listening and 
answering questions.  

Tutor to ask What can you 
do from your desktop? 

Students to Open 
documents copying tutor.

Tutor to explain shortcut 
icons.

Students copying tutor.

Tutor to explain the task bar 
and the start button.

Tutor to demonstrate how 
to Open Word Document 
and students to copy.

Tutor to Explain the title 
bar, scroll bars, menu bar, 
commands, toolbar with 
shortcuts and students to 
copy tutor.

Tutor to explain the 
keyboard pg 27.

Students to open word and 
key in their Name

Letter keys
Number and symbol keys

Keyboard Shooting Gallery 
game.

Tutor to close session
Tutor to refer back to aims 
of session and question 
students to ensure learning 
has taken place.
Next session: Printing 
documents

Group Activity
1:1 where needed

Individual questions and 
answers

Individual note taking

Group Activity
1:1 where needed

Individual Q&A

Individual Note taking.

Students working at their 
own pace

Individual Q&A

Points to carry forward to next session

Q&A
Observation

How well activity 
completed

Demo

Discussion

Q&A

Observation

How well activity 
completed

Discussion

Q&A Discussion

Computers

Computer

Computing 
Beginners 
Guide
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LESSON PLAN (TEMPLATE 1)

COURSE TITLE: LESSON PLAN

TUTOR: 

AIMS: The aim of the session is to...

OUTCOMES: By the end of this session, students will be able to:

TIMING TOPIC TUTOR AND STUDENT 
ACTIVITIES
(e.g. discussion, question 
and answer, demonstration, 
observation)

DIFFERENTIATION ACTIVITIES
(ie how you would adapt the 
tutor and student activities to 
identified individual student 
needs)

ASSESSMENT — CHECKS 
FOR LEARNING
(e.g. Questioning, 
observation, activity 
completed satisfactorily)

RESOURCES
(e.g. 
worksheets, 
video tape, 
maps)

SESSION: DATE: 

EVALUATION OF SESSION (think about whether learning outcomes 
achieved or appropriate, timing, methods, resources, how do you feel the 
session went?)

POINTS TO CARRY FORWARD TO NEXT SESSION

http://teateaching.com


11 ©2018 TEACHING ENTREPRENEUR ASSOCIATIONTEATORIAL WORKBOOK | LESSON PLANNING  | PART 1

LESSON PLAN (TEMPLATE 2)

COURSE TITLE: TUTOR: SESSION: DATE: 

AIM

LEARNING OUTCOMES

TEACHING ACTIVITIES

DIFFERENTIATION

ASSESSMENT

EVALUATION

LO 1

INTRODUCTION

LO 2 LO 3 LO 4

ACTIVITY 1 ACTIVITY 2 ACTIVITY 3 ACTIVITY 4 ACTIVITY 5 SUMMARY
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LESSON PLAN (TEMPLATE 3)

SESSION:

AIMS: The aim of the session is to...

TOPICS:

RESOURCES:

ACTIVITIES:

LEARNING OUTCOMES: By the end of this session students will 
be able to...

1. 

2.

3.
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LESSON PLAN (TEMPLATE 4)

COURSE TITLE: LESSON PLAN

AIM OF SESSION:

TUTOR: 

LEARNING 
OUTCOME 1

LEARNING 
OUTCOME 3

LEARNING 
OUTCOME 2

LEARNING 
OUTCOME 4

LEARNING 
OUTCOME 5

SUMMARY:

WHAT THE TEACHER IS DOING WHAT THE STUDENTS ARE DOING RESOURCES NEEDED

SESSION: DATE: 

EVALUATION : WHAT WENT WELL? WHAT COULD YOU 
IMPROVE ON?

WHAT HAPPENED 
THAT WAS 
UNEXPECTED?

YOUR OVERALL 
FEELING ABOUT THE 
SESSION?
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CHECK LIST FOR CREATING 
A GOOD LESSON PLAN

BEFORE THE LESSON I PLAN TO: CHECK:

1. Review Initial Assessments, Interview Records etc from my students

2. Write smart learning outcomes, based on initial assessment, aim of course or 

syllabus (if there is one)

3. Think about activities to ensure my learners are challenged and will learn

4. Make sure lesson is well structured in a logical manner

5. Capture students’ interest and engage them in an inclusive manner

6. Plan for Differentiation

DURING THE LESSON I WILL: CHECK:

1. Engage, Inspire and motivate my students through my enthusiasm, 

encouragement, praise and inclusiveness.

2. Go off lesson plan should the need arise, ie if students struggled with last session, 

or need longer to complete a task, or if they struggle with what is being taught.

3. Check that learning is taking place

4. Be aware of students needs, ability and any learning difficulties or disabilities

5. Differentiate quietly and unobtrusively to ensure learners with disabilities are not 

embarrassed.

6. Write down on my lesson plan anything I need to remember for next session that 

arises within the class, eg bring a text book, a resource 

7. Tell stories to add real life examples where appropriate.

AT THE BEGINNING OF THE LESSON I WILL: CHECK:

1. Introduce the lesson, (first lesson – housekeeping, second and subsequent 

sessions recap over previous session/learning)

2. Make sure students understand the Learning Outcomes

3. Limit the amount of lecture and during lecture use Q&A, show power points, 

items of interest to keep engagement.

AT THE END OF THE LESSON I WILL: CHECK:

1. Return to the learning outcomes to summarise the session and check learning 

has taken place using Question and Answer

2. Explain next week’s topics

3. Answer and Questions

4. If it is the final session, request students complete Evaluation Sheets.

WHEN THE LESSON HAS FINISHED I WILL: CHECK:

1. Evaluate my session

2. Compare my evaluation with that of my students (If it is the last session)

3. Fulfil any Action Points ready for next time.
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