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Delivering your first session Workbook  
 

Delivering your first session can be quite daunting 
but is also very exciting.  You want to share your 
knowledge and you want your students to really 
enjoy themselves whilst learning with you.  In this 
TEAtorial I want to share with you lots of my tips 
and tricks to support you when delivering your first 
class. 

 
Planning 
 
At the heart of any really good session is the Planning.  Planning, 
Planning, Planning, you can never do enough Planning.  In my 
experience, people who are new to teaching, think that teaching is 
all about the delivery.  This is true; however, you cannot have a 
brilliant lesson without the planning which underpins a great 
session.  Planning will enable you to run your session in a logical 
order, step by step and this will give you confidence when you are 
in your classroom.  It will mean you are clear about the aim and 
learning outcomes of the session and will help you stick to those 
instead of deviating.  You will be better equipped, understand your 
students, be able to effectively support learning and will ensure 
how your students are to be assessed. 
 
 
Start by writing down the information you have from your students 
Initial Assessment that you will need to cater for.  For example, why 
have they come along, what exactly do they want to learn, do they 
have any learning difficulties or disabilities? 
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Then write down here the aim of your session and the learning 
outcomes.  There is more on this topic in the Aims and Learning 
Outcomes Teatorial. 
 
 
 
 
 
 
 
 
 
 
 
 
WOW Activities 
 

WOW Activities are essential to motivate and to 
engage your students.  Now before you think you 
need to Wow all students in every session, that is not 
the case.  However, by praising your students and 
with their permission sharing their success with the 
class, your students will feel proud and self-esteem 

will have been raised.  By using a topic that they are interested in 
and using that as the basis for a lesson, not only shows you have 
been listening to your students but shows that you care.  I 
remember a cookery lesson I went to where the teacher was 
showing us how to make bread buns.  The Wow moment came 
when she brought the buns back from the proving drawer and 
they had doubled in size.  We were so excited to have a go.  This 
was long before cookery shows on television I hasten to add!  You 
need to think about the activities you are going to use, the 
teaching methods and think outside the box about what will 
excite your students.  Use resources, use YouTube, create exciting 
roll plays, and use quizzes.  One activity I do is to ask the students 
to come up with a question and then move seats one at a time, 
and ask them to answer each other’s questions, so that when they 
get back to their seat, they have a whole range of answers.  This 
activity gets them up and moving around but also uses their 
knowledge and skills. 
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Now jot down your ideas about how you are going to get your 
message across.  Are you going to lecture and then an activity, or 
are you going to demonstrate something or show a film clip for 
example? 
 
 
 
 
 
 
 
 
 
 
 
Have a look at the Fail to Plan = Plan to Fail diagram below, as this 
will give you more ideas on how to plan for your sessions. 
 

 
Fail to Plan = Plan to Fail 

 
 

1. Is there a syllabus? What must be covered? 

2.   If not, what are the course Aims and Outcomes? 

3.   What am I going to teach and how? 

4.   How will I allow for mixed abilities? 

5.   How will I check and evaluate what learning is taking place? 

6.   How can I engage the students? 

7.   What resources will I need? 

8. What contingencies have I allowed for? 

 

Now go back to the Aims of the Course. 
Has what you planned met the 

outcomes required? 
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You have completed 1 -4 above, now go through numbers 5 to 8 
noting down your ideas. 
 
 
5. 
 
 
 
 
 
 
 
6. 
 
 
 
 
 
 
 
7. 
 
 
 
 
 
 
8. 
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Power points  
 
 
Power points are a good to use, so as long as they do not go on for 
ever.  Don’t put soo much information on each slide, that students 
not only cannot read them, but they lose the will to live looking at 
them.  Power points should be short and snappy, with just a few 
main words and should look attractive.  You need to take care 
when using them, and never just read what you have written.  Ask 
you students to explain what you have written, what it means to 
them and turn your lecture into a discussion, as well as a place 
where you ‘just talk at them’.   
 
There are two schools of thought on power point handouts.  One is 
that it gives the students something to do, ie write questions down 
and it also is a useful reference after the session.  The other school 
of thought is that it is distracting and that students go through the 
whole thing whilst you are still talking about the first slide.  I like to 
use them as the former and if students do look through the whole 
thing, I like to think it’s because they are truly interested. 
 

 
 
 
  Timing 
 
 
 
 

The Timing of a session is never an exact science.  This is mainly 
because there are just too many variables.  For example, question 
and answer sessions may take longer or shorter than you imagined, 
your students may or may not get what you are teaching and 
therefore your timing will be out.  It does get better when you are 
actually teaching and you do have an idea of how long an exercise 
will take.  I prefer to use blocks of time say 15 minutes or half an 
hour when planning my sessions because if something then does 
go over or under I know where I can either cut topics and move 
them to the following week or another time, or can spend longer 
on a topic. 
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Take some time now to plan what you would do if a topic you were 
teaching took 10 minutes more that you thought and what you 
would do.  Then do it the other way, a topic you were teaching to 
10 minutes less.  What could you do? 
 
 
 
 
 
 
 
 
 
 
 
 
 
Contingency Plans  
 
 
 
 
 

 
A Contingency Plan is 
something that should be 
in place, when you start 
teaching in case 
something goes wrong.  
Sometimes things simply 
happen and can be 
completely out of your 
control.  It is nothing that 
you have done, it is just 
utterly out of your hands. 

 
 
At times like these you have 
to think ok what is my Plan 
B?  A contingency plan 
basically is your ‘get out of 
jail free’ card.  It’s the way 
you overcome something 
that has gone wrong in 
your class.   
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We need Contingency Plans for 3 reasons: 
 

 To make sure the teaching and especially the learning carries 
on very seamlessly.  If everything goes pear shaped, you have 
got something else in place and hopefully if you are really 
luck your students won’t even notice that something has 
happened.   
 

 The second reason is that if something does go wrong and 
you have a plan B you are in control and you can sort it out.  
This to me is so important.  So, if something does go wrong, I 
know exactly what to do next.   

 
 Thirdly it also gives you as the teacher a little bit of 
confidence.  I know that if something is and does go wrong I 
know I can deal with it and sort it out and whatever happens 
the students will be able to continue to learn.   

 
 
Here is a list of the more common things that can go wrong and 
some suggested contingencies. 
 
 
 

 
CONTINGENCY PLAN ACTIONABLE TIPS 

 
 
 
 

 
What can go wrong 
 

 
Your Contingencies 

More students than 
photocopies of 
exercises you want 
to use. 

 Firstly, they can share and then at the break you can 
photocopy some more. 

 You could ask a receptionist to copy some  
 You could get half the class to do one exercise and 

the other to do the second and then swap over. 
 You could put a copy on the board, either write it out 

or if you have an electronic copy project it up. 
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The Technology 
doesn’t work - I plan 
for the technology 
to go wrong and 
then when it doesn’t 
it’s a bonus!   
 

 If you are using a film clip or you are using a video 
you have made, download it to a USB, so you have it.   

 Upload things to google so you can download it from 
there if you need to use a computer that isn’t your 
own.   

 Make sure the batteries on your laptop and your 
phone are fully charged.   

 You can link your laptop to your phone if the WIFI is 
down and could log onto the internet that way. 

 Create paper copies of slides from a presentation. 
 Make sure you know the usernames and passwords 

to the technology. 
 Check the plugs are switched on and check the 

connections! 
 Remember, in the old days when we didn’t have 

technology and had to use good old paper and pens! 
You are covering a 
class for a teacher 
that is ill and have 
no Scheme of Work 
or Lesson Plan 

In this situation it is best to get as much information as 
possible from whoever has asked you to cover.  Even if 
there isn’t much go with your intuition.  For an English 
class you might do a session all around apostrophes or 
ask them to write a piece of work.  Look at the subject, 
the level of ability in the class and also think about what 
you can do that is fun and interesting. Have several 
handouts that you have created so even if they have 
done this topic before you can take it to the next level. 

When your students 
arrive, they explain 
that the homework 
was too difficult. 
None of them has 
done it. 
 

So here instead of carrying on with the lesson you had 
planned, you need to go over the homework and 
explain what you meant and teach it again.  Use what 
you had originally planned for your next session. 

What to do if your 
students just don’t 
get it. 

This is an interesting one, in that many teachers think the 
best course of action is to say the same thing again, just 
in a louder voice!  You need to think about how you could 
explain it in a different way.  I have sometimes taught 
something in 4 different ways and my students still 
didn’t get it.  You may need to change the language you 
use, or as in my case one student who did understand 
what I was teaching said to his peers, what she means is 
this ….  Sometimes the students can explain it better than 
you can! 
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You write on the 
board using a 
permanent marker 
by mistake. 

 Couple of things you can do here.   
 One is to go over the writing with a dry marker and 

rub it out immediately.  It may leave a smudge, 
however.   

 You can use a whiteboard spray that will clean the 
board beautifully.  I have heard of people using a mix 
of vinegar and water, and even toothpaste to get 
writing off.   

 You can also use hand sanitizer. It’s the alcohol in the 
product that gets it off.   

 NOTE: Just be very careful, as you don’t want to cause 
any damage to the board especially if it is an 
electronic one. 

Your students learn 
quickly, and you 
come to the end of 
your planned lesson 
for the day ten 
minutes before the 
end of the class 
hour.  

This one is a fundamental of teaching.  Always make sure 
you have more than enough exercises at varying levels so 
that students are not aware that they have finished 
before time.  If they all do, then move onto the next topic, 
or make the topic you are teaching more challenging. 

If you see your 
students getting 
bored and a bit 
fidgety when you 
are teaching. 

 Read their body language and change tact.   
 Get them involved in an activity.   
 Ask them to get up and move them around the 

classroom.   
 Use a relevant icebreaker.   
 Do a quiz or play a game.   
 Make sure the room isn’t too stuffy.  Tell them how 

long they have to go on this lecture/topic so that you 
manage expectations. 

Weather threatens 
your outside session 

 

The unpredictable weather especially here in England 
can be a nightmare especially when you have planned an 
excursion or to run say a photography class outside.  The 
best way to overcome this is to plan it on two days.  So if 
day one is a wash out it can take place on day two.  You 
can also plan for it to be pouring down with rain and take 
the necessary steps, like photographing a manor house 
from the inside rather than the outside.   

You fall ill and are 
no longer able to 
continue as their 
teacher 

 

In extenuating circumstances like these, you can try to 
find another teacher to take your place.  Use the TEA 
Facebook group to see if anyone else is able to deliver the 
class for you.  Otherwise cancel the class and inform your 
students of the reason why and offer it at a later date 
when you will be well enough to continue. 
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There are not 
enough participants 
for the session 
 

Even if there are only a few students you will need to 
carry on and teach them.  You may need to change how 
you are going to do activities but with fewer students you 
can really zone in on the needs of those students that are 
there and support them. 
 
Another consideration here is that of safeguarding both 
the student and you.  If you are alone with a student 
make sure you are in a public place, with access to other 
people to ensure the safety of both of your student(s) and 
yourself. 

The facility is 
double-booked 
when you arrive for 
the session 

 

This can be a nightmare.  You need to go back to the 
venue personnel and ask what they intend to do about it.  
They may offer you a different room in the building.  If 
not, you can try and get a room at a different venue, but 
this is very difficult at such short notice.  You will either 
have to reschedule the class at another time, or if it is 
possible, deliver the class in a public place, such as a café 
or or hotel lounge.  This is not ideal but if you can have a 
plan B, ie another venue you could use if this one does 
fall through. 

Health and Safety Obviously, you do not want to put your students at any 
risk, however sometimes things happen beyond our 
control.  So, if someone is taken ill, you must know where 
the first aid box, emergency telephone and fire exits are.  
You also must make sure that risk assessments have 
been carried out not only on the building you are using 
but also on any activities where potential hazards may 
occur. 

Access to 
Classrooms 

Sometimes you may get to a remote venue only to find it 
is locked and you do not have a key.  This is not only 
frustrating but annoying and you may have students 
waiting to get into the room.  Your plan B here is to make 
sure you have telephone numbers of the caretakers or 
hirers of the venue.  They may put the key in a hidden 
place for you to collect. 

Your room has not 
been setup how you 
have asked for it 

The first thing to do here is to contact the staff 
(caretakers, hirer) at the site.  Then you need to find out 
where the cupboards are with the furniture in so that you 
can add to what is already there ie tables and chairs.  You 
will also need to know where the emergency equipment 
is, eg the first aid box.  Be careful when handling tables 
and chairs as you do not want to injure yourself, and if 
students offer to help, make sure they will not injure 
themselves either. 
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Ask yourself what you would do if the power went off or you had 
no WIFI or even if you had more students attend your lesson, than 
photocopies.  Little things like this can have an enormous impact 
both on the teaching and your students learning.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
What things could go wrong in your session and what are your 
Plan Bs? 
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Teacher Centred v student Centred Learning 
 
In the table below you will see the differences between Teacher 
and Student Centred learning and some examples to support you. 
 
Teacher Centred Student Centred Examples of 

Student centred  
Teacher lectures 
at the front of 
the class passing 
on their 
knowledge. 

Students find out 
the knowledge. 
 

Using the internet, 
discussion, debate, 
critical thinking, 
problem solving 
etc. 

Students 
passively listen 
to what is being 
taught. 

Students actively 
take part in what 
is being taught. 

Students learn 
French vocabulary, 
and read it in a 
book practice with 
their peers and a 
native speaker. 

Students are 
taught through 
imitation and 
not experience. 

Students actively 
take part in a 
situation  

Students take 
pictures of 
landscape not just 
the classroom 

Students are 
taught 
knowledge and 
skills without 
context. 

Students 
understand why 
they need this 
information, and 
how it will benefit 
them. 

Students are 
taught maths by 
weighing 
individual fruit and 
vegetables and 
costing each piece 

Assessment 
tends to be 
summative, 
based on strict 
criteria. 

Assessment is 
formative 
throughout 
learning and is 
constructive and 
takes into 
account student 
performance, 
project work, 
student 
involvement and 
end product. 

Student produces 
work which has 
been continually 
assessed and is of a 
high standard from 
their starting point 
(entry level) to their 
end point (exit 
level).   
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Answers to 
Questions have 
to be correct, 
with little or no 
room for 
discussion. 

Change the 
question to make 
it more 
meaningful, find 
out the correct 
answer and why 
it is correct 

Instead of “Which is 
the only planet to 
have rings?” 
change this to “Is 
there only one 
planet that has 
rings?”  Students to 
find out and report 
back to class. 

Focus is on a 
single topic 

Focus is more 
holistic, 
depending on 
students’ 
interests and 
needs. 

Topic could be 
about car tyre 
pressure, however 
discussion may 
take place on lorry 
tyre pressure as 
student may want 
to be able to drive 
long distance 
lorries. 

Teacher is the 
font of all 
knowledge, the 
expert and 
doesn’t need to 
learn. 

Teacher and 
students learn 
together  

Students have lots 
of experience and 
knowledge, and 
this should be 
shared.  Teacher 
should always be 
learning from 
students. 

 
 
Involving your Students 
 
 

It is imperative that you involve all your students at all times during 
your lessons.  This is so that they feel part of the class, they have 
something to do to move them towards their learning goals and 
that they don’t become bored or distracted during class.   
 
There are lots of ways to do this and one of the most powerful ways 
is the activities that you encourage them to take part in.  These can 
include group work, student demonstrations, practicals, quizzes, 
role plays, using technology and presentations by learners. 
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Think about a topic that you plan to teach, and jot down some 
ideas of how you are going to keep all your students involved in 
what you are teaching.  There is more on this in the Teaching 
Methods Tips and Tricks Resource. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Actual Delivery 
 
 
Your body language will set the stage when it comes to how your 
students behave in class.  If you are friendly and approachable, on 
the whole so will your students be.  If you look them in the eye and 
maintain eye contact, they will hopefully feel not only listened to 
but heard.  Remember not to stare though!  Having conversations 
with your students and remembering what they told you for future 
reference, makes students feel that you care.  Questions during 
delivery are a great way to ensure everyone is not only involved but 
involved to the level of their understanding.  You can use it to 
check for learning, to ensure the depth of understanding, to target 
students, to gain their views and to have fun with.   
 
I like to share stories with my students to aid their understanding 
of what I am teaching.  It also I believe, helps them to realise that 
they are not the only ones in a particular situation and how to 
remedy it.  Stories illustrate points really well and students do tend 
to remember them. 
 



©Teaching Entrepreneur Association 2019 
 

16 

When we start a session, we may need to begin with a lecture.  The 
only problem with standing in front of a class and talking is that 
after a while the students get really bored and fidgety.  Also their 
attention span tends to drop after 15 minutes and they will 
struggle to take in what you are saying.  You need to change to an 
activity or different teaching method to illustrate your point, rather 
than continuing to lecture.  If you need to lecture for longer try to 
introduce something that your students can touch or feel.  Use a 
power point presentation also, but don’t use it continuously, have 
you heard of the expression ‘Death by Power point!’ 
 
One session I observed, the teacher sat at the front of the class 
behind a desk and didn’t move all session.  The class was very 
teacher orientated, she could only check for learning by asking 
questions and did not look at what her students were creating.  I 
always move around the room and check on my learners, touring 
the class, answering questions and entering into discussions where 
appropriate.   
 
 
It is important that you ask for help when you need help.  Don’t be 
afraid to approach your peers or your line manager when you need 
a little advice.  Some peers may have been where you are, and may 
be able to help you, if you just ask.  Likewise reciprocate if they 
need help too. 
 
We are not Einstein and can’t remember everything and we are not 
experts in everything to do with our subject.  Take history for 
example, whilst we may have a good overview we probably 
wouldn’t know every war and battle that took place.   
 
What are the main points that you need to get across to your students?  
How can you make your power points attractive and interesting?   
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Presentation Equipment  
 
There are many types of presentation equipment, 
including; Whiteboards, Flipcharts, Magic Paper, 

Electronic Whiteboards, the internet, power points, interactive 
equipment that can be used, however it depends on the room that 
you are teaching in as to what is available.   
 
Based on the venue that you will be working at jot down here what 
presentation equipment you will have at your disposal and what 
you will need to deliver your class successfully.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Questions, Questions, Questions  
 
 
 
Question and Answer is one of the most important teaching 
methods that you can use in a class.  This is because it invites your 
students to think!   When you question your students, you receive 
back so much more than just answers.  By this I mean that,  from 
the answers you can judge whether the student understands your 
teaching, how they are feeling,  how engaged they are and 
whether to increase or decrease the challenge or stretch of their 
learning for example.  
 
 



©Teaching Entrepreneur Association 2019 
 

18 

“The answers you get depend on the  
questions you ask,” 

 
Thomas Kuhn said, and I so agree!  Below is a table of questions that 
you can use to ensure you extract from your students the type of 
answers you are seeking! 
 

Questions, Questions, Questions 
 
 
Why the question is asked 
 

 
The Question to ask … 

For additional clarification  Why do you say that? Can you 
explain your thinking? 

To challenge and stretch  Do you think this will be or is always 
the case? Why do you think that? 

To see things from a 
different point of view. 

“What is the counter argument 
for…?” or Can/did anyone see this 
another way?” 

For investigations What else would/could result by 
doing this this way or a different 
way? or how does this affect that? 

To confirm they 
understand the 
significance 

“Why do you think I asked that 
question?” “Why was that question 
important?” 

To use as a warm up or 
icebreaker, quick and easy 
closed questions 

Do you need more time? 
Can I help you with that? 
Is Maths your favourite subject? 

Checking understanding How did you get on with that 
project? 

Encouraging Critical 
thought 

What are the 
advantages/disadvantages of ….?  Or 
Why are you doing … that way? 

To extract information out 
of a targeted student. 

Richard what is …..?  How do you 
calculate … Sala?  How did you …. 
Khalid? 
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Look at your lesson plan and the topics that you have written.  What 
types of questions would be suitable for you to use to draw out of your 
students the information you need for your class? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You, You, You! 
 
 
This next section is all about you!  Have you heard the expression 
that ‘first impressions last’?  You need to set the scene in your class 
as the leader so that all your students follow that lead.  This means 
ensuring that your body language, your demeanour, your 
appearance, your facial expressions and your knowledge are all 
positive.  When your students arrive in your class smile and greet 
them.  I know this sounds ridiculous that I have to say it, but the 
number of classes I have seen where the students are not made 
welcome is unreal.  If you are welcoming and approachable you set 
your students at ease.  Appear happy and pleased to see them 
even if you are feeling a bit daunted and unsure.  Remember they 
don’t have your knowledge and more significantly remember you 
have planned everything.  You know what you are doing!  You just 
need to follow through.  With your appearance, you don’t want to 
appear too stuffy and wearing a suit if you are teaching a hobby 
course, and vice versa, you don’t want to be wearing jeans if you 
are teaching in a business environment.  I can’t emphasise enough 
the adage that was in a college I worked at, which was aimed at 
both men and women.   
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“Don’t wear anything you can see up, see 
down or see through.” 

 
 
 

 
 
 
 

Your Students   
 

 
Whilst we may have a few butterflies in our tummy, some students 
will come to your sessions with a few trepidations.  They are not 
sure what to expect and could be fearful, scared of being ridiculed, 
concerned about answering questions wrongly, of being late, and 
of not knowing anyone.  They may be lacking in confidence or had 
bad previous experiences at school.  It is our job, as teachers, to 
settle our students in a comfortable and safe learning environment 
so that they thrive.  This starts at the beginning of the lesson or 
course.  Use small talk, ask them about their journey to class and 
what they have done before.  This is a good way of starting 
effective rapport with them.  Use ice breakers and ground rules to 
support you and them and make the first lesson a wow lesson.   I 
know this sounds like school, but I always try and give them 
something to take home as a kind of souvenir to motivate them to 
come back or something to do at home.  This shouldn’t be 
homework unless the course dictates it, just a little friendly 
reminder of the lesson.  
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On the day... 
 
 
On the day of your first lesson or course, go back through your 
lesson plan.  Check you have all the resources that you need as well 
as any stationery etc.  You may be feeling a mixture of excitement 
and fear.  Remember this is perfectly normal, which is why all your 
planning will give you confidence that you know what to do and 
when.  On arrival at the room where you are going to teach sort out 
the layout of the class, move tables and chairs, the whiteboard if it 
is on wheels, flip chart etc.  Move around the room and check that 
everyone can see.  If you are going to demonstrate something 
make sure all students will be able to hear and see you and what 
you are demonstrating.  Make sure that the wifi and any 
technology is working.  If not, don’t worry you have your 
contingencies.  Make sure your handouts/resources are ready in the 
correct order and are all working. Check you know where the 
toilets are, the canteen is and the reception if there is one.  Also, 
really important is that you know exactly where the fire exits and 
first aid equipment is. 
 
The first of your students have arrived.  Remember to greet them 
individually and to introduce them to the other students in your 
class.  Give them something to do either alone or preferably in 
pairs, like the exercise at the back of this workbook.  This is so that 
they have something to concentrate on and to talk to their peers 
about and to help them feel confident in their class.  I always try to 
start on time, and share with my students the plan for the session 
and what they will be doing that day by discussing the aim and 
learning outcomes.  Reiterate the health and safety and start with 
an icebreaker followed by setting of the ground rules.  Make sure 
you involve each and every student all the way through the session.  
Now take a deep breath and start teaching!  I promise the first 5 
minutes are the worst, and then things get easier and easier! 
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At the end of the session … 
 
Remember to summarise over what you 
have taught, ask questions of the 
students to make sure they have taken 
the topics on board.  I usually do this by 
returning to the aim and learning 
outcomes of the session.  You will then 

need to explain what they will be doing the next week or the next 
session of the course and answer any questions that your students 
may have.  I always like to thank my students for coming along and 
after this answer more questions which students may ask me 
privately on a one to one basis.  You will then need to tidy up, 
leaving the classroom as it originally was for the next teacher 
before leaving.   
 
I wish you every success with your first session.  I know you will be 
brilliant!  Let us know how you got on by sharing it in our Facebook 
group! 
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Can you join the 9 hot air balloons together with 4 straight lines 
without taking your pen off the paper! 
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Answer: 
 
 

1 

3 4 

2 


