1. Session Planning Worksheet  
This worksheet helps you define the purpose and structure of your listening session. Completing it ensures the session is focused, intentional, and aligned with what you hope to learn.
Session Title:
[Insert title]
Topic / Focus Area:
[Insert topic]
Purpose of the Session:
[What you want to learn or understand]
Intended Audience:
[Researchers, research personnel, administrators, mixed roles, specific units]
Format:
[Virtual, in-person, hybrid; include platform if virtual]
Duration:
[Insert minutes]
Expected Group Size:
[Insert number or range]
Facilitator(s):
[Insert name(s)]
Notetaker (if applicable):
[Insert name]
Discussion Prompts:
1.
2.
3.
Interactive Element (optional):
[Silent brainstorm, polls, breakout pairs, theme mapping, etc.]
Accessibility Considerations:
[Insert as needed]
Follow-Up Plan:
[How themes will be summarized, who will receive them, when follow-up will be shared]
