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Definitions 

Here are clear, professional definitions that distinguish training, informational sessions, and presentations within the context of professional development. 

1. Training
Definition:
A training is a structured learning experience designed to build or improve specific competencies or behaviors. It typically includes hands-on practice, interactive activities, guided instruction, assessment, and opportunities for feedback. The primary goal is to enable participants to apply what they learn in their job roles.
Key Characteristics:
· Skills-based
· Interactive and participatory
· Includes practice, exercises, or simulations
· Focused on improving job performance
· Outcomes are competency-driven or business results-driven
Tracking:
All training needs to be added to employees’ official training records in Training Central.  

2. Informational Session
Definition:
An informational session is a session focused on providing updates, clarifying processes, introducing new initiatives, or sharing important information. It is mostly one-way communication with opportunities for questions, but it does not typically include skill practice or hands-on learning.
Key Characteristics:
· Knowledge-sharing rather than skill-building
· Primarily informational, often brief
· May include Q&A
· Limited interaction or practice
· Meant to raise awareness or ensure understanding
Tracking:
Generally, informational sessions are not added to employees’ training records unless tracking is required for compliance reasons.

3. Presentation
Definition:
A presentation is a structured delivery of content to an audience, usually designed to communicate ideas, findings, recommendations, or proposals. Presentations can be part of professional development but are usually more formal, speaker-led, and focused on conveying a message rather than training or informing on processes.
Key Characteristics:
· Formal, speaker-centered delivery
· Shares concepts, data, or proposals
· May support decision-making or inspire action
· Audience interaction varies but is generally limited to questions & answers
· Not intended for skill acquisition
Tracking:
Generally, presentations are not added to employees’ training records unless tracking is required for compliance reasons.

Quick Comparison
	Format
	Primary Purpose
	Interaction Level
	Skill Practice
	Typical Outcome

	Training
	Build skills/competencies
	High
	Yes
	Participants can apply new skills

	Informational Session
	Provide updates or explain processes
	Moderate–Low
	No
	Participants understand new information

	Presentation
	Communicate ideas or findings
	Low–Moderate
	No
	Participants receive a clear message or proposal
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