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Debriefing Template

 

Whether things went well or not-so-well on a project, both you and your staffer have likely learned from the experience. By debriefing at the end of a project, you can capture lessons learned to ensure even better results next time. 

 

To ensure debriefs happen, get them on the calendar from the start! When you’re planning out a project, include a reflection meeting at the end. (For smaller projects, you might just make a note to discuss the results at your next one-on-one check-in meeting with the staffer.)
 

Top of Form

Project:      
Bottom of Form

 

When we’ll debrief:      
 

Who should attend:      
 

What went well?      
  

When things went well, why?      
 

What didn’t go so well?      
 

When things didn’t go well, what was the cause? (Generally you’ll get the best results if you approach this question without assigning blame.)       
 

Were there any equity implications (positive or negative) from how we approached this?      
Overall, what should we do differently in the future?       
 

How can we best capture all of this so that we remember it next time? (Even just a quick bulleted list can be an invaluable resource to have on hand the next time you conduct a similar project.)
     
 

Are there any immediate next steps we should take?      
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