Final Audit Team Debriefing Meeting

Sample Agenda #1
NOTE: While this reflects the work of a team that has completed its data collection over a period of months (organized into 3 smaller work groups), it can be adapted and abbreviated to come at the close of an intensive audit week, which is the setting in which it was initially developed.
	August 18
	Audit team meeting
· Distribute Debriefing Worksheets and instructions (see Logistics Guide for sample worksheet)
· Identify and assign any final data collection

[Emphasize that the September 20th session will be most productive if everyone comes prepared and has done a thorough review of individual and team notes.]

	August 18 – September 19
	Homework for Audit team members
· Complete any final data collection as needed

· Review individual notes from interviews, observations and text analysis; review team debriefing notes and summaries; highlight themes, questions

· Complete Debriefing Worksheets 

[Team members can also meet in their work groups if they choose.]

	September 20

8:00 am – 
5:00 pm

Provide a set of color-coded Debriefing Worksheets for each group 
*This will provide a record and key tool for later report writing

Working lunch
	Final team debriefing meeting 
Note: times are approximate and will be somewhat fluid depending on how the first round of analysis goes
· Review agenda and process: ½ hour
· Opening roundtable: each team member quickly (i.e., 3 mins) reports on one of their findings (their “favorite” finding): 1 hour
“I found this gap, and here’s an example…”
· Work groups: 2 hours
· Begin with sharing individual lists of gaps
· Consolidate and begin with findings where there is the broadest agreement

· Sort roughly according to priority

· Work through each finding and record on an Debriefing Worksheet (one sheet for each finding)
· Set aside gaps where there is disagreement or where it is one person’s analysis at this point (but don’t lose sight of them)

· Large group: ¾ hour

· Each group takes 5 minutes to report back to the team on its top finding 

· 10 minutes for questions/comments from team

· Work groups: 2 hours 

· Continue working through findings

· Large group: 2 hours
· Repeat process of reporting back: one finding per group, then the next, but without immediate response from team. We’ll do 3-5 rounds of this, realizing that there may be some that may not get covered. Each group will work down its list according to priority.
· Get all gaps/findings on the board.
· Each work group then responds to questions and comments from the team

· Flag any where there is major disagreement/challenge

· Identify gaps/findings that can be considered overarching
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