
Final Audit Team Debriefing Meeting

Sample Agenda #2
Advance preparation by team members and Audit Coordinator:

· Complete any final data collection as needed

· Review the “Tips for Analysis” in your binder

· Review the “Steps in Analysis” graphic in your binder

· Review the case processing maps we developed during the training

· Review the “8 Audit Trails”

· Keep the Audit question in focus

· Review individual notes from interviews, observations and text analysis 

· Review team debriefing notes and summaries

· Highlight themes and identify potential gaps

Post in meeting room:

· Case processing maps 

· Poster-size graphics from the Safety Audit Tool Kit (developed for training and used at all debriefing meetings):

1. Figure 7: Institutional Intervention in Rachel’s Life 

2. Figure 8: Audit Trails

3. Figure 9: The Complexity of Risk and Safety

4. Safety Audit Analysis Graphic (Page 95)

Have available:

· Post-it notes for each team member

	Time estimate
	Content and process

	Time estimates are approximate. Take breaks as needed and adjust the agenda as needed. This process requires flexibility as team members discuss and develop the gap statements. Your goal is to end the day with as many gap statements as fully developed as possible.

	8:30 – 9:00 am
	Review agenda and framework for analysis 
Review the importance of “Audit attitude” in conveying findings

	9:00 – 9:30 
	Review any additions to debriefing notes since last meeting

	9:30 – 9:45
	Roundtable discussion: reflect on community strengths. Each team member contributes.

	9:45 – 11:00 
	· Ask team members to take 30 minutes to review the debriefing notes and their own notes and identify any gaps they think the Safety Audit has discovered. 
· Write down each gap, one per post-it note. 
· Ask each team member to share one example; put the post-it note on the case processing map at the appropriate point. Continue with another round; ask team members to share another gap, but one that has not been previously covered. Repeat the round until no new gaps appear. 
· Note: Some gap statements will be more overarching than specific to a single agency or point of intervention. Set those aside as they occur.

· Review the case processing map and consolidate any gap statements that are similar.
· Prioritize gaps

· Flag any gaps where there is controversy or disagreement. 

· Option: If the team has already been organized into work groups, e.g., one for 911, one for patrol response, one for the jail, they can work together and present any gaps for that point in the process.

	11:00 – 12:00 
	· Divide team into pairs or groups of three, or into their previous work groups (e.g., 911, patrol, jail). Try to have at least one pair or small group for each key point of intervention and one that will address any overarching gaps. 
· Ask each group to designate a recorder who will develop the gap statements on the analysis worksheet.
· Begin to work through the gap statements and develop a more detailed analysis, following the questions on the worksheet.
· Encourage the team to be concrete and provide specific examples that illustrate each gap: in these interviews we heard…in these observations we saw…in these case files we read… [This is where good notes will pay off.] 

· Check in after 15 minutes; ask each group to share an example of what they have developed.

· Try to work through two or three gap statements before the lunch break.

	12:00 – 12:30 pm
	Lunch on site

	12:30 – 4:00 pm
	· Continue the process of developing more complete gap statements. 
· If they have come well-prepared, each small group should be able to work through a gap statement in 15 to 20 minutes. 

· Check in as a large group at a couple of points during this period. 

	4:00 – 4:30 
	Review how far the team got in drafting the gap statements. What’s left? Do you need to ask the team to reconvene for another (but briefer) session? Can the small groups meet separately to finish their work? Can the Audit Coordinator finish up?


NOTE: The material developed here will provide a basis for the final report. The team will have another opportunity to review all of the gap statements before any report is final.
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