[bookmark: _Hlk81396041][bookmark: _Hlk81396042][image: ]9.6.3

Learning Day Organizers’ Debriefing Template

This document is a template for the organizers of a Neighbourhood Small Grants (NSG) Learning Day to use to debrief after the event has taken place. It can be customized to capture successes, learnings and what you hope to add, change or address next time a Learning Day is organized. The bullet points are there simply to prompt reflection - you can choose to make notes only on the ones that feel relevant. 

It is often helpful to set one or two debrief meetings within the weeks following the Learning Day, while things are still fresh. At one of these meetings, follow up with a celebration of some kind, such as a meal shared by the organizers to acknowledge all the work that went into the event and the contributions everyone brought to the process.

Date of Learning Day:
Region/Location of Learning Day:
Date of Debriefing: 
Present: 
Preparation before the event:
Generally what worked well? What were the challenges? What can we improve? More specifically, what learnings do we want to capture in the following areas: 
· The planning process and timeline
· Identifying and selecting the theme and agenda of the event
· Selection of and planning with workshops, guest speakers and Project Leader presentations
· Selection and planning with hosts
· Creation of materials for the event (program guide, speaking notes)
· Planning logistics such as selecting the space, caterers, registration etc.

Integration of the Principles of Grassroots Grantmaking:
Generally what worked well? What were the challenges? What can we improve? More specifically, what learnings do we want to capture in the following areas:
· Everyone has gifts: we use an asset-based community development approach to draw upon existing strengths and build sustainable communities
· Small is beautiful: we believe that small scale actions and projects can have far-reaching impact on people and places
· Local is best: we believe that neighbours know what is best for their communities, so we make sure that decisions about projects are made locally
· Where we live matters: we take a place-based approach to building community
· We learn together: building a sense of belonging and creating a sustainable community requires certain skills and resources
· Everyone is invited: we are committed to welcoming and listening to all voices in local solution-building, and making opportunities for participation accessible and inclusive

On the day of the event:
Generally what worked well? What were the challenges? What can we improve? More specifically, what learnings do we want to capture in the following areas:
· The venue
· Room setup
· Number of participants
· Indigenous welcome/territory acknowledgement
· Opening remarks
· Project Leader presentations
· Workshops and guest speakers
· Supporting the emcees, project presenters and facilitators
· Networking opportunities, group discussions and interactive elements
· The pacing, flow and time management
· Catering/food
· The visuals and tech
· Event staff and volunteers

What stood out in the feedback we received from participants?



What stood out in the feedback we received from the hosts, Indigenous guests, facilitators and presenters?



What do we want to change/improve on next year?
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