SF 12 DEBRIEFING QUESTIONS

1. Overall, how do you think the meeting went for you: preparation, note-taking, collaborating with each other, interacting with participants?

2. For co-facilitator/note-taker: 

a. Did you capture the right around or not enough details in the notes for the report? 

b. What helped or hindered? 

c. What was the most challenging part of note-taking? 

d. What was the comfortable part of note-taking? 

e. In what ways did you support the facilitator well?  

f. In what ways did the facilitator do her/his job that felt supportive of your role? 

g. What could work better next time?

3. For facilitator:  

a. Was the general tone of the meeting positive? If yes, what helped that? If no, what hindered it?

b. What was the most challenging part of the meeting?

c. How did I support the co-facilitator well? How could I improve?

d. What was the biggest challenge for the group? Is there a theme to this challenge? If so, let Marsha know so she can speak with the City.

e. Did I check in with the group to ensure time was being utilized efficiently and as the group needed?

f. If an agenda was used, was it helpful in focusing the participants and managing time throughout the meeting? If an agenda was not used, would it have been helpful?

g. Were there parties who were absent that would have been useful to have at the meeting?

4. For Both Facilitators: 

a. In what ways did the two of you operate as a team? 

b. In what ways could the teamwork be improved? 

c. Ask each other: Was there anything I missed that I could have done to make your job easier?

Are there any guidelines or agreements that you would want to put in place for next time?

