 SEQ CHAPTER \h \r 1Conducting an Effective Lessons Learned Session
The Lessons Learned session is a meeting which provides a forum for project participants to document what they felt went well, what did not go well and what should be changed in how the project was executed. The information captured in the Lessons Learned session is summarized and made available to project managers for reference during future projects.

The Lessons Learned session is intended to provide feedback to the project management team for use in improving how they conduct future projects. The more effective the procedures in capturing that feedback, the better the information provided project managers.

Lessons Learned sessions should have the following guidelines and considerations:


1.  The session facilitator and scribe should not have been involved in the project. (neutral facilitation)


2.  The Lessons Learned sessions should be held away from the normal work location for project participants.


3.  Sessions should be held in a workshop environment.


4.  The project manager’s preparation for the Lessons Learned session should include the development of a framework for the facilitator to work within. A listing of topics under which the facilitator can elicit responses from the participants should be developed. Topics can include project phases, deliverables, training, team composition or any definable activity associated with the project.


5.  Participants should include as many project staff from planning, design, development and testing tasks as reasonable.


6.  The use of techniques which provide the open and effective sharing of thoughts and ideas should be encouraged. Techniques such as thoughts or responses provided on “sticky” notes to allow for grouping and response associations and the use of a single color ink by all participants to provide a degree of anonymity in their responses should be used.


7.  Participants should be instructed to provide complete statements of their responses with one thought or response per “note”.


8.  Any element which would hinder candid responses should be removed.  If inclusion of senior management would impact candid responses, senior management should not be included in the session or included in another separate session. Participants should feel comfortable in providing their responses without guilt or concern for retribution. 


9.  All statements should be recorded in a single document for the review of participants for completeness and accuracy.


10.  Upon acceptance by participants, the statements should be summarized into a Lessons Learned document for the future use of project managers and staff.  A summarized version will be made available to anyone who wants to see it.

The lessons learned should occur as soon as possible after the acceptance of the project’s product as possible and before the completion of the PIER. 

The Lessons Learned occurs in a meeting of its own and should not be associated with any other functional project meeting.

Lessons Learned is referenced in the Project Management Methodology manual under the “Close Out” tab.  

