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	How to use this template
	This template is for a Lessons Learnt Report, which should be completed at regular timepoints throughout your Community of Excellence (CoE) project (e.g., quarterly / annually), or at the end of a project phase. 
Remove instructions and examples in blue italics and adapt to make fit for purpose for your CoE project. 
To remove this ‘How to use’ section right-click on the [image: ] that appears when hovering over the top left corner of this section and select ‘Delete Table’.



[bookmark: _Toc72156726]Why create a Lessons Learnt Report?
A lessons learnt report helps you to formally review what went well and what didn’t go so well in your CoE project. It’s an opportunity to identify gaps and points of confusion, and to come up with ways to improve for next time. Identifying the strengths and weaknesses of your project’s management and delivery—processes, communication, collaboration, etc.—is important for optimising how your project is run so that you are in the best position to meet targets and deliver outcomes. 
Lessons learnt may be reviewed at regular intervals—e.g., every quarter or annually—or at the end of an initiative or project phase. Ideally, the report should be ready on time to help inform the next period or phase of the project. 
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[bookmark: _Toc72156727]Executive Summary
[bookmark: _Toc72156728]Purpose
The purpose statement should cover what themes you will be exploring and how you intend to apply the findings/learnings from this report. 
The purpose of a lessons learnt report is to identify what worked well, what didn’t work so well, any areas of confusion or gaps, and to provide recommendations for how to apply these learnings to future work. Your report may have slightly different themes or emphasise different areas. The timing of the report will also determine how or when the learnings can be applied. 

[bookmark: _Toc72156729]Approach
Give an overview of the approach(es) used to collate and review lessons learned. E.g., Reviewing evaluation reports (specify which one/s); workshops; etc. You may also wish to include a summary of how you collected, consolidated, and analysed the information used in this report. 

[bookmark: _Toc72156730]Key Learnings
Summarise the key points or learnings from each of the themes, i.e., What worked well; what didn’t work so well; gaps and areas of confusion. Details will be included in sections 2, 3, and 4 of the report.

[bookmark: _Toc72156731]Recommendations
Summarise the key recommendations to come out of this report. Details will be included in section 5 of the report.

[bookmark: _Toc72156732]What worked well?
What were the things that worked well and helped bring successes to the project (this period / phase)? These may include things such as involving the right people, ways of communicating and collaborating with stakeholders/delivery partners, project management processes and procedures, resources, technology, etc. 
Expand on each point with details or supporting evidence. 

[bookmark: _Toc72156733]What didn’t work so well?
What barriers or difficulties did the project team, stakeholders, or delivery partners encounter during the project (this period / phase)? Think about aspects of the project where you may not have achieved your targets/goals or perhaps did not get the best outcome. 
Expand on each point with details or supporting evidence. 

[bookmark: _Toc72156734]Gaps and areas of confusion
Gaps and areas of confusion may overlap somewhat with things that didn’t work well, but specifically focus on:
· Gaps: What information or resources were missing, that should be included in the future to improve how the project runs?
· Areas of confusion: What did people feel unclear or uncertain about? Were there any misunderstandings or disagreements about approaches, roles, and responsibilities? Did areas of the project seem disconnected or conflicting? This could include areas where information was incomplete or where there was a lack of transparency. 

[bookmark: _Toc72156735]Recommendations
Based on sections 2–4, what actions should be taken in the next period, phase, or future projects to get the best possible outcomes and avoid pitfalls experienced this time around? Expand on each point with details or supporting evidence.

[bookmark: _Toc72156736]Appendices
A place to include any supplementary information not covered elsewhere in the report. E.g., Lists of workshop participants.
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