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About this Facilitator Guide  
Co-led by Clare Gibellini and Peter Tully, the Person-Centred Emergency Preparedness (P-
CEP) Peer Leadership learning community invited people with disability who completed 
workshops with Queenslanders with Disability Network (QDN) about using P-CEP to learn 
about their risks and make a personal emergency preparedness plan. The focus of the P-CEP 
Peer Leadership learning community was on the power of peers learning together about 
ways they could use peer leadership to enable disability-inclusive disaster risk reduction in 
their communities, across Australia.  
 
Specific objectives included: 

1. Strengthening personal emergency preparedness plans 
2. Developing capability in a peer group to:  

• Inform themselves and others about risks and preparedness steps 
• Connect people with disability to emergency personnel, information, and 

resources 
• Lead person-centred emergency preparedness conversations at the individual and 

community level 
• Influence change toward disability inclusive emergency planning with local 

councils 
 
We ran 6-part series of workshops across 2 different groups. A total of 16 
participants completed the program. 
 
We used what we learned to produce this facilitator guide. 
 
The purpose of this guide is to share tips, resources and strategies to support 
you to establish and implement your own peer-led community of practice.  
 
Examples of how we developed our P-CEP Peer Leadership learning community are 
provided to help you get started. 
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What is a Community of Practice (CoP)? 
 
A community of practice (CoP) is a group of people who share a common interest, set of 
problems or desire for change in a particular area. They share common goals and usually focus 
on best practice or creating new knowledge through shared learning. Often, an experienced 
leader with who is deeply committed to using collaborative learning to enhance capabilities 
initiates the CoP.  
 

CoP are collaborative and rely on ongoing interaction as a group. 
They work together to share knowledge and learn together. 

 
A CoP is driven by three core values:   

 
1. A shared commitment to the common interest. The group 

values their collective knowledge and learn from each other.   

2. A community where people engage in activities and discussion, 
help each other and share knowledge.   

3. The way in which they work together. The group build a shared 
suite of resources, experiences, stories and ways to address 
problems. This takes time and requires people to meet 
regularly, either online or face to face.  

 
A CoP needs structure, this includes: 
 

• Convenor(s) (can also be known as 
coordinators, moderators, facilitators or 
leaders). They usually involve one or two people 
who provide leadership, facilitation and admin 
tasks for the group  

• Core members who actively participate – they 
care about the topic and are regularly involved 
in discussions and activities inside and outside 
the CoP.  They might also take on projects such 
as creating resources. Eventually, they may take 
on leadership roles in the group.  

• External participants who receive 
information the group is sharing and may rarely 
contribute. These people may not actively 
participate (due to capacity, time, because they 
are new to the topic or group, or unsure if their 
contributions are the right fit for the whole 
group). They might be active elsewhere and take 
the learnings of the group into these spaces.   

 



The Power of Peers Leading a Community of Practice: Facilitator Guide 6 

Communities of practice are different to other groups because they:  
 

• Are focused on building the capacity of their members rather than delivering a product 
or service, or delivering a specific task  

• Have a self-selecting membership rather than a defined group such as a team in a work 
environment  

• Are often held together by a shared passion or commitment to a shared goal, along with 
a shared expertise rather than job requirements.  

• Have an indefinite timeline, and last as long as there is interest rather than a set 
timeline for a project or work task.   
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Establishing a Community of Practice (CoP)  

Defining the Purpose of your CoP 
Successful and sustainable communities of practice have focused, well-defined purposes that 
are linked to both the mission of its creators and the priorities of the people who join the 
group.   
  
Your purpose is your reason for creating the group, and it is good practice to define your 
purpose in terms of the benefits you are trying to achieve and the specific goals that the 
community of practice is organising to meet.  
   
These activity areas create a framework and language for the community to use to 
understand and document success about achieving the purpose, meeting goals, responding 
to needs, and making decisions about future actions.  
 
When establishing a peer-led community of practice, it’s important to think about why you 
are setting up the group and who the group is for.  
 
Think about: 

• Who might want to join the group?  

• What will they get out of joining the group?  

• What would you like the group to achieve?  
 

 
Brainstorm ideas and objectives of your CoP:  
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Understanding Your Capacity to Lead a CoP 
Building a group takes time and energy. As a leader, you need to be aware of your intention 
(your ‘WHY), before you begin to build the group. This will help you to understand not only 
the purpose of the group, but what help or resources you might need to make the group 
successful and sustainable.   
 
Thinking about the following questions can help you get started:  

• What strengths do you have that can help you build the group?  
• How much time and energy do you have right now to take this on?  
• What are some gaps in your capacity? What (who and how) could help you fill 

these gaps? 
• Who do you know that would like to join your group? 
 
 

Use the space below to brainstorm:  
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Figuring out the Details 
As you start to build your CoP, you will also need to make some 
decisions about how meetings will take place.  
 
Here are a few important things to consider:  

 
Timing, Frequency & Duration:  

Think about when, how often and for how long your group will meet. This 
needs to consider your availability and capacity as well as the needs of your 
group. It can be a good idea to make this decision with your group to 
promote attendance.  
 

 
Format & Structure of Sessions:  

Think about what each session will look like. Will you have an open 
group where people are free to join at any time or a closed group that 
requires registrations.  

Will you run your group on an ongoing basis or for a limited number 
of sessions focussed on a specific goal?  

Think about how each individual session will be structured.  

Using a semi-structured approach – where each session follows a similar structure, but the 
topic of discussion is different can be a good place to land. This helps the group to feel familiar 
while also allowing for flexibility.  

  

Location & Accessibility:  

Think about where the group will meet. Whether you are thinking 
about hosting an online or face to face group, you will need 
to think about accessibility.  

It is crucial that you think about all aspects of being part of the 
CoP and understand how its structure facilitates the participation 
of your members, rather than restricts it. This includes, but not 
limited to: 

o where the group is held (physical or online space)  

o the format of the group (how information is presented).  

It is important to collaborate with your group to do this. You can start by asking members if 
they have any accessibility requirements or accommodations to 
support their participation in the group.  

Recognise that people are the experts in their own lives and know 
their support needs well. Work with your group to pre-plan how 
they will be supported in the group and be open to ongoing 
discussions to reflect and improve where required.  
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Size:  

It can be tempting to send out lots of invitations to people when you 
are first getting set up. However, generally, a smaller group allows for 
good communication, and it is easier to develop a safe space for 
everyone to share freely. A very large group can be very difficult to 
manage, as discussions can go off track easily, and not everyone may 
get a chance to speak. You know your facilitation ability best, think 
about the group size, you feel most comfortable with and be mindful 
that you can always expand the group.  
 

Diversity & Inclusion:  

Think about inviting people with a variety of experiences, including 
the roles they hold in different organisations. It’s also important to 
include First Nations people, those from culturally and linguistically 
diverse backgrounds, members of the LGBTQIA+ community, and 
those with different experiences of disability in your group to ensure 
that you include all voices in the creation of change in your 
community. Think about what you can do to make your group can be 
a safe and inclusive space for everyone.  

 
Use the space below to brainstorm: 
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Implementing the CoP 

Creating Safe Spaces 
Everyone should have the chance to attend and participate in events and gatherings on an 
equal basis. The way we organise a group can enable this.  
 
It is important to create a space where people can feel safe to share difficult experiences, be 
their authentic selves, be valued and ask difficult questions. This allows people to feel 
comfortable to be themselves and for the group to work towards its goals. It is not just about 
the physical environment, it’s also about the people at the meeting and how they behave.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Think about a group you have been a part of where you had a positive experience.  

• What strategies did leaders use to help you feel safe and included?  
• How will you ensure the same for your group? 

 

Use the space below to brainstorm your ideas: 
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Before the First Meeting 
It is helpful to start building relationships before the group first gets together. You can do 
this in several ways, including.  

• Sending a welcome message to people once they indicate they 
are going to attend.  

• Sending a reminder to group members, approximately one 
week before then the day before.  

• Creating an agenda that lets people know what you will be 
discussing  

• Creating a short bio about yourself to share with the group and 
encourage others to do it also.   

• Make yourself available should anyone have questions they want 
to ask privately.   
 
 

Specific strategies we implemented to ensure that the P-CEP Peer Leadership 
Learning Community was a safe and inclusive space included:  
 
Before the First Meeting: 

Pre-planned semi-structured sessions, then provided information to 
interested participants about the group objectives and what 
participating in the group would involve. This allowed potential 
participants to make an informed decision about whether they wanted to 
join the group.  
 

When participants registered for the group, we asked questions to collect 
information about any accommodations or accessibility 
requirements they would need to participate in an online group. We 
did this well before the first group, so we had time for further discussions 
and had time to put these measures in place. This included: 

o making sure materials, such as PowerPoint presentations and information 
about what to expect in the session, were provided to participants before the 
session in an accessible format,  

o enabling closed captions and  
o providing recordings to participants after the session.  
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At the First Meeting  
It is important to start the group off in the way you wish to continue. How you begin the group 
sets the scene for what is important to the group and the outcomes you are trying to 
achieve.  As a facilitator, you can support safe spaces by taking the time at your first meeting 
to:  

• Welcome everyone and talk about the benefits of shared 
expectations and ensuring everyone is understanding and 
onboard. 

• Explain your ideas for the ‘group rules or norms’ to help your 
group run well, and have everyone feeling included, valued and 
respected, and invite the group to brainstorm what they think is 
important in running a successful meeting. 

• Collecting all the ideas into a list, which becomes a “way of 
being” for attending meetings that is reviewed and reinforced 
at each meeting. 

  
You might also want to think about:   

• Your knowledge: Do your own research about your area, or the types of experiences 
people may have had. This helps you to understand but also helps to call out any 
misinformation  

• Be open and don’t assume: Remember that every person’s 
identity, including sexual and gender identity, experience of 
disability, or level of knowledge may be different. Don’t assume, ask 
if you are unsure, and listen to the answer.   

• Be respectful: Use the language that people tell you they prefer. 
This includes pronouns, how they identify with their disability, their 
preferred names etc. You might consider using these to introduce 
yourself first, as this shows people you are committed to building 
a safe space.  

• Think about who is not in the room: Be sure to listen and 
consider which voices are not being heard. Understand how 
racism, ableism, ageism, religious oppression, and other types of 
discrimination impact people's identities and shape their 
experiences within the community.   

• Advocate: Support and use your voice, skills and privilege to call 
out discrimination, stigma or any disadvantage you are aware of.    

• Listen and understand: Everyone is the expert of their own 
experience. It is important to simply listen and accept what the 
person is saying. Avoid grouping people’s experiences, their 
understanding of self and expression based on a label or title.    

• Call out harmful behaviour or language: Call out any 
hurtful language, remarks or jokes that are inappropriate. Seek out 
other allies who will support you in this effort.   
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Specific strategies we implemented to ensure that the P-CEP Peer Leadership 
Learning Community was a safe and inclusive space included: 
 
At the Meetings:  

Started each meeting with an Acknowledgement of Country and reiterating the group 
rules. Specific rules for our group included:  

o Always use respectful communication – be kind and let everyone 
speak, 

o Turn your mobile phone to silent. 

o Where possible, turn on your camera when speaking.  

 

Completed a check-in activity at the start of each session which involved 
the group breaking up into smaller groups to focus on a specific discussion 
question, then coming back together to share with the rest of the group. This 
allowed for group members to meet and build new connections with 
others in the group. 

  

Always allowing space for but never forcing anyone to share their 
thoughts and ideas with the group.  

 

Enabling multiple ways to participate in the group – e.g. unmuting 
and speaking aloud, using the chat to communicate verbally, communicating 
by typing directly on the screen (in specific activities).  

 

After the First Meeting  
It is a good idea to reach out to attendees and seek feedback after the first meeting, and to 
share any useful resources that might have been used or mentioned.  
  
Some of the things you might ask are:  

• What topic/s the group might like to discuss at the next meeting  

• What was their experience of the meeting (including any areas for improvement)  

o What did they find most enjoyable?  

o Who are we missing that should be invited to the next meeting?  

The answers to these questions will help you build a better environment for the group.  

As the facilitator it is also important to reflect on what went well and what changes might be 
useful for future meetings: 
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Specific strategies we implemented to ensure that the P-CEP Peer Leadership 
Learning Community was a safe and inclusive space included: 

After the Meetings:  

• Gathered feedback from participants regularly about what 
was working well about the group and what could be 
improved. This led to additional strategies to improve the 
accessibility of the group to be implemented, such as 
providing PowerPoint presentations in a low graphic format 
– so that they  
were not visually overwhelming and easier to print.  

 

• Send a follow up email. We included: 
o the recording of the session (this helped people to 

review ideas and supported people who were unable 
to attend to sustain their participation despite 
missing a session) 

o a summary of the session 
o all materials and links discussed 
o details about the next meeting and how to join 
o an invitation to provide any feedback or ask any 

questions to the group facilitators.  

  

Keep 
What went well? 

Review 
What didn’t go as planned? 

Try 
New Ideas to try 
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Leading the CoP 
 
Transformational Leadership is a leadership style in which leaders encourage, inspire and 
motivate others to innovate and create change that will help grow and shape the future 
outcomes (Bass & Riggio, 2006). You can use transformational leadership to lead your CoP 
by:  

Acting as a role model 
This is all about leading by example.  
 
For example, in the P-CEP Peer Leadership Learning Community, group leaders:  

• Engaged in their own self-assessment of risk, capabilities and support needs in 
emergencies. 

• Demonstrated commitment to increasing the 
inclusion and participation of people with 
disability in taking steps to optimise their 
preparedness plans (through peer support/mentoring)   

• Represented the voice and perspective of people 
with disability (rather than self-interest) as a 
disability advocate – willing and interested to extend 
that advocacy to safety and resilience of people with 
disability in emergencies 

This encouraged group members to take similar actions themselves, as they could trust and 
learn from the lived experience of Peter and Clare.   

 

How do you already uphold the values, objectives and actions of 
your CoP?  

Are there any additional actions could you take?  
 

Holding high expectations and inspiring optimism 
This is about recognising the strengths and capabilities of others, having high and 
realistic expectations of what they can accomplish, and celebrating their efforts they are 
making.  
 
For example, in the P-CEP Peer Leadership Learning Community, group leaders:  

• Shared openly and truthfully about their own peer 
leadership journeys to provide guidance and hope to 
group members.  

• Encouraged all group members to self-assess their current 
level of confidence and competence to be a peer leader 
and imparted genuine belief in their capacity to become a 
leader.  
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Think about what you are hoping group members will gain from 
attending your CoP  

What do you hope they will do?  

How will you encourage them to persist towards these goals 
without pressuring them?  

 

Having a strong understanding of the needs of others 
This is about recognising and understanding the individual differences and needs of each 
person in the group and acting to support those differences and needs.  
 
For example, in the P-CEP Peer Leadership Learning Community, group leaders:  

• Built relationships with each individual group member, as well as the group as 
a whole. 

• Acknowledged each group member as the expert of their 
own life and followed their lead to implement 
accommodations to support meaningful participation. 

• Matched the content of the group to the needs and 
interests of group members, e.g. sourcing guest speakers 
who would be able to answer questions that the group had.  

 

How will you develop a comprehensive understanding of the needs 
of each individual in your CoP?  

How will you ensure their needs are being supported?  

 

Asking questions and thinking in new ways about a problem  
This is about approaching problems with curiosity, creativity and collaboration.  
 
For example, in the P-CEP Peer Leadership Learning Community, group leaders:  

• Validated the challenges experienced by group 
members and sought to obtain a full understanding of the 
situation before offering suggestions or solutions.  

• Valued the ideas and experience of all members of the 
group, equally, and encouraged a culture of collaborative 
problem solving.  

 

How will you use curiosity, creativity and collaboration to 
support members of your CoP to solve their own problems?  

Who will you turn to if you need more support?  
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Growing Your CoP  
Now that you have momentum in your group, you can't just ‘set and forget’. It is important the 
peer group keeps working well, because this will keep people coming.  
 
Ultimately, the goal is for the group to achieve self-direction and sustainability. If you 
engage in capacity building from the start, you have a much greater chance of achieving this.  
  
Most well-run groups have a life cycle, moving from formation to self-sufficiency. This is a 
great goal to have as the group is then less reliant on variables such as funding and prevents 
all the work from falling to one individual.  
      
Effective facilitators will:  
 
1. Create a welcoming space:  as much as possible make sure the 

place you meet is comfortable, meets people’s accessibility needs, 
and able to freely move around. Being inviting is not just the physical 
space, ensure you too are welcoming, and work on building rapport 
and trust with group members.  

2. Set the context for the meeting: ensure people know at the 
beginning why they are there, what they will be doing at the meeting, 
and review (if necessary) the rules of the group. If giving instruction, 
keep it short and to the point.  

3. Encourage participation: ensure everyone in the group is given 
the time and space to have their say, in a respectful and open way.  

4.  Be comfortable with silence: allow time for people to think 
about the topic being discussed, or to form an idea.  

5. Learn from the group: keep your questions or discussion points 
open and broad, try not to let your own opinion steer the direction of 
the conversation.  

6.  Avoid dependence:  the group should be able to work without 
you, so make it your goal to enable participants to learn the 
techniques you use to be able to step in and operate independently  

7. Be aware of time and pace of the meeting: be aware of group 
members energy levels, vary the pace of the meeting/conversation. 
You may need to slow things down, or speed things up. Make sure 
you finish on time and adjust the agenda if necessary to do so.  

8.  Close the meeting: thank all participants for their input, 
contributions and energy in making the meeting a success and let 
them know when next you will meet!  
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Re-Energising Your Group 
It’s important to note that all groups go through periods of low interest or energy, but 
groups can also reach the end of their usefulness.  
 
The first question to ask may seem like a big one, but it’s important to know what the group 
feels is the reason for low energy. Perhaps the group is no longer needed, and it is time 
to let it go.  
  
If there is appetite to continue, you might want to consider working through the following 
steps  
 
 

 
 

 

Considering a Conclusion 
Sometimes, groups reach a point where they have fulfilled their purpose and are ready to 
say goodbye. It is very important that the group discusses and confirms any sense that the 
group is no longer useful. It would be very disrespectful to discontinue if others feel that it is 
still useful to them. If there are only one or two people who still find the group useful, this need 
can be met in other ways (see below). If all agree that it is no longer useful, then it is also 
important to consider whether the group can be re-purposed. If a review sees no new purpose 
emerging, then yes, it is time to let go.  

  
If this is the case, there are some steps you should take to ensure the history of what was 
achieved is not lost, and that those who took part leave feeling valued.  
 

Review your 
group's purpose 

and goals
Recruit new 

members
Establish new 

roles

Seek advice Brainstorm with 
the group

Change things up 
(new venue, time, 

stucture)

Add new activities Invite guest 
speakers

Reflect and 
Celebrate!
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• Completing tasks for winding up your group e.g. reports to 
funders, closing bank accounts, discontinuing social media or a website, 
returning equipment etc. Write a list and make sure the group has met 
all its responsibilities   

• Capture the collective learning. Why did the group achieve what 
it did? How did it do this? Perhaps a member could write this up, or 
record it graphically, or make a short video, and publish on social 
media, or share with all the group’s members and supporters, and with 
other groups   

• Capture individual learning. What has changed for people 
because of the group? What can they do now that they couldn’t before? 
Perhaps this could also be written up or recorded in some way and 
shared   

• Honour individual contributions. A gratitude or 
acknowledgment circle at the last meeting, where everyone’s unique 
contribution is spoken to them by others will leave everyone feeling 
great about what they achieved individually   

• Acknowledge the contribution of the group. A farewell 
celebration where people tell stories and show photos and archival 
materials will give members a good way to close off the group  

• Honouring the contribution of supporters. Use your contact 
lists, look back over speakers, think about who is in your support 
network, think about who has donated to the group, or supported it or 
members in any way. Make sure to thank them and share the 
achievements of the group with them, so they can see what they have 
contributed to.  You could also invite your supporters to the farewell 
celebration to thank them for their support   

• Think about what the work might be now in your 
community. If a group, even a re-purposed one, is no longer useful, 
what will be? Who do you know who might do this, or help you do it? 
You will have a great place to start with all you have learned and the 
connections you have made through the group  
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Appendix Item 1: What to Expect Example 
 
How can I participate in the meeting?  
You can participate in any way you feel comfortable. We understand that everyone has 
different needs.   

When you are participating, you can use the chat function instead of speaking 
(comments will be read out as some people will just need to listen). The hosts will ask 
for any comments from the chat to be read out throughout the meeting.  

Our meetings are a safe space, where it’s okay to:   

• have your camera off  
• use the chat function instead of speaking (comments will be read out as 

some people will just need to listen)  
• move around and stim, or use sensory tools   

To help everyone feel comfortable we will:   

• regularly take a 10 to 30 second pauses to allow people to process 
information  

• help ensure you have your say, the hosts will periodically ask if anyone 
would like an opportunity to share their view if they have not yet had the 
chance to do so.   

• If you are finding it difficult to find space to talk – use the virtual raise hand 
function or raise your hand in the room. The host can then give you space to 
talk.   

To give everyone a chance to contribute and be heard, please:  

• respect that everyone has different experiences, perspectives and opinions  
• allow everyone to talk and provide their input  
• avoid acronyms and jargon, if mentioned please spell them out or type them 

into the chat so everyone can understand what you mean  
• respect people’s pronouns and language preferences e.g. person on the 

autism spectrum, an autistic person  
• use strengths-based language that promotes understanding and acceptance 

of disability.  
•  

Will the meeting be recorded?  
The meeting will be recorded so that the project team can collect information.   

At the beginning of the meeting, one of the hosts will advise that the meeting will be 
recorded  

The recording will not be shared with anyone outside of the group and project team. If 
you don’t want to be recorded, you can leave your camera off.   
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Can I take a break?  
You are welcome to take breaks at any time whenever you wish to. If you need help a member 
of the team is happy to assist you.   
 
What if I have technical difficulties?  
We will have IT support available to assist. You can send a message in the Zoom chat function 
or email (INSERT EMAIL ADDRESS)   
 
Will I need to have my camera on or off?  
You are welcome to join and take part in the meeting with your camera on or off. It is helpful 
to have your camera on when you are speaking to assist group members who lip read.  
 
Will there be captioning?  
We will have automated captions. You can turn them on in the menu bar at the bottom of the 
screen in Zoom select the three dots “More”, select “Captions” from the menu.   

 
 
Will there be Auslan interpreters?  
We do not have Auslan interpreters pre-booked for this meeting.   
If you need an Auslan interpreter please email (INSERT EMAIL ADDRESS) to arrange an 
interpreter to be booked for the meeting.    
 
Who will be attending?  
People at the meeting will include: facilitators (INSERT HOST 1 NAME) and (INSERT HOST 
2 NAME), technical support person (INSERT TECH SUPPORT NAME), and other people 
who have registered for the event.   
 
How will the meeting run?  
The meeting will be hosted by (INSERT HOST 1 NAME) and (INSERT HOST 2 NAME) and 
will run for (INSERT DURATION).   
We will start with an Acknowledgement of Country.   
Then (INSERT HOST 1 NAME) will talk about the session and housekeeping.   
We will also be providing you with some information about (INSERT TOPICS) 
We will ask you to take part in two activities and there will be a chance to ask questions at 
the end.   
Activity one will be meeting other people and talking about last weeks question in breakout 
rooms  
Activity two will be writing your thoughts about building community using the Annotate 
function in Zoom. We will show you how to use it. You can also speak your answers or write 
them in the chat It will not be lots of writing, only a few words.  
We will then have a group discussion where people can ask questions.  
At the end of the meeting, we will set a small task for you to do in between meetings. It is up 
to you if you wish to complete the task.   
We will talk about the next meeting and who you can ask for help if you need it.  
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Breaks  
We will take a ten-minute break halfway through the meeting.    
Please turn your camera and microphone off during this time.  
Please do not leave the meeting.  
 
Am I required to speak during the meeting?  
You can participate in any way you feel comfortable. We understand that everyone has 
different needs.   
You can use the chat function in Zoom instead of speaking if that is how you prefer to 
contribute (comments will be read out as some people will just need to listen).  
The hosts will ask for any comments from the chat throughout the meeting.   
You may ask questions at any time – use the virtual raise hand function or raise your hand in 
the room. The hosts (INSERT HOST 1 NAME) and (INSERT HOST 2 NAME), supported by 
(INSERT TECH SUPPORT NAME) will work to make sure everyone gets an opportunity to 
contribute to the meeting.  
 
What if my question doesn’t get answered in the meeting?  
If your question is not answered in the meeting, or if you have questions after the meeting, you 
can email the project team at (INSERT EMAIL ADDRESS). 
The project team will send out an email after the meeting with answers to questions that were 
not answered in the meeting.   
 
Who can I ask for help?  
During the meeting, you can ask (INSERT TECH SUPPORT NAME) for help by emailing 
(INSERT EMAIL ADDRESS) or asking in the chat.   
After the meeting you can email   
(INSERT HOST 1 NAME) at (INSERT EMAIL ADDRESS)  
(INSERT HOST 2 NAME) at  (INSERT EMAIL ADDRESS)  
(INSERT TECH SUPPORT NAME) at (INSERT EMAIL ADDRESS)  
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Appendix Item 2: Session Reflection Template 
 

Description 
Where and when meeting 
took place? 
Who was involved, what 
role did they play? 
How was the sequence of 
events? 
Did the meeting have the 
expected purpose and 
outcome? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Feelings 
When thinking about the 
event what emotions come 
to mind? 
What was your gut 
response to the events of 
the meeting? 
How might others have 
felt? Did you observe any 
reactions or get specific 
feedback about the 
meeting? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Evaluation 
Objectively evaluate the 
meeting 
What went well? What 
didn’t turn out how you 
expected? 
Was the meeting overall 
positive or negative? Do 
you have any examples? 
How did your actions 
contribute to the success 
or challenges faced? 
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Analysis 
Why do you think the 
meeting turned out the way 
it did? 
What were the underlying 
factors that contributed to 
the outcome? 
Do you have a theory on 
why the meeting turned out 
the way it did? 
Can you think of another 
way things could have gone 
that would have changed 
the outcome? 
 

 

Conclusion 
Reflect on what you have 
learned from this meeting. 
Think about what could 
have been done differently.  
Were there any missed 
opportunities or areas of 
growth?  
What skills can I develop 
for future meetings 
 

 
 
 
 
 
 
 
 
 
 
 
 

Action Plan 
Based on your reflection, 
what will you change next 
time? Be specific with a 
plan to implement. 
What practical strategies 
may help prevent negative 
outcomes? 
How has your reflection 
impacted your future 
planning and approach 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
Gibbs G (1988). Learning by Doing: A guide to teaching and learning methods. Further 
Education Unit. Oxford Polytechnic: Oxford. 
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