WHAT KIND OF WORLD…?

Compiling Lessons Learned 

In Implementing the Programme

Purpose:


This document is developed as a guiding principle to the new Regional Coordinators for the What Kind of World…? programme across Canada. It is not in anyway a rigid prescription of what must be done, but a document that offers guidelines on process of observing and recording pertinent information to inform on the process, including challenges and successes, in implementing the WKOW programme at regional levels. Lessons learned from each region will be combined with those learned by UNA-Canada in the five phases of implementing the programme, documented and shared with interested stakeholders, most particularly, with the Canadian International Development Agency (CIDA). Regional Coordinators’ names and contact information may be appended to the final “Lessons Learned” document.

Lessons will be gathered on:

1. Relevance of Programme Content

2. Delivery style of Workshops

3. Process of recruiting, training and retaining volunteers 

4. Engaging the education community at various levels 

5. Building collaborative partnerships towards programme decentralization

6. Parental/guardians’ involvement in understanding and promoting international cooperation

Why Documenting Lessons Learned?

· Transfer what is learned in one region to another

· Prevent reinventing the wheel (recurrences) and improve on implementation

· Capture information for use in planning for future initiatives

· Provide feedback and continual improvement of the programme

· Create a retrievable document to share with interested stakeholders, including funders of the programme.

Challenges of Compiling Lessons Learned

· Knowing what to look for, without making the mistake of only looking for information that support your assumptions
· Clarifying audience and purpose
· Being able to discern between useful and irrelevant information
· Summarizing information
 Issues to Consider while compiling Lessons Learned

· Who is the audience?
· Is the information important to others
· How will the information be used?
· Can the information be validated for factual accuracy?
· Should the reader take any specific actions?
· What are the immediate, and long-term use of information gathered?
Sources of Lessons Learned

· Daily Activities/observations

· Reports and updates from local volunteers

· Feedback received from programme participants

Writing Tips

· Use reader friendly language (less jargon)

· Avoid using slang

· Minimize the use of acronyms

· Use active verbs

· Avoid long and cumbersome sentences

· Ensure objects and pronouns are clear

· Avoid using personal names

· Verify the sensitivity of information

· Check for similar events, which may indicate a trend

· Be selective about materials included

· Stick to pertinent facts

· Provide sources for additional information

· Avoid judgemental statements

· Provide only verifiable facts

Recommended Actions

· Make specific action-oriented recommendations

· Avoid vague, sweeping statements

· Consider the need for preventive action to avert a negative situation from recurring

· Identify improvement actions to encourage implementing good practices

Contacts

· Be sure to include appropriate contacts, such as yourself, volunteers, UNA-Canada staff, educational officials, school-personnel, parents/guardians, for readers to follow up with, if necessary, to find out more information.
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