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Retrospective Meeting Template

What is Retrospective Meeting Template?

A Retrospective Meeting Template, also known as a Sprint Review or Retro Template, is a
structured framework used in Agile and Scrum methodologies to reflect on past experiences,
identify areas for improvement, and implement changes to enhance future performance.

Purpose:
The primary goal of a retrospective meeting is to:

1. Reflect: Reflect on the recent sprint (usually 2-4 weeks) or project cycle.
2. Identify: Identify what went well and what didn't go so well.
3. Improve: Implement changes to improve future performance.

Retrospective Meeting Template:
Here's a basic template to guide your retrospective meeting:
l. Introduction (5 minutes)

1. Welcome participants and explain the purpose of the retrospective meeting.
2. Set clear expectations for the discussion.

Il. What Went Well (15-30 minutes)

1. Ask each participant to share something that went well during the sprint or project cycle.
2. Encourage sharing of successes, achievements, and positive experiences.
3. Use a facilitation technique like “Start, Stop, Continue” to guide the discussion.

I1l. What Didn't Go Well (15-30 minutes)

1. Ask each participant to share something that didn't go well during the sprint or project
cycle.

2. Encourage sharing of challenges, obstacles, and areas for improvement.

3. Use a facilitation technique like “What would you do differently next time?” to guide the
discussion.

IV. Identification of Themes (15-30 minutes)

1. Help participants identify common themes or patterns in their shared experiences.
2. Ask questions like:
o What are some common challenges we faced?
o Are there any areas where we could improve our processes or communication?

V. Action Items and Commitments (10-20 minutes)

1. Based on the identified themes, ask participants to commit to specific action items or
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changes.
2. Ensure that each action item has a clear owner, deadline, and expected outcome.

VI. Closure (5 minutes)

1. Summarize the key takeaways from the retrospective meeting.
2. Emphasize the importance of implementing the agreed-upon changes.
3. Schedule the next retrospective meeting to review progress.

Example Retrospective Meeting Template:

You can use a more structured template, like this:

What Went Well What Didn't Go Well

Theme 1: Communication* * | We had
regular team meetings. | We didn't Our development We encountered issues
communicate the changes in the rocess was efficient with testing and
requirements clearly. | | Theme 2: P " |debugging.

Process* *

This template helps participants to focus on specific areas for improvement and provides a
clear structure for the retrospective meeting.

Tips and Variations:

1. Use different facilitation techniques, such as “Round Robin” or “World Café,” to
encourage participation and creativity.

2. Consider using sticky notes, whiteboards, or other visual aids to facilitate brainstorming
and idea generation.

3. Allocate sufficient time for each section of the template.

4. Ensure that all participants feel comfortable sharing their thoughts and opinions.

5. Document the agreed-upon action items and changes in a shared repository.

By following this Retrospective Meeting Template, teams can effectively reflect on past
experiences, identify areas for improvement, and implement changes to enhance future
performance.

template

Retrospective Meeting Template

Date:

[Insert Date]
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Attendees:

e [Name 1]
e [Name 2]
e [Name 3]
e [Name 4]

Meeting Purpose

To reflect on the past iteration/sprint and identify areas for improvement, successes, and
actionable next steps.

Agenda

1. Set the Stage

o Welcome and introduction
o Purpose of the retrospective
o Establish ground rules

2. Gather Data

o What worked well?
o What didn’t work well?
o Any surprises or insights?

Techniques:

o Start-Stop-Continue
o Mad-Sad-Glad
o Timeline

3. Generate Insights

o Discuss the data collected
o |dentify patterns or trends
o Unpack the 'why' behind successes and challenges

4. Decide What to Do

o Create actionable items
o Prioritize items to tackle next
o Assign owners for each action item

5. Close the Retrospective

o Recap the key points and action items
o Gather feedback on the retrospective process
o Appreciate team contributions
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Action Items

(-

Feedback

e What went well in this retrospective?
e What could be improved for next time?

Export as PDF

Related:

¢ Al (tools, trends and more)

External links:

e LINK
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