Key Learnings / Actions Record
PURPOSE of the Document: The intention of the document is three-fold:

· To inform: the chart acts as a simple documentation tool which allows committee members to record challenges and actions throughout the development a  project. Following the completion of the first year the document can also be used to inform upcoming initiatives about challenges to expect and potential actions. 

· To acknowledge contributions of stakeholders across numerous themes: In the spirit of collaboration our work seeks to engage community and access the strengths of participants. Often a lot of “behind the scenes” work occurs in order for any initiative to be successful. The document can serve as an acknowledgement of the numerous tasks and challenges undertaken throughout a community based project.

· To celebrate: The document can serve as a reflective record – the act of “looking back” can often be satisfying for us to see the work we have accomplished and challenges overcome.

NOTE: the document is NOT intended as a monitoring tool – rather it is designed to forward the programs learning’s and provide a structure in which to record accomplishments as we move forward. One potential use of the document is for stakeholders to work in sub-committees related to each of the themes.

Key Terminology:

THEME: The heading used to categorize issues/challenges that are related or likely to share common or complimentary actions and a common accountability. 

Key Accountable: The person or group that will be responsible for updating/reporting on the actions and progress. The key accountable is a person or group most likely to contribute to forwarding or influencing actions which move the program towards identified ideal outcomes.

Issue/challenge: An identified issue/challenge related to the theme. The issue/challenge is not seen as an obstacle but rather a challenge that if resolved will move the project towards it’s objectives.

Current State: Identifies the current circumstances the program working within in relation to the identifies issue/challenge
Ideal Outcome: The state in which the issue would be resolved.
Action: Specific actions taken by stakeholders that move the program towards the identified ideal outcome.
Progress Achieved: A record of progress achieved towards the ideal outcome – recognizing that, despite efforts, the ideal outcome is yet to be achieved but the actions have progressed towards resolving the identified issue.
Date: Date the progress was recorded (i.e. year-end)
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