Wrap-Up and Feedback

Housekeeping — 101 — Low Trust — 10 mins — szp.quide/wrapup

Materials Setup
e Participant feedback forms e N/A
o Self feedback form

Facilitator Framing

Wrapping up the workshop is important in order to provide a sense of closure to the
experience, review the material covered, and initiate thoughts around next steps.

We recommend asking for feedback that you know you will use. If you are looking to
change/alter the content material, ask for feedback on the content, if you want feedback on
your facilitation process, ask for questions on your facilitation. Do not ask for feedback you are
not going to meaningfully use.

Goals & objectives

Wrap up the program by summarizing the takeaway points from the different aspects of the
training.

Remind participants the events of the training giving them a chance to reflect on what they've
experienced and learned over the course of the program.

Opportunity to make any last points or take-aways.

Opportunity for participants give feedback on the training that will help the facilitator grow
and develop the training in the future.

Process Steps:

Let participants know that we are going to be wrapping up the training.

Summarize the activities that you did during the training, the main takeaway points that you
want participants to leave with, and what they can do from here to continue being and
becoming better allies. Some points you might want to include are:

e encourage participants to continue to continue these conversations outside of this
space

e encourage participants to inquire and address negative/hurtful language/assumptions,
even when they are nervous

e Encourage participants to continue to educate self/others on these and other social
justice issues
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3. Let them know that in a minute you'll be looking for their feedback. Let them know what you
will use the feedback for and how important it is to growing and bettering the trainings in the
future (this will encourage folks to give meaningful feedback).

4. Hand out feedback forms and let participants know where to put them when they are done. If
you'll be sticking around the workshop for questions afterward let participants know that as
well. Any additional information you want your group to have be sure to share before passing
out feedback forms.

Modify the feedback form to fit your needs and interests and for the participating group.

Remember: ( ) is critical to you improving
as a facilitator. We wrote a whole article on it we think it's that important. So while it can be very
tempting to forget or not do this part, your future self will thank you! You can even do it while your
participants fill out their feedback forms!

It is very easy to forget to or not prioritize Wrap-up as a part of the training. However, if you have a
decision between doing another scenario or wrapping the workshop up in a meaningful way we
encourage you to choose Wrap-up. The training will feel much more complete when you give a little
summary at the end and provide some context for next steps. Wrap-up also increases the quality of
the feedback you receive as you have just reminded participants all of the different aspects that you
covered the training.
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Participant Feedback Form

Please answer honestly :)

What is one thing that you learned from the training today? What did you enjoy about today's
training?

What could be improved for the next time this training is facilitated? How do you think this training
could be improved?

Who would you recommend this training to? What would you say to get them interested?

Additional feedback for the facilitators? This could be in regards to material covered or the facilitation
process.
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Facilitator SELF Feedback Form

Reflection questions for you to complete at the end of your facilitation

We often think to ask Complete this form
our par!:i,::ipants & when you hand out Set aside time & plan to Get an editable version
co-facilitator for participant feedback take action on this of this form, and other

feedback, but we have forms. They give you feedback. Don't just resources, free at
just as much good insight feedback, while you give reflect - use it! TheSafeZoneProject.com
to offer ourselves. you feedback.

What went well?

What could have gone better?

What aspect of the training do I want to change? How do I want to change it?

What aspect elicited the most learning for the group? How can I recreate it?

What questions or moments was I unprepared for? What follow-up What follow-up did I promise
do I need to do before next time? o
participants?

Anything facilitation-wise I want to change, or try out, next time?

Final thoughts for next time?
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