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University of Bath Cold Debrief Template

This cold debrief should be held between one and two weeks after the incident. The Organisational Resilience and Business Continuity Manager will routinely facilitate this. It may be facilitated by another appropriate individual who has an awareness and understanding of the incident but was not extensively involved in the response. This is important in order for the facilitator to maintain impartiality.
A minimum of one hour should be booked for the debrief and it can take place in-person or online.
The following questions should be explored during the debrief.
	1
	What happened?

	2
	Why did it happen?

	3
	What worked well?

	4
	What did not work well?

	5
	What can be done to prevent a repeat incident or improve the response in the future?

	6
	Actions, owners and timeframes for completion.



Notes must be taken by a nominated individual with a report subsequently created and shared with participants and others as appropriate. The debrief report template is provided in the appendix of the IRF. The debrief may be recorded and transcribed if carried out online to aid the report writing process.
The aim of the debrief is to discuss the incident and response in a structured way to extract learning which can be used to prevent further similar incidents if possible and / or strengthen the organisational response in the future. 
The debrief should be held in a no-blame environment, looking at processes rather people. Attendees should be made to feel welcome and informed that their participation is appreciated. If an invited individual is unable to attend, they may send an appropriate colleague to feed back on their behalf and / or submit written comments to the debrief facilitator to be raised in the debrief and included in the subsequent report.
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