Activity Debrief Form – Example from Alpha Phi Sigma
Within one week after each society activity/contest/event, complete the chart below in point form and email it to your Staff Advisor.
	[bookmark: _GoBack]ACTIVITY: Wrongful Conviction Day
	EFFECTIVENESS (out of 5): 5
	

	Successes
	Challenges
	Next Time
	Budget

	· Able to get materials prepared on time for event
· Successful turn out of Rookie volunteers 
· Successful distribution of event flyers
· Very Engaging speaker
· Very informative and insightful 
· An invaluable addition into program and courses
· Good turnout of students 
· Students remained engage throughout presentation and had plenty of questions prepared
· A great experience and glad to have met Jamie Nelson
	· Getting students involved with the event
· Booking atrium space due to construction
· Room booking. We had RM 424 booked, however it was overbooked with DECA who had it until 5pm
· Requested alternative room, moved to 425 and had to move back to 424 at 12 when DECA took lunch
· Confirming attendance numbers ahead of time based on RSVP
	· Prepare volunteers ahead of time with more material to inform students about the issues of wrongful conviction
· Confirm room availability a week before event
	Approved budget: $100
· $50 for food
· $25 for coffee & donuts
· $25 for Snapchat geofilter

Spent: $50.69
$2 – supplies
$13 – Tim Hortons
$36 – Snapchat geo filter

· Spent less because Justice Studies paid for catering for lunch

	Additional Comments:
	· None




Activity: What was the activity that took place?

Effectiveness: On a scale of 1 to 5, how effective was the activity/event/initiative?
1 – Not effective at all. We would not recommend organizing this activity again.
2 – Idea was good, but will need significant modifications if the society plans to run it again.
3 – Neutral
4 – Somewhat effective. We would organize the activity again with some changes.
5 – Very effective. We would be very comfortable with replicating activity as is.

Successes: Which aspect(s) of the activity do you consider a success? Think about the planning stages, the execution phase and the follow-up.

Challenges: Where did you encounter challenges during the planning, execution and/or follow-up phases of the activity?

Next Time: What would you do differently if you were given the opportunity to re-plan the activity?

Budget: If you spent more or less than your approved budget, please explain why.



