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lesson learned is when an event has Capture the lesson.
a positive or negative occurrence. It
is essential not just to acknowledge
that an event has occurred, what
was learned from it, good or bad, to
prevent the negative event from
happening again or to repeat a posi-
jve event making the lesson learned
eful. Lessons learned are a vital
of continuous improvement be-
cause they are a competitive advan-
tage for businesses. When lessons are not learned or
documented, they can be re-learned, potentially costing

an organization time, money, quality, or resources in ] ) ) o
rework. What is meant by honest is that while not assigning

blame, you state how the situation occurred so ensure it
is fact-based. You need to capture the background of
how the lesson learned occurred. If you don’t capture it
as it is happening or just after it appears, you will miss
the tiny details. If a lesson is not captured while it's occur-
ring, you may want to implement a rule where the team
takes time to evaluate if a lesson learned should be
acknowledged at the end of each day. If daily is too ar

The best way that | have found to capture the knowled-
ge of lessons learned is to write things down in the mo-
ment. This helps in situations to prevent forgetting what
the pain points were in that lesson that you learned.
When connecting the lessons learned to the success or
failure of a task or project, capture these lessons as ho-
nestly as possible. Keep in mind that not all lessons lear-
ned are real lessons learned. It may be that a team mem-
ber just forgot how to do something and the rest of the
team helped them recover from the oversight. Carrying
around a notebook is the easiest way to capture those
details.

Every organization should have a lesson learned pro-
gram or process to help assess successes and failures.
A primary point of contact (POC) should lead the effort
with personnel, call them knowledge managers, to weigh
in on each department or division. The following is a pro-
cess to capture, document, implement, and revisit les-
sons learned to make them useful.
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duous, then go no more than weekly,
with every team member spending 10
minutes reflecting on any lessons
they learned or captured in
their notebook.

Use formality
when documen-
ting.

Now that you have
captured the
knowledge, you ne-
ed to decide where it
will be documented
for future use. Are
you going to put it in
a business process
management sys-
tem? Are you going
to put it into a training
file to teach later? Are
you going to make it
required reading for
those preparing to
execute similar pro-
jects who may use it?
These questions are
important to consider
since documenting
knowledge is not helpful
if it isn’t used later.

Here’s an example of one lesson
learned that | have used previously:

Issue: Weekly data analytic repor-
ting is not being completed on time.

Discussion: Data collection is hin-
dered due to access to a system that
requires the customer to data the da-

ta to the contractor to analyze. The

contractor cannot gain access to
the system. This delay restricts
the time the contractor has
to perform the data
analytics.
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Keep in
mind that not all
lessons learned

are real lessons

When you document it
you also need to say
why it’s important, what
occurs to make it impor-
tant enough to capture,
and what future use you think it'll ha-
ve. It's not just writing a lesson lear-
ned, it's about having an accurate
recall of why it was determined it was
a lesson learned, the discussion as-
pects of it, and any recommendati-
ons.

This fact-based script below is how
lessons learned were documented
when | was in the military and how |
write lessons learned now:

Issue: In one sentence, state the
problem.

Discussion: In one paragraph, sta-
te the background and why the pro-
blem was or is a problem.

Recommendation:
State how the problem
was solved or recom-
mendation(s) to solve
the problem.

learned.

Recommendation: Standardize a
timeframe to gather data with requisi-
te permissions to allow the contractor
to perform data analysis and submit
required reports on time.

Using this format removes emotion
from the process, allowing the organi-
zation to use a fact-based approach.

Ensure accessibility.

Now that you have captured and
documented the lessons learned,
consider storing it for future use. The-
re is no use in writing a lesson that
was learned if you don’t intend to use
it. You can often keep knowledge in a
SharePoint portal, but you need to
have somebody responsible for upda-
ting that knowledge. You will also ne-
ed to ensure the people who will need
it in the future will have access to it
since it does no good to capture the
knowledge of lessons learned if no
one knows it’s there or can access it if
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they do.

Standardize revisiting the lessons.

Whether you put the lessons lear-
ned in a database or have a method
of sharing them through training, you
will need to revisit the lessons learned
on a routine basis. This helps to en-
sure you don’t have repeats (or les-
sons re-learned) in the database. It
also helps to ensure you are training
appropriate lessons learned. Some
lessons learned may be outdated if
the system or metric you are trying to
achieve has been changed.

Once
you've
agreed on
a timeline to
revisit previ-
ous lessons
learned, the as-
signed POC or a
community of practi-
ce oversees the pro-
cesses. The knowledge
managers familiar with
their department or divisi-
on’s lessons learned can
provide insight into the previ-
ous lessons learned submis-
sions. This also supports the
program to not fall onto one indi-
vidual’s plate and creates buy-in
throughout the organization. If not
evaluated regularly, the program will
grow stagnant and fail when needed.

Conclusion

Lessons learned are essential for
organizations to capture, document,
implement, and revisit. This process
ensures that an organization formally
acknowledges the good and bad of a
project or process. The issue, discus-
sion, recommendation format is one
format that is useful for documentati-
on of lessons learned.

More importantly, organizations find
a method that works for them to pre-
vent loss of time, money, resources,
and the quality of the product or servi-
ce they are providing to their custo-
mers or a process internal to the or-
ganization.

Finally, consider including this pro-
cess in your business process mana-
gement system so all employees un-

derstand it and can support it. M



