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Description: What happened?
Feelings: What were you thinking and feeling?
Evaluation: What was good and bad about the experience?
Action Plan: If it happened again, what would you do?
Analysis: What did you learn from the experience?

	Description: what happened? 


	Feelings: what were you thinking and how did it make you feel? 


	Evaluation: what was good and bad about the experience? 


	Analysis: what did you learn from the experience? 


	Action plan: if it happened again, what would you do the same and differently? 




You might want to share this with your colleagues and/or line manager. 
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