Team Final Attributes of a Good Lessons Learned 5/6/2009

New, Significant, Clearly Stated Lesson, Fields Filled In, Accurate and

Attributes-to-Strive-For Credible Information, Enough Detail Determine Relevance, Actionable,

. EaslyShared

O Contains new information related to adverse experiences and how to prevent them or related to best practices
and how to apply them

O Contains a strong Lessons Learned Statement that communicates to readers what to do and why it is important
using language that they can easily understand and relate to

O Is associated with preventing a significant adverse consequence or enabling a significant improvement in
performance

O Isfocused on a single lesson or a collection of related lessons to facilitate clarity of communication
O Contains information that has been validated to be accurate and communicated by a credible source

O Includes a brief discussion of the background information and any actions that were taken to help the reader
understand the context surrounding the experience and whether it is relevant to them

O Includes actions that are recommended for others to prevent a similar occurrence for the situation as described
in the lesson or one that is closely related

O Includes a brief discussion of any analyses performed to help the reader understand the basis for the
recommended actions

O Identifies schedule delays, labor, or other costs or consequences that were experienced or avoided so that the
reader can assess the potential value to them

O Includes source and reference information to enable readers to follow up if they need so to do

O Includes categorization information and the key words that may help others find the lesson when searching
Includes clearly stated facts

O Identifies relationships to compliance requirements or processes, if applicable
O Is timely related to operations and activities across the DOE

O Isinan electronic format that is accessible and printable using typical desktops

Attributes-to-Avoid: Opinions, Irrelevant Details, Only Communicating Event or Experience

Details, Too Many Incomplete Fields, Restrictions On Sharing

O Includes judgments or opinions not supported by analyses

O Includes irrelevant details or a lengthy listing of chronology or procedure details where a general description
would be adequate to provide sufficient background for the reader to understand and apply the lesson

O Includes a discussion of the event in the Lessons Learned Statement

O Includes blank or only partially completed fields that may causing the reader to question the credibility of the
information

O Communicates only what happened without communicating a lessons learned and how work can be done
differently in the future

O Includes restrictions on sharing that make it difficult to use the learning across the DOE

O Includes jargon or acronyms that are not common across the DOE or that may be difficult for the reader to
understand
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Writing a Good Lessons Learned Statement:

This is more important than people think. Some organizations perform
their screening for relevance and significance using only the Lessons
Learned Statement, so if it is not well written, others may miss the
opportunity to implement a useful lesson.

Recommended structure for a Lessons Learned Statement - three
sentences:

e Sentence #1

— Starting with an action verb

- State what actions need to be taken
e Sentence #2

- State what the general problem is that the actions address
e Sentence #3

- State what consequences you experienced or avoided

Example of a Good Lessons Learned:

“Perform pre-operational checks on rental lift equipment to ensure that
safety-related controls are operational. Rental equipment has been often
found to have multiple non-operational controls after it has been delivered
for use. This has resulted in at least one near-miss at XX, in which a lift
boom tipped over partially due to control system failures.”

Examples of Weak Lessons Learned:

“You should always follow procedures, because if you don’t you will run
into problems.”

“Don’t open an energized electrical cabinet.”
“Always [do the right thing]”

“Never [do the wrong thing]”



Team Final Attributes of a Good Lessons Learned 5/6/2009
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Three sentences. First, identify any actions taken or needed. Second,

J
ﬂ s s identify the problem they address. Third, any consequences or benefit.
Discussion:

Office of Haoilih, Safely and Security

A few sentences to a few paragraphs that provide the reader with
enough background information to understand what was experienced
and whether it might happen in their organization. This might include

relationships to compliance requirements or processes.

Analysis:

A paragraph or short simple listing of any analyses performed to help the
reader understand the basis for the recommended actions

Actions:

A short listing of actions taken and any additional/other actions
recommended to help others prevent similar experiences or to achieve

Savings:

A brief statement of the impacts associated with the experience or the
benefits to be realized, in dollars, effort, time, or similar quantifiers.
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