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Survey & Focus Group Debrief Checklist 

Date Completed: Prepared By: 

Introduction 
This debrief worksheet is designed to help you and your team turn raw input from surveys, 
interviews or focus groups into clear, actionable insights. Use it to guide your reflection, 
structure your discussions and ensure that your findings directly inform the next stage of your 
practice analysis. 

Before the Debrief 
Prepare your team to lead the conversation with context and purpose 

Revisit the original mission and objectives of the practice analysis 

Review the data collection tools used (survey structure, interview guide, etc.) 

Confirm response rates and SME/focus group diversity 

Identify any data integrity or limitations 

Prepare summaries, charts or key findings for review 

Leadership Lens: Clarify what the data is intended to measure. Look beyond the 

numbers to emphasize alignment with relevancy to practice and organizational goals. 

During the Debrief 
Guide thoughtful interpretation beyond surface-level analysis 

Share key findings clearly and visually (task ratings, themes, gaps, etc.) 

Ask: What stands out as critical, surprising, or missing? 

Facilitate open discussion of outliers or conflicting results 
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Reconnect interpretations to the core mission (e.g., “Does this support certification 

validity?”) 

Track points of alignment and disagreement across stakeholders 

Summarize emerging themes or shifts in practice 

Leadership Lens: Don’t just report. Interpret. Your job is to synthesize perspectives and drive 

toward clarity, even when data is messy. 

After the Debrief 
Document decisions and prepare for the next step with confidence 

Finalize a list of tasks, domains or competencies 

Document rationale for inclusion/exclusion of any items 

Identify any areas requiring follow-up or SME re-engagement 

Confirm how findings will be used to inform the exam blueprint 

Capture leadership insights: What worked? What slowed momentum? 

Leadership Lens: This is where accountability shows up. Own the outcomes. If 

something needs clarity, fix it before moving forward. 

Reflection (Optional) 
What do these findings say about the evolution of the profession and how should our exam 
reflect that? (e.g. Are there curricular changes to be addressed? Are there candidate 
repertory materials that need to be adjusted?)
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