	End-of-Year Closeout: 
Creating Systems for Continuity and Growth



“We do not learn from our experience. We learn from REFLECTING on our experience.” 
-- John Dewey

	Purpose and Barriers

	Why it matters for me to do this work
(set the purpose):












	Changes or challenges that prevent the work from continuing:


	Strategies I can implement proactively to overcome those challenges:






	System Analysis and Forward Planning

	System or Process: 

	How do I know this system is working? (cite specific, meaningful evidence as much as possible)










	Other stakeholders to include in this work:

	Person
	When will we meet to discuss the work?
	What they’ll do


	






	
	

	One or two refinements that would be beneficial for next year (focus on what you can control)














	Tasks or steps to implement for a smooth year-end close-out process

















	Tasks or steps to restart the system at the beginning of next year for smooth implementation













	When and how will we inform new staff about this system next year? What do they need to know?







	Other notes and insights























	
	
	



