
6/ Reflect on learning to 

improved delivery

Reflection Meeting Learning Log

Overview: The Reflection Meeting Learning Log is a guide to help you structure the reflection meetings that 
you conduct during and after the project to discuss and share learning. The template can be used to 
document discussion points from your meetings.

CASE STUDY: Muslim Women in Sport

4)  Select data collection methods and tools

• Data collection methods: Surveys & interviews

• Data collection tools: Volunteer logs, baseline & 
end-line behaviour/attitude survey, registration 
forms, attendance forms, case study interviews

5)  Develop and implement measurement tools

Process step Accountability

Develop tools M&E assistant
Collect data Co-ordinators & M&E assist.
Collate data M&E assistant
Analyse & report Project manager

6)  Reflect on learning to improve delivery

• Key learnings:
− Assess venues properly to ensure suitability
− Develop sustainability plans outlining how to 

maintain and measure long-term outcomes
− Families are key to female Muslim engagement

3)  Decide level of measurement & evaluation

• Level of measurement: Level 2

• Independent supplier required?: Yes (surveys)

• Resource requirements: Most evaluation to be 
conducted internally with existing resource

It is worth conducting regular reflection and learning meetings or workshops while your 
project is underway. A final meeting after the project has finished can then be used to 
pull together and document all of the learnings you have identified during the project.

It is up to you how you structure and co-ordinate your reflection workshops, but asking 
the questions outlined below for each of the topics in the table rows will help you to 

tease out learnings on a range of topics – and ensure you don’t miss anything important.

2) Identify measurement & evaluation priorities

• M&E audience: delivery team, local partners, 
NGBs, funder (Sport England), Bradford council

• Key outcomes: improved customer experience; 
increased awareness of local offer; improved 
confidence; increase in 1 x 30 participation

• Learning priorities: test effectiveness of localised 
approach and involvement of community leaders

1) Define intervention purpose & rationale

• Rationale: Low physical activity participation 
amongst Muslim women due to lack of local 
provision tailored to meet audience’s needs

• Purpose: increase local opportunities tailored for 
BAME women to increase participation levels

• Approach: enhancing understanding of this 
target audience within local sport sector to 
improve physical activity provision

PROJECT SUMMARY



6/ Reflect on learning to 

improve delivery

Learning Dissemination Plan

Overview: The Learning Dissemination Plan is a template to help you identify any organisations, partners 
and internal colleagues who will benefit from the project’s findings/learnings, so you can create a plan for 
how you will share relevant information

CASE STUDY: Muslim Women in Sport

4)  Select data collection methods and tools

• Data collection methods: Surveys & interviews

• Data collection tools: Volunteer logs, baseline & 
end-line behaviour/attitude survey, registration 
forms, attendance forms, case study interviews

5)  Develop and implement measurement tools

Process step Accountability

Develop tools M&E assistant
Collect data Co-ordinators & M&E assist.
Collate data M&E assistant
Analyse & report Project manager

6)  Reflect on learning to improve delivery

• Key learnings:
− Assess venues properly to ensure suitability
− Develop sustainability plans outlining how to 

maintain and measure long-term outcomes
− Families are key to female Muslim engagement

3)  Decide level of measurement & evaluation

• Level of measurement: Level 2

• Independent supplier required?: Yes (surveys)

• Resource requirements: Most evaluation to be 
conducted internally with existing resource

If you don’t document and share what you learn, no-one will benefit from the valuable information and 
enhanced understanding that every project can provide. Most importantly, your own colleagues and 

partners will not be able to benefit from what you have learnt. 

Ensure you put time aside to consider who these learnings need to be shared with and the best way of 
doing this. This may include workshops, training activities or distributing reports and presentations.

2) Identify measurement & evaluation priorities

• M&E audience: delivery team, local partners, 
NGBs, funder (Sport England), Bradford council

• Key outcomes: improved customer experience; 
increased awareness of local offer; improved 
confidence; increase in 1 x 30 participation

• Learning priorities: test effectiveness of localised 
approach and involvement of community leaders

1) Define intervention purpose & rationale

• Rationale: Low physical activity participation 
amongst Muslim women due to lack of local 
provision tailored to meet audience’s needs

• Purpose: increase local opportunities tailored for 
BAME women to increase participation levels

• Approach: enhancing understanding of this 
target audience within local sport sector to 
improve physical activity provision
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