
RETROSPECTIVE & WORKFLOW IMPROVEMENT

PART I. WARM-UP: LOOKING BACK 
Exercise 1. Discussion: Project Reflection
Discuss the following questions.
1. Have you ever worked on a project as part of a team?
2. What makes a team successful?
3. How can poor communication affect project outcomes?
4. What is more important: individual performance or team collaboration?
5. How often should teams evaluate their performance?
6. Is it easy to admit that something went wrong?
7. What can teams learn from their mistakes? 

Useful expressions:
- Looking back on the project...
- Overall, I would say that...
- One thing that worked particularly well was...
- We could have handled this differently.
- The main challenge we faced was...
- In retrospect, we should have...
- There is definitely room for improvement.
Exercise 2. The Retrospective Concept
Read the definition and discuss its importance.

What is a Sprint Retrospective?

A Sprint Retrospective is an Agile meeting held at the end of a sprint. Its purpose is to evaluate how the team worked together, identify what went well, discuss problems and agree on practical improvements for the next sprint.

Discuss:
- Why is a retrospective important?
- Should team members openly criticize each other's performance?
- How can a team turn negative experiences into positive changes?

PART II. CORE VOCABULARY INPUT 
Exercise 3. Essential Retrospective Vocabulary
Study the vocabulary and Ukrainian equivalents.
Expression	Definition	Ukrainian equivalent
to reflect on	to think carefully about past events	аналізувати, осмислювати
to evaluate performance	to assess how well someone or something works	оцінювати результати роботи
to identify bottlenecks	to find obstacles slowing down progress	виявляти вузькі місця
to address an issue	to deal with a problem	вирішувати проблему
to streamline a workflow	to make a process more efficient	оптимізувати робочий процес
to improve collaboration	to make teamwork more effective	покращувати співпрацю
to meet expectations	to achieve the expected results	відповідати очікуванням
to fall behind schedule	to fail to meet planned deadlines	відставати від графіка
to take ownership	to accept responsibility for something	брати на себе відповідальність
to share feedback	to communicate opinions and suggestions	надавати зворотний зв'язок
to implement changes	to put improvements into practice	впроваджувати зміни
to resolve misunderstandings	to clarify communication problems	усувати непорозуміння
to improve transparency	to make information more accessible and clear	підвищувати прозорість
to establish best practices	to introduce effective working methods	запроваджувати найкращі практики
lessons learned	knowledge gained from experience	засвоєні уроки

Exercise 4. Team Evaluation Language
Match the expressions with their functions.
Expression	Function
1. What went well?	A. Identifying possible solutions
2. What didn't go as planned?	B. Recognizing successful practices
3. What could be improved?	C. Identifying problems
4. What should we do differently?	D. Reflecting on future actions
5. What have we learned?	E. Summarizing experience

Speaking extension: Choose three expressions and use them to describe a previous team project.
Exercise 5. Giving Constructive Recommendations
In professional communication, recommendations should be specific, diplomatic and solution-oriented.

Study these structures:
Structure	Example
We should consider + -ing	We should consider introducing weekly feedback sessions.
It would be beneficial to...	It would be beneficial to document decisions.
I would recommend + -ing	I would recommend using a shared task board.
One possible solution would be to...	One possible solution would be to clarify responsibilities.
We might want to...	We might want to review our communication guidelines.
There is a need to...	There is a need to improve response times.
To prevent this from happening again...	To prevent this from happening again, we should establish clear deadlines.
Moving forward, we could...	Moving forward, we could organize shorter daily meetings.

Task: Rewrite the following direct statements using more diplomatic language.
1. Your messages are always unclear.
2. You never meet deadlines.
3. We waste too much time in meetings.
4. Nobody knows who is responsible for what.
5. Our international team has too many misunderstandings.
6. We need to change our communication system.

PART III. VOCABULARY IN CONTEXT 
Exercise 6. Complete the Sentences
Use the words and expressions from the vocabulary section.
1. During the retrospective, we decided to ______ the reasons behind the delays.
2. The project team needs to ______ its communication processes.
3. One of the biggest ______ was the lack of clear task allocation.
4. We should ______ the issue before it affects the next sprint.
5. The team needs to ______ for the quality of its work.
6. Regular feedback can help ______ between developers and designers.
7. We should document our ______ to avoid repeating the same mistakes.
8. The project manager suggested several changes to ______.
9. The team failed to ______ because of unexpected technical problems.
10. We need to ______ and introduce more effective working practices.
Exercise 7. Professional Collocations
Match the verbs with the nouns.
Verbs	Nouns
1. provide	A. responsibility
2. identify	B. feedback
3. take	C. improvements
4. implement	D. bottlenecks
5. establish	E. expectations
6. meet	F. priorities
7. clarify	G. guidelines
8. set	H. requirements

Speaking challenge: Choose five collocations and use them in a short description of an effective team.

PART IV. SPEAKING: WHAT WENT WRONG? 
Exercise 8. Analyze the Team Performance
Read the situations and discuss the questions.

Case 1. The Communication Gap

An international software development team works remotely. Some team members communicate mainly through Slack, while others prefer email. Important updates are frequently missed, and tasks are sometimes duplicated.


Case 2. The Missed Deadlines

A development team consistently fails to meet deadlines. Developers complain that requirements are constantly changing, while the project manager believes the team is not sufficiently productive.



Case 3. The Multilingual Challenge

Team members come from different countries and have different levels of English proficiency. Some participants dominate meetings, while others hesitate to express their opinions. Important details are misunderstood.

Case 4. The Unclear Responsibilities

Several developers work on the same features without coordinating their activities. Some tasks are completed twice, while other important tasks are overlooked.



Discussion questions:
1. What is the main problem in each situation?
2. What factors contributed to the problem?
3. Who should take responsibility?
4. How did communication affect team performance?
5. What could the team have done differently?
6. What practical changes would you recommend?
7. How could the team measure whether the changes were successful?
Language challenge: Each student must use at least five expressions from Part II.

PART V. MULTILINGUAL TEAMWORK: STRENGTHS & WEAKNESSES 
Exercise 9. Advantages and Challenges
Consider the following statements.
Advantages	Challenges
Different cultural perspectives	Language barriers
Greater creativity	Misinterpretation
International experience	Different communication styles
Broader problem-solving skills	Different attitudes towards deadlines
Exposure to new ideas	Unequal participation
Greater cultural awareness	Difficulty reaching consensus

Discussion:
1. Does working in a multilingual team make a project more successful?
2. Can cultural differences improve creativity?
3. Should international teams adopt one common communication style?
4. How can managers encourage quieter team members to participate?
5. What communication rules should every international team establish?
Mini-debate
Debate topic
Multilingual teams are more innovative but less efficient than monolingual teams.

Student A: Agree with the statement.

Student B: Disagree with the statement.

Use the following expressions:
- I see your point, but...
- I would argue that...
- From my perspective...
- The main advantage/disadvantage is...
- This largely depends on...
- We should distinguish between...







PART VI. MAIN SPEAKING TASK: SPRINT RETROSPECTIVE MEETING 
Role-play simulation


Exercise 10. Organize a Retrospective Meeting
Scenario:

Your international software development team has just completed a three-month project. Although the product was successfully delivered, the team experienced several communication and workflow problems.

Project performance report:
Area	Situation
Deadlines	2 major milestones were delayed
Communication	Important updates were missed
Meetings	Meetings were often too long
Task management	Responsibilities were unclear
Collaboration	Developers and designers rarely coordinated
Feedback	Problems were discussed too late
Teamwork	International team members contributed different perspectives
Final outcome	The product was successfully delivered

Roles
Divide students into groups of 4–5.
Role	Responsibility
Project Manager	Leads the retrospective and summarizes the results
Developer	Discusses technical collaboration and task management
UX/UI Designer	Evaluates communication between designers and developers
QA Specialist	Discusses quality issues and feedback
International Team Member	Focuses on language barriers and cultural differences

Meeting Agenda
Stage 1. Opening

The project manager introduces the meeting.

Useful language:
- Let's take a moment to reflect on the project.
- The purpose of today's meeting is to evaluate our performance.
- I'd like everyone to contribute their perspective.


Stage 2. What went well?

Identify at least three successful aspects of the project.

Stage 3. What didn't go well?

Discuss the communication and workflow challenges.

Stage 4. What should we improve?

Propose at least five realistic improvements.

Stage 5. Action Plan

Agree on specific changes for the next project.
Problem	Recommended action	Expected result
Missed updates	Use one shared communication platform	Better information flow
Long meetings	Introduce time limits	More efficient meetings
Unclear responsibilities	Define task ownership	Greater accountability
Delayed feedback	Schedule regular reviews	Earlier problem detection
Language barriers	Use clear, simple English	Fewer misunderstandings

Final task: The project manager presents the team's three most important recommendations.

PART VII. FINAL SPEAKING: REFLECTION & PERSONAL DEVELOPMENT 
Exercise 11. Reflective Questions
Discuss individually or in pairs.
1. What is the most important lesson you have learned from teamwork?
2. What communication skill would you like to improve?
3. How do you respond to constructive criticism?
4. What makes feedback useful rather than discouraging?
5. What would you change about the way you communicate in your next project?
Complete the sentences:
- One thing I have learned about teamwork is...
- I used to think that..., but now I realize that...
- One of my strengths as a team member is...
- One area I need to improve is...
- In my next project, I will make an effort to...
- Moving forward, I would recommend...


PART VIII. HOMEWORK
Written assignment
Retrospective Reflection: A Critical Review of Team Communication
Task: Write a reflective report analyzing communication successes and challenges during a project you participated in (real or hypothetical).






