Incident Retrospective
[Team Name]
January 1, 2026
10:00am – 12:00pm
	Meeting Purpose:
To conduct a blameless analysis of a technical incident to identify its root cause and establish actionable steps to prevent recurrence.
	



	10:00 – 10:15
	Set the Stage & main point of contact for the incident
· Establish a safe environment focused on learning, not punishment.
	Team Lead

	10:15– 10:45
	Incident Timeline Construction
· Establish a clear set of events for "when" everything happened and "what" happened at each point.
	Incident Lead

	10:45 – 11:15
	Root Cause Analysis: The "5 Whys"
· For each problematic event, ask "why" did something happen. Continue asking "why" until a process or architectural gap is reached.
	All Members

	11:15 – 11:30
	Response & Tooling Review
· How well was the team equipped to handle the crisis?
	All Members

	11:30 – 11:50
	Corrective Action Items & Ownership
· Turn discussion into concrete action items.
· What needs to be done short term, medium term, and long term?
· Discuss who will have ownership over the changes at each stage.
	Team Lead

	11:50 – 12:00
	Close & Summary
· Finalize and assign action items.
	Team Lead



