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FACILITATION 

	Goal



The goal of this module is to provide participants with the theoretical basis and practical tools to improve their facilitation skills in the context of simulation exercises. Understanding the role of facilitators within the learning process and applying appropriate facilitation skills is key to a successful learning experience. 


	Learning Objectives



On completion of this session, participants will be able to:

1. Understand the principles of adult learning and how to integrate them into facilitation
2. Describe the role and main characteristics of a good facilitator
3. List the main steps to appropriately plan for exercise facilitation
4. Apply facilitation strategies recommended at the beginning, in the middle and at the end of an exercise
5. Describe possible challenges faced while facilitating an exercise and propose different solutions to overcome these challenges


	Core Content



1. Principles of adult learning 

Learning is a change in behavior that occurs as a result of practice, experience and reflection. Therefore, training should be a process for providing directed practice and experience for the purposes of encouraging learning. Simulation exercises are excellent learning drivers and, when appropriately run, can have a strong impact on trainees’ future performance. 
Having a basic understanding of the learning process is vital for effective facilitation, allowing a structured approach to training development and assessment. 

The learning cycle, as described by David Kolb, involves experiencing, observing, thinking and applying. The diagram below presents a graphic description of the cycle, which draws a close link between doing and learning. 
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Figure 1. Learning cycle (David Kolb) 

In this cycle, reflection occurs based on experience, and this leads to new theory and concepts that are then applied and tested through experience to generate new reflections. In this way learning is both inductive (from experience to theory) and deductive (starting from a principle that is then applied to practice). During training sessions, facilitators should check back to assess whether their methodology is reflecting this learning process. 

Throughout the TEAMS simulation exercises, participants will use both their knowledge (theory) and previous experience (practice) to solve the problems arising. After putting their knowledge and experience into practice during the exercise, participants reflect about their performance and outcomes, which will help them generating new shared knowledge that they will then apply in future deployments. 

2. What is facilitation?

‘Facilitation is the art, not of putting ideas into people’s heads, but of drawing ideas out.’ Anon

Facilitation is the act of helping training participants learning through self-discovery, by exposing them to experiences and guiding them from practice to reflection. Facilitating learning means empowering others and it involves releasing the control over the outcome of a process and giving that responsibility to the group. Participants should reach their own conclusions based on their own experiences.

The role of a facilitator involves:

· Encouraging groups to critically think and analyze situations that will lead them to reaching meaningful conclusions.
· Inviting each member of the group to contribute to the best of their ability
· Building trust and respect between the members of the group and encouraging dialogue and learning, from which the whole group will benefit
· Keeping group members within the scope of the training so they can achieve pre-defined learning objectives by themselves 

3. Characteristics and skills of a good facilitator

Certain personal characteristics and skills help facilitators to encourage group members to participate in the learning activity and make the most out of it. Although some people may intrinsically have personal assets shaping them as good facilitators (e.g. good communication skills, dynamism), facilitation skills can be gained with the right knowledge, time and experience. The list below includes some of the main personal characteristics and skills recognized to enable effective facilitation: 

Personal characteristics

· Be warm and friendly
· Be inclusive
· Recognize others knowledge and achievements
· Be sensitive to the needs of others
· Be willing to learn from mistakes
· Be dynamic, motivating
· Listen carefully, show a genuine interest in what people have to say
· Be good at summarizing others’ ideas
· Show confidence
· Communicate ideas with enthusiasm

Non-verbal skills

· Look around the whole group, make frequent eye contact but avoid looking too much at a specific individual
· Stand up when you speak, especially at the beginning of a session. Look relaxed but confident, stand straight
· Move around without distracting the group. Don’t stand or sit too close to people if it is clear they want more space
· Use gestures and actions to keep the group lively and focused or to show recognition

Verbal skills

· Speak slowly and clearly, find simple ways to express complex ideas and use concrete examples. Use a level of language adapted to participants
· Help participants do most of the talking by using open guiding questions or asking to elaborate more on their arguments
· Rephrase participants thoughts and feelings in your own words and check with them to ensure that you have correctly understood what they said 
· Bring out quiet participants and address participants who talk too much 
· Refocus the conversation if it goes off-topic

4. Planning and preparing to facilitate an exercise 

There are a series of important steps that facilitators need to take to ensure that the training event is well planned and facilitated, and therefore translates into a successful learning experience achieving the expected objectives. Some of the most important considerations when planning facilitation of a training exercise are summarized below.

Know yourself

Considering what are the skills needed for effective facilitation - already presented in the previous section - be aware of your personal assets and recognize what facilitation skills you should strengthen to lead the training event successfully. 

Know the training participants

Have a clear understanding of the participants’ backgrounds and experience and be aware of their individual and collective training needs. This will help you to adapt the training event to their characteristics and anticipate for certain participants’ dynamics and reactions during the training. You should be able to answer to questions like:

Who is attending to the training? Are there people from different organizations? What is their level of experience in the field of disasters?
Is there a balanced within the group between more and less experienced participants? What are their strengths and weaknesses in terms of knowledge and skills? What do they know/expect from this training?

Know the training package

Read the full package carefully to understand the scope of the different exercises and how those should integrate smoothly in the full training event. If needed, adapt the training to the particularities of the EMT organization and the participants. 

As a facilitator you have to clearly understand the exercise flow, identifying every step you have to follow to run the exercise. Try to foresee how the different learning objectives will be met during the progression of the exercise/training and how you will encourage that achievement. 

Choose the right learning environment

According to the size of the group and the exercises planned, choose an appropriate venue to run the training. Ensure you have enough space for the different activities (i.e. table top tasks, functional exercises, debriefing sessions, resting area). More specific considerations for the right choice, distribution and use of space during trainings will be presented in another module. 

Prepare the materials needed

Get all materials ready before the training/exercise starts. Be sure all materials function properly (e.g. phone/radios are charged) and that you have a contingency plan in case some materials cannot be used while running the exercise (e.g. if internet connection suddenly fails and you had planned to send emails during the simulation). Apart for the materials needed during the exercises, think about other material and equipment that will support the training event, for example, catering, name tags for participants, site signs, whiteboard/flip charts, etc.    

Prepare/ train others involved

If the exercise requires the participation of external role players or actors, you should prepare them accordingly. Spend enough time with them to explain their role and tasks (What to do, When to do it, What to do depending on the reaction of the participants) and answer all the questions they may have. Ensure they are familiar and comfortable with the equipment they have to use or the clothes/ make up they have to wear. 

Assess the right timing and set a schedule

Prepare a detailed schedule for the full training event. To design the schedule, consider alternating tabletop and functional exercises, and leave enough time in between for reflection and debriefing. Remember it is difficult to catch participants’ attention on a classroom after a very dynamic exercise (e.g. a mass casualty simulation). Therefore, consider leaving these types of exercises for the end of the day session. Make sure you take into account the time for meals and rest. 

Ensure health and safety aspects

Health and safety aspects should be considered during any training event, especially when gathering a big number of people. Some recommendations to promote a safe event include:

· Explore the training location to identify any possible hazards and anticipate potential consequences, as well as any procedures during exercises that could be potentially dangerous. 
· Be prepared in case there is any accident/emergency (e.g. first aid box, location of fire exits, emergency numbers).
· Consider informing relevant authorities if running an exercise involving important threats (e.g. fire).
· Have especial attention during functional/full scale simulation exercises, when participants may be handling heavy and dangerous materials that could potentially result in serious accidents. In these cases, provide training participants and anyone involved (e.g. supporting staff, actors, role players) with:
· Information about possible hazards and safe procedures for the handling and use of exercise materials (e.g. safe transport of patients on stretchers, movement of heavy loads).
· Appropriate equipment to undertake certain procedures (e.g. gloves, goggles).
· Instructions on how to report any hazard, incident or injury.


5. Recommended facilitation practices during exercises

Facilitators will use different approaches depending on the type of training and exercises to be run. However, there are some general patterns and recommendations that will help to facilitate any type of exercise at its different stages: 

At the beginning of the training 

Although the welcome and introduction of participants to the training is already covered more in depth in another module (e.g. presentations, icebreaking exercises, briefing techniques), it is important to highlight some key recommendations that, when applied from the beginning, will help facilitators throughout the whole training:

· Start building a relationship of trust and equity between the training faculty and the participants. Remember participants are adults, who may be older or more experienced than you in certain areas, so do not treat them as subordinates. Underline that your role during the training is limited to guidance and support, and your intention for the training event is to be a learning experience for all, faculty and participants.
· Promote positive interactions between participants. Highlight the multiple strengths participants have as a group and empower them to achieve the learning objectives together. 
· Agree the ground rules. Set out and agree with participants the way facilitators and learners will relate to each other, and what are their rights and responsibilities during the event. Present the schedule and clarify how the training will progress according to plan. 
· Start building up participants’ motivation towards the training. Discuss about your and their expectations and how those will match during the training. Show enthusiasm and positive feelings about the training event. 

While performing exercises

During this phase participants will be fully immersed in the simulation and actively involved in achieving the expected learning objectives. The role of the facilitator should focus on the following aspects:

· Follow the progression of the exercise according to the plan.
· Check whether the tasks participants are undertaking are focused and leading them to meet the pre-defined learning objectives. 
· Check that the task is clear, relevant and interesting to participants. Make sure all the group participants are involved somehow in the task and the team is not losing interest and motivation.
· If you observe an inadequate exercise flow, use different strategies to re-focus or motivate participants, for example, change timing (shorten/prolong tasks), split in smaller groups, remove or add injects, if needed. These strategies will be further discussed in another section of this module and other modules in this package. 
· Minimize interactions with participants as much as possible in this phase. If it is not necessary to intervene, just take notes of anything you consider relevant about team performance. You can bring up these issues in the debriefing session after the exercise. 

At the end

At the end of each exercise, facilitators will gather participants and create an trustworthy environment for debriefing. Debriefing techniques will be discussed in detail in a different module. 

When finalizing the whole training event, some important steps should be considered:

· Consolidate what has been learnt. Encourage participants to summarize the main lessons learnt during the training (e.g. revealed individual and group strengths and weaknesses, new knowledge and skills acquired, etc.). Help participants to complete the summary, if necessary, by asking them questions targeting important take home messages. 
· Emphasize the achievement of the learning objectives. Congratulate participants for their efforts and achievements. Try that participants leave the training venue with the feeling they had a positive and relevant learning experience, so they are encouraged to keep learning and developing in their field. 
· Gather feedback about the training event. Invite all participants to provide feedback about their impressions on the training (content, methods, organization, faculty) and suggestions for improvement. This can be done both informally (e.g. oral feedback during a final group session) or using structured questionnaires distributed to participants that they could answer anonymously.


6. Managing possible challenges while facilitating exercises

Multiple challenges can be encountered while facilitating training exercises, even when the training event was appropriately planned. However, facilitators can minimize contingencies by anticipating certain situations and having resources to cope with those. Below are presented some of the possible challenges that could arise and suggested solutions to solve them.

Difficult questions

Dealing with participants’ questions can sometimes be challenging, especially if those are complicated or outside our area of expertise. Facilitators should, however, not be afraid of this and just act naturally when confronted by questions they do not know how to answer. Here are some tips to deal with difficult questions:

· Arrived prepared to the training, being familiar with the content that will be covered. Read carefully all exercise materials and supporting documentation to refresh your knowledge of the topic and get updated information. 
· Anticipate what type of questions participants may have and try to find answers for those and/or reference material where participants can get more detailed answers. 
· Facilitators are not expected to have instant answers for all questions, don’t be afraid of recognizing you do not have an answer at that point. You can always tell participants that you will get back to them about that question after some consultations.
· Invite the group to answer instead, or discuss together to reach a consensual answer if they show expertise in the topic. 

Conflicts

It is not rare that members of a group will have conflicting ideas on a subject. Although participants themselves will solve some of their conflicts within the group, in some cases facilitators need to intervene and mediate in the conflict. Some tips may help this task: 

· Acknowledge the conflict and try to understand the cause(s) and the different points of view. 
· If the conflict is related to the topic covered in the training, help leading participants to a point of agreement while encouraging mutual respect. 
· If the topic is unrelated to the training subject and only involves some participants, encourage them to discuss later in private to resolve the disagreement. Provide enough time and space for that if considered necessary. Only intervene in private issues if affecting the group or the right progress of the training.
 
Lack of participants’ involvement

To have different levels of involvement among participants during the different stages of the training is considered normal, but facilitators should try to engage participants as much as possible, and specifically identify and target those participants showing little involvement throughout the training. Some tips can be used to encourage active participation of all team members: 

· Change the size and composition of groups to ensure there is a mixture of personalities and roles (e.g. assign shy people to a supportive group, reduce group size so people can intervene and participate easier)
· Assign different roles to the different participants by adding extra injects during exercises or requesting extra tasks that would make necessary that everyone get involves.
· Arrange the space to promote group discussions, trying that everyone is close, at the same level and can hear and be heard by the rest. 
· If participants are not talking spontaneously, use steering questions that push them to share and elaborate their ideas. 
· Help them with hints or extra information if they seem to loose motivation cause they find the task too difficult. 
· To encourage shy people to participate, refer back to their ideas and use them as examples, so they know they are important and of value for the group.

Dominant participants 

During trainings it is frequent that some people will tend to dominate discussions or frequently take decisions for the rest of the group – this is a normal pattern; different people have different personalities and leadership skills. While understanding that not everyone will contribute in the same way within the group, facilitators should ensure that all participants get the chance to talk and participate. There are some useful recommendations that could help facilitators handling dominant participants: 

· Give them responsibilities within the group, for example, assigning them as team leaders or referents for some specific subject. 
· If the dominant person is not listening to others or providing a space for them to express their views, facilitators should intervene to ensure everyone have a safe space and a role within the group, and that not all decisions are dominated by one person. 
· If the group becomes very dependent on the capacities of one dominant individual (who is frequently the leader or a very experienced person) you can remove this person from the group during some time to see how the group behaves and cope without him/her leadership. That will make the group reflect on their team dynamics, take on new roles, and be involved differently during the exercise.

Diversionary participants

There can also be participants who speak a lot but always bring up diversionary ideas that lead the group out of focus if not controlled. You should listen to their ideas, but re-focus the conversation when going out of scope. If deviating from the aim of the session, insist the whole group to stay focused, by reminding the objectives and purpose of the exercise/discussion. 
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