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TIME MANAGEMENT

[bookmark: _GoBack]
	Goal



This session intends to provide the trainers or Exercise Control (ExCon) with a sound understanding and idea of what constitutes good time management in the overall implementation of the TEAMS training package. 

In the course of the training implementation, you will have to deal with various situations which require good time management. The different situations which demand successful and effective time management include: Time keeping and steering/maintaining momentum, break management, inject planning, task planning, operational “time-out” management, recognising and managing deviations or disruptions.

This module will explore each of the aforementioned situations in which time management is critical. It will be based on theoretical inputs about time management and complemented by practical experience and lessons from the TEAMS training implementation. This approach will help to frame the meaning of time management in this particular context and to illustrate how relevant time management skills can be put into practice. In this session we also aim to transfer scientific findings from application-oriented psychological research into practice. Psychology is of special importance for the design of time management trainings because it deals with the experience and behaviour of people. It questions human behaviours and looks for way to influence it positively (Weisweiler et al. 2013). 

So before going into details of the practical training units, we would like to give an overview of the concept of time management as well as the psychological discourse related to time management. Afterwards we will address the aforementioned training situations in which time management is crucial . We will close with a highlight on how time management will be relevant for later deployments and with some short recommendations on time management. 


	Learning Objectives



Objectives
Upon completion of this session, participants will be able to:

1. Understand the general concept of good time management during a simulation exercise
2. Apply time management and planning skills appropriately to the various training situations
3. Adjust the simulation exercises to deviations.



	Core Content



1. So what is time management and why is it important for the TEAMS trainers? 

In today’s world we often have to fill many roles and attend to many tasks at once, often in diverse and complex environments. This often causes a decision-making conflict: How much time is spent on what and with whom? Similarly, during the facilitation of the TEAMS training, the trainers will have to monitor whether the planned time is kept strictly for each exercise and decide when it is appropriate to allocate additional time to achieve the intended training effect, prioritising the the learning effect over the strict adherence to the planned time for the exercise.

We will first give a scientific insight on the meaning of time management and then discuss how we understand and define time management for this training.

1.1. Scientific insight
Interest in time management is by no means new. The earliest documented discourses have been traced back to Greek philosophers such as Aristotle and Plato. More recent scientific discussion started in the 1950s and 1960s, and several authors proposed methods on how to best handle time (Drucker 1967, Lakein 1973, Mackenzie 1972, McCay 1959). 
In fact, the term “time management” is confusing. Time itself cannot be managed, simply because it is an inaccessible factor (Claessens, van Eerde, Rutte and Roe 2007: 256). Only the way in which a person deals with time can be influenced (ibid.).

Time management should thus rather be understood as an instrument to monitor and control the use of time (Eilam and Aharon 2003). In this regard, it would be more appropriate to speak about self-management with respect to the performance of multiple tasks within a certain period of time (Claessens, van Eerde, Rutte and Roe 2007: 256). However, the term self-management has a different meaning in literature, referring to monitoring and self-regulation, but without any specific reference on which techniques should be used for monitoring the use of time (Claessens, van Eerde, Rutte and Roe 2007: 256).

When looking into various discussions about the definition of time management, it quickly becomes clear that various authors use different definitions and hardly come to an agreement. Many studies refer to time management as “techniques for managing time (Jex and Elacqua, 1999; Davis, 2000; Macan, 1994, 1996; Macan et al., 1990; Mudrack, 1997); a technique for effective time use, especially having enough time to accomplish the many tasks required (Orpen, 1994; Slaven and Totterdell, 1993; Woolfolk and Woolfolk, 1986); planning and allocating time (Burt and Kemp, 1994; Francis-Smythe and Robertson, 1999a); the degree to which individuals perceive their use of time to be structured and purposive (Bond and Feather, 1988; Strongman and Burt, 2000; Sabelis, 2001; Vodanovich and Seib, 1997); a technique to increase the time available to pursue activities (King et al., 1986); practices intended to maximize intellectual productivity (Britton and Tesser, 1991); an application of self-regulation processes in the temporal domain (Griffiths, 2003); coping behaviour in at-risk populations (King et al., 1986); self-regulation strategies aimed at discussing plans, and their efficiency (Eilam and Aharon, 2003); the use of procedures that are designed to help the individual to achieve his or her desired goals (Hall and Hursch, 1982); ways to assess the relative importance of activities through the development of a prioritisation plan (Kaufman-Scarborough and Lindquist, 1999); clusters of behaviour that are deemed to facilitate productivity and alleviate stress (Lay and  Schouwenburg, 1993).” (Claessens, van Eerde, Rutte and Roe 2007: 262)

We will use Lakein’s (1973) definition, who, like many others “suggested that time management involves the process of determining needs, setting goals to achieve these needs, prioritising and planning tasks required to achieve these goals” (Claessens, van Eerde, Rutte and Roe 2007: 262). The description of the exercises of the TEAMS package already covers most of the aspects mentioned in this understanding of time management.  Clear goals are defined, the time and resources needed to meet the goals are determined, and an instruction is provided on how to plan and implement the exercises. However, the TEAMS package does not take into account the particular training context in which you are working, meaning the characteristics of the team to be trained, the available resources like technical requirements or role players. Trainers therefore need to adapt the instructions on time management for each exercise to their specific context.

Similar to the absence of a widely accepted definition, there has also never really been a theory formulated on time management. Hence the questions “how does time management work and why?” have not been sufficiently answered yet (Claessens, van Eerde, Rutte and Roe 2007: 264).

A sphere that has been even less a topic of research is the actual application of time management trainings in practice (Claessens et al. 2007). Hitherto, only a few studies have examined the effects of time management training on wellbeing and time management performance (Haefner and Stock 2010: 432).

Those studies which analysed the effect of time management training show differing results. Some show that training has a positive effect on participants, who then increasingly apply knowledge on time management behaviour (Claessens, van Eerde, Rutte and Roe 2007: 267). Therefore, this module aims to have a positive effect on the time management behaviour and performance of trainers in facilitating the TEAMS training, too. Given the fact that the majority of studies on the relationship between time management training and performance indicate positive results (Claessens, van Eerde, Rutte and Roe 2007: 267), we conclude that the TEAMS trainers’ time management skills should improve due to this section. The theoretical approaches to time management and the studies conducted in this field don’t show clear results but we agree with the statement by Claessens, van Eerde, Rutte and Roe (2007: 272) “that time management is justified in as far as it has some favourable effects on people’s perceptions and feelings“.

1.2. How do we understand and define time management for this training?
Time management is often defined as a behaviour that aims to achieve an effective use of time by carrying out certain targeted activities (Claessens et al. 2007, Koch und Kleinmann 2002). This means that the self-regulating view of human behaviour is very strongly at the centre and thus already includes the core idea of self-management as an essential element. Building on this, there are four behavioural dimensions of time management (Claessens et al. 2009).

After illustrating the four dimensions, we will elaborate on how keeping the four dimensions in mind will help us to set the right focus during the implementation of the TEAMS training.

Behavioural dimensions of time management according to Claessens et al.  (2009):

1. Time estimation
· “Be aware of the here and now, as well as the past and the future.
· Be generally aware of how one's own time is used
· Accept tasks and responsibilities that lie within one's own capabilities.” (Weisweiler et al. 2013: 14)

2. Planning
· „Set goals
· Plan tasks
· prioritizing
· Create to-do lists
· Group tasks“ (Weisweiler et al. 2013: 14)

3. Monitoring
· “Observing the use of time in the execution of activities
· Generation of a feedback loop allowing limiting the influence of interruptions by others” (Weisweiler et al. 2013: 14)

4. Execution
· “Affect current activities either directly (e.g. by acceleration or deceleration) or indirectly (e.g. by removing distractions from the environment)".  (Weisweiler et al. 2013: 14)

With regard to the TEAMS training, the first two dimensions of time estimation and planning are basically indicated in the training package. The training package provides the user with the basic structure of all eight simulation-based exercises, which are complete stand-alone exercises. Each consists of a concept note, a learning objectives matrix, an inject description, a debriefing tool and a variety of supplementary documents, e.g. technical forms, reading material and required equipment. The exercises are designed to facilitate and guide trainers on how to implement each of the eight exercises. Thus, the time estimation and planning dimension is in large parts already determined by the training package. It is recommended that the user carefully goes through the trainings package and visualizes how they will facilitate each exercise while reflecting on the capacity of their training team, their particular training context and available resources which can impact the time estimations and planning. For instance, in case the user is training a team that is not well trained in the use of EMT equipment, it will probably take longer to set up the camp, whereas a team that is familiar with the EMT camp and equipment will finish the exercise ahead of time.
The monitoring and executive branch dimension needs to be carefully taken into consideration by the trainer while implementing each exercise. During the exercises the trainers have to carefully monitor the team’s performance to assess if the team is on track and exactly what or who is influencing the execution of the exercise. We recommend  consulting with your training team on how to proceed, either to interfere or to let the exercise continue without interference. Keep exercise objectives in mind when deciding to interfere or not .   

The first three dimensions aim clearly “at achieving an effective use of time while performing certain goal-directed activities” (Claessens et al., 2007, p. 262). Each exercise description informs the trainers about the objective which will be your reference points while estimating the time needed for the exercise, planning and monitoring. The fourth dimension - execution - , will on the one hand show how well you perform in the first three dimensions, and on the other hand depend on how the trainers shares out tasks and responsibilities. As a trainer you will have various tasks and responsibilities. Clear defined responsibilities and tasks will be essential for the execution of the training and successful time management.

In conclusion, it needs to be noted that the use of time is not something that happens in isolation but interacts and is influenced by a variety of aspects. However, it  remains a core component when the aim is on some goal-directed activity, such as performing the TEAMS exercises (see Claessens, van Eerde, Rutte and Roe 2007: 262).


2. Time-keeping and steering / Maintaining momentum
In this chapter, we will highlight the aspect of time-keeping and steering or maintaining momentum. It is closely linked to the time management dimension illustrated in the previous chapter. 

It is recommended to keep within the time indicated for each exercise. Specific starting and finishing times for all activities related to the exercise are set and you are encouraged to stick to them. You have planned the exercise and have good reasons to keep the time accordingly. Otherwise, it will create confusion among the team, exhaust the team, and/or not leave sufficient time for other things which are of key importance, such as the debriefing after the exercise. However, depending on the training venue and set-up, you may need to adjust the time for each exercise. These adjustments should preferably happen in the planning phase. For example, if the distances within the EMT camp are large, you may need more time for setting up the camp or to conduct a certain exercise, as the participants need to walk longer distances to get from A to B. There is therefore some flexibility to adapt the planned times for each part of one exercise to your specific training venue/ training context. Each team performs differently and may need more time for some part of one exercise than the others. In this case, always keep the objective in mind and check if the team is still working towards the intended objectives.  If not, redirect the team in their performance accordingly. Each exercise will have several objectives. However, some of them are key to the exercise and should be prioritised if you realize that not all can be achieved. It is also important to notethat you should allocate enough time for the debriefing sessions, as they are key to the learning curve of each participant (as well as the training team). The WHO usually recommends to have “2/3 of the time for the exercise itself, and 1/3 of the time for the debriefing.“ (WHO 2017: 16)

Use the debriefing to maintain momentum. This means a) giving the team time and a break to reflect on the exercise and  on their own performance; and b) showing the team their progress in the exercise (even if the exercise could not be completed due to performance or time). This last aspect is essential to make the training a success for the trainees. You need to allow time for them to recognise their successes and achievements, even minor ones, during the training.

Another aspect to be mentioned here is the human biorhythm which will affect the performance. The following diagram shows an average power curve (Meier 2009: 95):
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The performance curve shows that the performance goes down in the middle of the day or early afternoon. You should think about ways and motivation exercises to keep the performance as high as possible even in typical phases of low performance. Plan breaks accordingly and as far as possible avoid scheduling the most complicated or demanding exercises at times in which the average power curve is low.


3. Break management
Break management is as essential as managing the execution of each exercise. Breaks are needed for the team to recover and be ready and energized for the next exercise, but should not take longer than planned in order to avoid a shortage of time and too much time pressure for the exercises following the breaks.
Break management is partly determined by the specific characteristic of the TEAMS training with its indoor and outdoor exercises. During the TEAMS training, participants need to move from one training location to another one, as the exercises include indoor table top exercises and simulation exercises in the EMT camp. Thus, apart from the following general aspects to be considered for break management, you will need to factor in the change of training location within your break planning.
The table below gives a general idea on how much break time needs to be given during work. 

	Working time
	Total break time

	Up to 6 hours
	No breaks mandatory

	Between 6 to 9 hours
	At least 30 minutes

	Pver 9 hours
	At least 45 minutes


(Freie Hansestadt Hamburg 2009)

In our case, we can use this table as orientation, but need to be aware that the exercises differ in terms of intensity, physical effort, and stress levels. 

We recommend to plan more break time for Exercise 5 – Responding to a Mass Casualty Incident and Exercise 8 – Dealing with security threats. These exercises can be comparatively stressful for trainees and thus more time is needed to recover. In addition, they are all outdoor exercises and, depending on the weather, participants may need time to change clothes and/or warm up indoors. 
For all outdoor exercises, bad weather conditions will be physically more demanding for the team. The trainers need to decide if extra or longer breaks are needed or if the team is still able to continue the exercises as planned.

Important to note is that unplanned breaks should be avoided. Unplanned breaks can have an impact on the trainees who will find it more difficult to experience the simulation exercises as real scenarios – an effect which we aim to achieve, as it serves to increase the training effect and learning curve of each participant. Unplanned breaks takes the trainees out of the scenario and role.

The TEAMS exercises follow a logical order. In case you need to change this order of exercises (which should be avoided), make sure to plan easier exercises after an exhausting exercises. 

During the breaks in indoor exercises, participants should have the opportunity to walk in the fresh air to stimulate the circulation and improve their level of concentration (Freie Hansestadt Hamburg 2009). After outdoor exercises, you may rather offer opportunities to sit and rest in a calm surrounding. Generally, the trainees will appreciate some snacks and refreshments including coffee and tea to boost their energy. During the breaks the participants will have the opportunity to talk and exchange with other team members, promoting a good team atmosphere .


4. Inject planning
Injects play a crucial role in the TEAMS training package in terms of the learning effects and in creating a realistic scenario which requires the trainees to apply their skills and expertise in challenging situations. 

The World Health Organisations describes injects as follows: “Injects consist of any information, role-play or action delivered by the facilitation team to one or many participants, during the simulation exercise.” (World Health Organization n.d.). Thus, injects have a variety of effects and intentions. Injects can support or interrupt the completion of the task. With playing injects, information will be provided which helps the team leaders in decision making to react to the new situation (Riecker 2016) at the same time challenges their decision making process.

 Injects can be used to:
· „Provide critical information necessary for decision-making.
· Provide actionable information.
· Add colour to the scripts.
· “Fill out” the scenario.
· Add a sense of realism to the story.” (Center for Infectious Disease Research and Policy 2007)

Examples of information injects are: 
· News reports
· Case reports
· TV clips
· Phone calls
· Requests
· Character role-play
· Meeting
· Agency Briefing
· E-mail
· Maps
· Photos
· Diagrammes
· Radio news

In the TEAMS package, you will find injects which are intended to distract the team or individual team members; to make the scenario more realistic; to liven up the exercise; to disseminate crucial information for the further conduct of exercise, and as a means to provide the trainees with more contextual information. 

In the exercise concept notes you will find all the information needed to play the inject:
·  a list of injects under section 8.), including an inject matrix providing information about the scenario time, the recipient and a short inject summary.
· Under section 9.) Resources you will see the required human resources including the information about resources and materials for the injects.
· The Exercise description in section 7.) will show at what point of the exercises the inject is recommended to be played.  For some exercises, you will find an additional annex for the injects attached to the concept note of the exercise. The trainers need to decide in the planning stage already who will be the responsible controller of the injects.
Thus, the TEAMS package will define what information you want to deliver, in what format, by whom (i.e. role player) and to which of the team, as well as the point of time in the exercise timeline at which the inject should be played. Go through all this information carefully and assess whether you have all the resources and means available to play the inject as intended.

Although you are supposed to play each of the injects as planned in the training package, you may face situations in which it makes sense to amend an inject or even skip it. Reason for this could be that one of the trainees in one way or the other already accomplished what was the intended outcome of an inject before the inject was played, or that the exercise took a turn in which the inject is not of added value anymore (i.e. an inject providing context information that is not very useful anymore and rather tends to interrupt the run of the exercise). In situations in which you face heavy time constraints for the exercise, you may consider skipping the inject entirely to allow the trainees to focus on the current task without distraction. However, you need to make sure that the inject you decide to skip is not essential in meeting the exercise objectives. In other cases, you may experience that the trainees are not responding to the inject as expected, which means that you or the defined controller of the inject may need to take appropriate action to direct the trainees towards the expected outcome of the inject. All the aforementioned adjustments need a) proper preparation and planning; b) good understanding of the exercise as such and the role of the injects; c) flexibility, awareness and creativity during the time in which the injects are played. (see also Riecker 2016)

To sum up: The TEAMS training package describes the injects and provides the material to have the injects successfully played. To manage the time for each inject successfully, you will need a good understanding of how to play the inject in your particular training setting. If needed, play the inject in a flexible manner to ensure the intended effect of the inject. For example, in some exercises you will have parallel group working on the same assignment. Make sure that you have equally strong teams to avoid that one group is finished in half the time than another group.


5. Task planning
In chapter 1.2 (How do we understand and define time management for this training?) we discussed “planning” as one of four key dimensions in time management. General aspects of planning also apply to task planning in the TEAMS training. The goals of the exercise need to be definedand the various tasks within the exercise planned according to a timeline whilst developing an understanding of which parts of the exercise need to be prioritized to achieve the intended outcome. Under section 7.) Exercise description (Script) of each concept note, the trainers will find all the tasks for the exercise listed chronologically withinformation on the approximate time needed for each task as well as a brief instruction. Thus, the tasks are well described in the TEAMS training package and facilitate the final planning and preparation of each exercise. As for the other chapters in this module, always reflect your particular training venue/context and/or the trainee team, and adapt the planned tasks in order to keep to the intended timeframe. For that reason, we will elaborate a bit further on task planning to be well prepared ahead of the implementation of the training.
The following diagram illustrates a typical task planning process for a daily routine (Landiedel n.d.)
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After reading the concept note, think through the described tasks and activities carefully and assess whether you agree with the estimated time required for each task, and decide whether you need additional time. During this process, be aware of which parts of the exercise should definitely be prioritized, in case you need to amend the exercise during the actual facilitation. The debriefing with the team as well as briefings with the training team will be used as follow-ups to each exercise. Checking the outcome of the exercise and the various tasks involved will help to monitor the performance of both trainers and team, and the lessons learnt should be applied in the planning and implementation of the exercises that still remain.
The more carefully you plan, the more closely you will be able to stick to the time you have set and the better you will know when it is practical to take a break (see also: www.timemanagementtraining.com/time_management_training_com_Effective-Time-Management-5-Easy-Ways-to-Ensure-You-Take-a-Break.html). In doing so, you will be able to break down your work into manageable blocks for each of the trainers. The TEAMS training package provides a breakdown of the tasks in general, but the division of the tasks and responsibilities between the trainers is not indicated and needs careful and clear planning by the training team. In doing so, you are advised to take into account each trainer’s past experiences in training facilitation, expertise and skills. 

Last but not least, make sure that the task planning is done in a way that the team does not lose its effectiveness.  Some suggest “that somewhere between 20 and 40 minutes offers the best balance of mental alertness and productivity” as “there´s some connection between the brain´s natural attention and the time limits” (www.timemanagement.com/time-management-tips/breaking-time-up-and-down.html). In our case, we should distinguish between exercises that are more hands-on, such as setting up the camp, and exercises which demand more concentration or emotional stress, such as Exercise 3 - Setting priorities. Plan the breaks accordingly to maintain the participants’ productivity and find space to appreciate and reflect on the accomplishments.


6. Operational time-out management
Time-outs are real-time breaks from the simulated exercise environment. Both Time-outs can be called either from the participants or from the trainers/ExCon.

Countless simulation scenarios have shown that any team, no matter how well trained, can make mistakes and  underperform. The team or the participants often immediately recognize their mistakes, demonstrating that failure is not necessarily due to a lack of experience or non-use of knowledge but can be attributed to the effect of “the subjectively perceived pressure of time, decision and action” (Rall and Lackner 2010: 354). The simulated emergency or stressful situation can result in participants feeling pressured to react immediately without reflecting upon their actions, instead relying on an intuition. This results in overlooking important details, leading to wrong reactions because better knowledge is not applied or actions are taken in a disorderly way which leads to chaos.

The guidelines for either participants or trainers/ExCon calling a time-out are as follows:

Participants:
· Participants may call/request a time-out from the scenario either in situations
· of medical urgencies (e.g. accidents),
· that seem dangerous to them in order to alert the ExCon to potentially dangerous unexpected situations (e.g. water in the camp after heavy rainfall and insufficiently protected power cords on the ground).
· Participants should refrain from calling a time-out if only their tasks seem unclear to them or if they have situational questions they would like specified. Usually the amount of (limited or maybe even severely incomplete or outdated) information given to them prior to conducting the exercise was chosen on purpose. 

Trainers:
· Time-outs must be called by trainers if:
· the exercise is going in a totally different direction than originally intended and the attainment of the exercise objective is threatened due to this deviation (e.g. team overwhelmed by amount of patients in MCI without applying any sort of systematic approach where the application of a triage and differentiation of tasks would be indicated)
· they are informed or become aware of a potentially dangerous situation to the participants or any other person on the exercise grounds.

Trainers can apply the so-called “10 for 10 principle”. The principle means that you invest 10 seconds to have 10 minutes of a better running exercise. You don´t need to stick to the both time periods, it is rather meant symbolically. The principle is applied as follows: When you see that chaos is arising during the exercise or the team has major problems in performing the tasks, do the following: Ask the team to stop their activities; all participants listen to the trainers, all information about the current exercise and situation is gathered, advices and suggestions are put forward and concerns are communicated to all. This is followed by a plan for the continuation of the exercise. Then the exercise continues. The time-out can be seen as successful if the performance of the team has improved and the exercise runs more coordinated than before.  

The 10-for-10 principle should be applied when the training team decides that the team got stuck in the process or when the exercise is too chaotic. This is usually the case when noise levels are increased, participants are hectic, all the steps taken seem uncoordinated and there is no logic manner of tasks/actions performed by the participants.

Remember not to take spontaneous decisions without thinking through the decision or strategy you choose. You are advised to remain calm and then start the time-out for the team. As soon as you call the time- out, all participants need to pay attention and stop their activities. (Rall and Lackner 2010: 354)

Finally, time-out management does not mean that you are entering the debriefing round – make sure to have a clear distinction to the debriefing and focus on the aspects and input of the team need to successfully continue with the exercise. It is important to keep the time-out as short as possible but as long as necessary. It is a good way to still reach the intended objective of the exercise when the exercise started to go in the wrong direction at the beginning.


7. Recognising and managing deviations and disruptions

In the final chapter, we will elaborate on the topic of recognising and managing deviations and disruptions. Therefore, we will first establish two categories of deviations and disruptions which can occur during the TEAMS training implementation.
In one category, it is the participant who caused a deviation or disruption of the exercises, in the second category the deviation is related to technical problems.
The first one can range from a participant falling sick and not being able to participate in the exercises anymore (his or her role thus needing to be filled by someone else) to a participant who interferes (intentionally or not ) with the exercise instructions. In the second category, you might face problems in the set-up of the training venue or camp site which can influence the running of the exercise, for instance if the internet connection which you rely on to play some of the injects fails and you need to find another way to play the inject while still remaining in the scenario as much as possible. 

Both categories require some flexibility and creativity by the trainers to keep the impact of the deviation or disruption as little as possible. You should always expect deviations and disruptions and therefore be sure to leave some space to manoeuvre in the event of unexpected deviations from the exercise while you plan the task sharing among the training team. Preparing for deviations and disruptions includes the following:
· Know your team well: The better you know the participants, their experience and skills, the better you can make assumption how well and smoothly tasks will be performed or where problems might occur, and how you can react to it if actually needed.
· Familiarize yourself with the training setting and venue: Test the venue as much as possible before start of the training to identify possible problems, like technical problems or problems with the equipment needed for the exercises. If you can identify possible weaknesses or risks, you will be able to think of a plan B ahead of the training.
The management of deviations and disruptions therefore begins in the planning phase. 

Of course, you will not be able to prepare for each situation. Here, your flexibility, spontaneity and functioning as a trainer team comes into play. While monitoring the running of the exercises, try to differentiate between deviations that distract from the intended exercise objective and those which deviate from the planned run of the exercise, but are actually not having a strong impact to the exercise objective – in these cases your interference would likely be more interruptive to the run of the exercise than just allowing the exercise to continue.

Much can be learnt from student motivation and frustration management (see Szlovak et al. 2006) when it comes to managing deviation caused by the participants, simply because a frustrated participant will more likely act as a “spoiler” in the training than motivated participants who are keen to perform well. Having a motivated team, will help you to facilitate the training as planned in the foreseen timeframes without avoidable disruptions. Therefore, allowing the participants space and time to adapt to the simulation scenarios and the kind of exercises they will complete is an important first step. Clearly frame the exercise and communicate the objectives in order to structure the training process and to add to the transparency of the intended training outcomes. If the tasks for the exercises are explained in an ambiguous way, the participants will take longer to adapt to the exercise and thus lose time. This also includes the communication of expectations as well as rules (do’s and don’ts) during each exercise and during the training as a whole. Throughout the training, be attentive to the participants’ suggestions and wishes, and see how far those can be taken into account. Anticipating possible complications and preparing supportive measures (as shown in the previous chapters) helps to maintain the motivation of the team, as you will be able to react appropriately. The de-briefing at the end of each exercise is a tool to assess the participants’ motivation and satisfaction with the technical side and the design of the exercise. 


8. Tips for time management during the deployment
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