DEED FACILITATOR PREP SHEET
Phase 1: Getting Started
· Find the participants. You will need:
· Minimum one participant from the team involved in crafting the scenario (this could be just you, the facilitator. But the more the merrier!)
· Minimum three participants for the drill exercise 
· Optional: designate a "mole" amongst the drill participants, who will be aware of the goals of the discussion and who could communicate while you coordinate the drill in the background. We found managers have a natural suitability for such a scenario, as they might usually drive discussions in real-life meetings. Unless you want to take this role, it may help you focus on the organisational aspects of the drill.
If possible try to include a diversity of participants with different roles and experience level to enrich the discussion. Consider who in your team has the connections to involve people from outside your team
· Find an Occasion. The drill can be a stand-alone activity or incorporated into another team event. While a team event offers a good opportunity to gather team members, participants may be more concentrated in a stand-alone event according to our experience.
· Walk through the Scenario Crafting Template to make sure you understand each exercise. All exercises are explained in the notes, but feel free to reach out to the researchers deed-study@bristol.ac.uk 
Phase 2: Scenario Crafting with the Template
· Set aside at least 2 hours for this session with your collaborators. The more time you have, the more ideas you can explore.
Phase 3: Preparing the Drill
· Create your prompts. Prompts are the materials (e.g. fake emails, fake news articles) that you give to your drill participants to discuss. Consider carefully how much information you want to give them and how you make them focus the discussion on aspects that you think are important. Gather feedback from colleagues of the first drafts. Also, don’t be shy to involve others to create realistic looking prompts e.g. designers or managers to write emails.
· Brief your mole. If you are not participating in the drill and you have assigned one of the participants as a mole, then give them the information they need for the day and establish a way of communicating during the drill. We have found having a mole useful to drive the discussion. They can direct participants' attention to important parts of the prompt and give believable answers to questions related to the hypothetical scenarios.
· Check availability of participants. Find a time for the drill. For the drill, the group discussion should be limited to around six people to allow for enough space for each participant to talk. If more people want to participate, then you could consider splitting these into separate sessions. Consider the constellation of participants in their groups and your goal (i.e. do you want participants to get to know different areas, or practise working with their colleagues.)
· Set the scene. Before the day, send participants the code of conduct and the rough schedule of the drill (i.e. 1 hour discussion and half an hour debrief). Consider if there is any prior information/prep work for the participants and what information should be new to the participants on the day. As in a fire drill, you might want to know their genuine reaction to some issues, so surprises can be a good thing.
Phase 4: Running the Drill
· To start, the participants are briefed about the general setting of the drill and the code of conduct. An example general setting was a work meeting which is interrupted by outside events, which then take precedence over the discussion. The code of conduct should include the company code of conduct and generally establish the educational nature of the drill (as opposed to evaluating the team). It should ask participants to suspend disbelief during the session, but emphasise that all the events and prompts are fictional.
· Tell participants about the aims of the drill to shape the discussion. This includes learning something about your team’s practice and learning about each other’s roles. Encourage participants to keep the discussion open to all the different approaches to the issue that different roles may bring.
· Then, prompts are presented in succession. Your main task is to keep time and sends out any prompts that are designed to be emails in the background. If you have a "mole", use them for feedback if prompts are received and if it is an appropriate time in the discussion to send the next prompt.
· Participants will always react in unexpected ways and that is great. That is why you are doing the drill, to learn about participants’ reactions. Make sure to take notes of these.
· Be flexible with timings: reserve a minimum time for each prompt. Feel free to move on to the next prompt a few minutes early if the discussion is stuck. Equally, take extra time with a prompt if the team seems engaged. You can always use the time for reflection, if you finish the drill early.  Also, you can come back to points in the individual reflection, if you had to interrupt a discussion. Have a sheet with an idealised timeline with buffers to help you manage your time and react flexibly during the discussion.
· Participants can choose to take notes or produce artefacts such as email responses, presentations, etc. to record the main topics and insights of their discussion. This can be decided based on whatever comes naturally to participants or is appropriate for the length of the drill. We highly recommend taking notes or producing some artefact, as these not only force participants to be concrete with their ideas, but also help focus the discussion and serve as an aid for analysis after the drill.
· Consider recording the drill, if you are conducting the session online. This also means you don’t have to be present in the meeting to catch all of the conversations. Make sure you ask your participants for consent to record.
Phase 5: After the Drill Reflection and Action
· After the drill, you may have a debrief session. If you are conducting the drill in a setting with several teams, you can have the teams share insights from each of their discussions.
· A day or two after the drill, participants individually answer a reflection questionnaire. The reflection questionnaire is to support participants in reflecting on their individual drill experience and expressing their learnings. See the scenario crafting template for guidance on preparing this questionnaire.
· Then, you need to summarise the findings of the drill. The reflection activity offers a good basis for analysis and gathering insights. Notes and artefacts such as presentations are other rich materials for extracting insights and we also recommend re-watching the drill to capture anything that is not represented in the other material. 
· Finally, communicate the findings of the drill. Share your insights and action points with the team. Ethics is an ongoing discussion, so plan who will conduct your next DEED.
· Also, it might be helpful to catalogue your materials and findings for future drill exercises
