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Federal Emergency Management Agency - Disaster Field Training Operations

March 2002

	Course Objectives


	At the completion of this course, you will be able to:

· Discuss the challenges of management in a Disaster Field Office

· Discuss the role of the manager in team reconstruction

· Enhance communication within your work team

· Develop management strategies for the DFO setting

· Create a personal action plan for immediate implementation



	Team Reconstruction
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	Team Reconstruction is the process of creating productivity and unity in a work team affected by a difficult situation.  

Goal:  

· Shorten the time to develop a functional work team

· Keep the team productive, and

· Develop spirit and energy within the team
Twelve point Guide for Management
· Your Notes:


	One:  Face Reality
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	You must take direct action to stabilize and mobilize your team.

· You may find resistance.

· Your reputation depends on the results you achieve.

· You need to do whatever works.
· Your Notes:


	Two:  Take Charge
	

	Use Leadership

As


	Use the Authority of your position.

· Accept 

· Approachable 

· Acknowledge 

· Act 

· Accountable 
· Advocate 

· Your Notes:


	
	

	
	Avoid…

· Arrogance

· Bullying or demeaning others

· The consensus process

· Wallowing indecision

· Blaming others
· Your Notes:


	Three:  Set a Clear Agenda
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	· Outline clear objectives 

· Set priorities 

· Determine deadlines 

· Delegate tasks 

· Adapt and revise 

· Communicate constantly 
· Your Notes:


	Four: Set Roles and Responsibilities
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	Everyone must know:

· Job title and description

· Disaster-specific roles

· Relationship to others in the team

· Accountability process
Structure is important.
· Your Notes:



ROLES AND RESPONSIBILITIES ACTIVITY
You are the Deputy Chief for the Information and Planning Section at the DFO.  For the last four weeks, I&P has had 28 staff members across its four branches.  Thursday you receive the information that on Monday: 1) You will replace the I&P Chief who is leaving the DFO for a long-scheduled cruise.  2) Your staffing will drop to 12 people. 

Create a new chart for your section and list the main job assignments.  Use the current chart and list of responsibilities for information.

The Planning Support Branch:

· Processes information and intelligence

· Identifies and anticipates problems

· Projects future requirements

· Manages ERT planning to support the FCO’s priorities and the ERT operational objectives

· Maintains the ERT Meeting Schedule and Calendar.

Planning Support coordinates, facilitates, develops and produces:

· Operational Period Action Plans

· Contingency Plans

· ERT Management Plans

· Strategic Plans

· Transition Plans

The Documentation Branch produces and maintains documentation to support ERT activities and requirements.  

The primary responsibilities include:

· Production of recurring documents such as Situation Reports and chronologies

· Production of ad hoc documents including special briefings and position papers

· Maintenance of an up-to-date records management system

The mission of the Technical Support Branch is to support ERT planning and decision-making through the development and delivery of products and services.

The primary responsibilities include:

· Producing or coordinating the development and generation of Geographic Information System (GIS) products

· Identifying requirements for and requesting and coordinating necessary remote sensing support.

· Providing subject matter expertise in areas of key scientific or other technical situational interest.

The mission of the Situation Status Branch is to gather, analyze, display & distribute various types of information to support ERT activities and requirements.

The primary responsibilities include:

· Collection and development of information to support Section and ERT requirements and activities

· Development and maintenance of an ERT Information Collection Plan

· Production of recurring statistical and situational displays such as status boards

· Production of Jurisdictional Profiles and the Daily Intelligence Summary

· Management and maintenance of the ERT Situation Room
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	Five: Focus on Results
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	· Focus on results that support the mission

· Set performance standards 
· Your Notes:


	Six:  Analyze your People
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	Approach the process as if all your staff members are newly hired.  

Interview them and look for:

· Strengths and areas of expertise

· Skills that need improving

· Past deployments 

· Past assignments

· Job preferences
· Your Notes:


	Seven:  Recruit Your Talent, Again
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	Work in the DFO or the Disaster Recovery Centers and field assignments all have challenges for the workers.   Talented, trained people will only tolerate stress to their personal limits.

Your management actions should reduce stress rather than produce stress.

· Respect them as individuals.

· Value the work they do.

· Care about their personal wellness

· Create a positive work environment

· Support their efforts at professional growth
· Your Notes:


	GROUP ACTIVITY
	You are Chief of Public Affairs, and have two people you depend upon for giving briefings to the media.  The Speakers’ Bureau for the DFO frequently borrows one individual for presentations at service clubs.  You are afraid the individual may leave the Public Affairs cadre for the Speakers’ Bureau.

Develop a 2-minute role-play to show your re-recruitment technique and present it to the whole class. 



	
	


	Eight:  Communicate Clearly
	

	
	Share all the information you have with your staff members. 

To do their jobs, everyone needs:

· Enough information 

· The right information

· Accurate information

· Prompt information

Information is power – share yours.

· Your Notes:


	GROUP ACTIVITY
	You are the manager of a small work unit of seven people in the DFO.  You have standard tables (30” x 96”), office chairs, a file cabinet, laptop computers for each person, two printers, assorted desk supplies and boxes of other supplies to fit into the space.

Draw an arrangement to enhance communication among the team members using the available space.




COMMUNICATION 

GROUP ACTIVITY

AVAILABLE SPACE
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	Nine: Show Some Passion
	

	
	The leader sets the cadence.

Your work habits affect the work habits of your team.  Show:

· Energy

· Commitment

· Intensity

You must be willing to do any task you assign to members of your team.

· Your Notes:



	Ten:  Use “Soft Currency”
	

	
	Reward with psychological paychecks.

· Meaningful compliments

· Empathy

· Sincere “Thank You”

· Solicit Opinions

· Really Listen

· Trust

· Your Notes:



	ACTIVITY
	Think about a member of your current staff that you depend upon daily.  Write them a “Psychological Paycheck” – and deliver it after this class.





	Eleven:  Manage the Process
	

	

	Your major management task should be to focus on the process of your workgroup.  

Ask questions such as:

· What is happening? 

· How is it working?

· What can we do better?

· How are we working as a team?

· What support do you need to do your job better?

· Who can help you?

· Your Notes:



	Twelve:  Keep the Vision
	

	
	FEMA provides help to the state and local jurisdiction after a disaster.

· Accomplish the task

· Demobilize Staff

· Close the DFO

Work yourself out of a job!



	Activity:  Plan to Use Team Reconstruction
	Consider specific issues you face today.  Determine which of these twelve guidelines you need to start using now to reconstruct your present team.  In the next 10 minutes, create your own plan of action to use immediately and for the remainder of your tour in the DFO.

Make a photocopy of your plan and place it in the envelope.  



	
	


MY TEAM RECONSTRUCTION PLAN

Date 


  My Situation/Challenge:

	Team Reconstruction Principle
	How I Will Use It Now

	Face Reality
	

	Take Charge
	

	Set Agenda
	

	Roles & Responsibilities
	

	Focus on Results
	

	Analyze People
	

	Re-Recruit Talent
	

	Communicate
	

	Show Some Passion
	

	Use “Soft Currency”
	

	Manage the Process
	

	Keep the Vision
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