

COURSE OBJECTIVES



The objectives of this course are to enable the participants:



To identify the types of meetings that Disaster Field Office supervisors conduct.

To discuss how meetings can be structured to ensure that Disaster Field Office supervisors accomplish their objectives.



TARGET AUDIENCE



The target audience for this training includes supervisors assigned to the Disaster Field Office.



APPROXIMATE TIME



1( hours



CONTENTS



This course includes the following sections:



Course Overview

Activity:  What Makes Meetings Annoying?

Attending Meetings at the DFO 

Activity:  Meetings at the DFO

Types of Meetings

Planning and Conducting Meetings

Activity:  Planning a Meeting

Tips for Planning and Conducting Effective Meetings

Activity:  Conducting Effective Meetings

Summary

�

PREPARING



Use the following checklist to help you prepare for this course:



Supplies and Equipment

Visuals 1 through 15 (Prepare the visuals if necessary.  See the Visual Masters at the end of these course materials.)

Overhead projector with screen

Chart paper, easels, and markers

Masking tape

Name cards

Pens and note paper

Index cards



Handout Materials (Prepare one copy of each handout for each participant.  See the Handout Masters at the end of these course materials.)

Managing Meetings Summary

Handout 1:  Sample Agenda:  Federal/State Coordination Meeting

Handout 2:  Sample Agenda:  DFO Planning Meeting

Handout 3:  Planning/Problem Solving Meetings:  How Much Structure and Facilitator Control?

Handout 4:  Activity:  Planning a Meeting

Handout 5:  Tips for Conducting Effective Meetings

Managing Meetings End-of-Course Evaluation



NUMBER OF INSTRUCTORS



One or two instructors may be used to teach this course.



INSTRUCTOR QUALIFICATIONS



Instructors should have training experience, as well as previous experience working at a Disaster Field Office.  This course should not be taught by instructors without previous disaster field experience.  If you are inexperienced, request an experienced instructor to co-instruct the first session with you

�

COURSE OVERVIEW



Visual 1

��Begin this course by presenting the course objectives listed in the following visual.



� EMBED PowerPoint.Slide.7  ����������Review the following key points:������In this course we will talk about what makes meetings effective—or ineffective.�

You will complete several activities that first focus on identifying problems common to poor meetings, then on identifying the unique aspects of meetings that take place in a DFO.  Finally, you will practice planning a meeting.������������

COURSE OVERVIEW



Visual 2

��Display the following visual.



� EMBED PowerPoint.Slide.7  ����������Review the following key points:������A supervisor will be called upon to attend a variety of meetings at the Disaster Field Office (DFO).  In addition, every supervisor will schedule and conduct meetings with his or her own staff.�

Meetings can be an effective and efficient means for exchanging information, solving problems, and building a team.  However, as you know, a meeting that is not well planned or is conducted poorly can waste people’s time.

���

Managing Meetings Summary�Distribute the handout titled “Managing Meetings Summary.”  Tell the participants that they can use this handout to take notes.  (A master copy of this handout appears at the end of these course materials.)�������

What types of meetings have you been attending at this DFO?�������

What has your experience been with these meetings?������

COURSE OVERVIEW



� EMBED Word.Picture.6  ����ACTIVITY:  WHAT MAKES MEETINGS ANNOYING?



Preparing for the Activity:



Make sure each table group has chart paper on which to record its answers.�������Conducting the Activity:�����Visual 3

��Show the following visual.



� EMBED PowerPoint.Slide.7  ���������Explain that the participants are to work in their table groups to complete the sentence that appears on the visual.  Read the sentence aloud.�

Tell the table groups to list each of their responses on chart paper and be prepared to present them to the class.  They have 5 minutes to complete their lists.�

After 5 minutes have passed, ask each group to present its responses.������Ask the participants to review the responses and to comment on what could be done to avoid these problems in future meetings.�

Explain that this course is designed to help the participants avoid conducting annoying meetings and to implement the suggestions provided by the class.���

ATTENDING MEETINGS AT THE DFO



� EMBED Word.Picture.6  ����ACTIVITY:  MEETINGS AT THE DFO



�����Visual 4

��Show the following visual.



� EMBED PowerPoint.Slide.7  ����������Tell the participants to take another 5 minutes to discuss this question in their table groups and list their responses on chart paper.�

After 5 minutes have passed, ask for volunteers to present their group’s answers.�

Make sure that the following points are raised:�

Status is changing frequently, especially early in the response.  Therefore, the need for regular communication is great.

Time is critical.  Every minute wasted could mean a delay in providing a disaster victim with needed assistance.

Meeting participants are likely to be tired and stressed.

Individuals’ opinions are likely to be more emotionally charged.

����

ATTENDING MEETINGS AT THE DFO



Visual 5

��Display the following visual.



� EMBED PowerPoint.Slide.7  ���������



�Review the following key points:



In order to coordinate the efforts of all of the organizations within the DFO and to ensure that everyone receives current disaster status and policy information, DFO-wide meetings are held regularly.�

These meetings are usually conducted by ESF-5, the Information and Planning Section.  Two distinct types of meetings occur:�

Federal/State Coordination Meetings

Planning Meetings�

As a supervisor, you may be asked to attend some of these meetings as a representative of your DFO organization.  Therefore, it is important that you understand the purpose of each of these types of meetings and the ground rules that are to be followed by each meeting participant.

���

�Tell the participants the types of meetings that are conducted in this disaster and the typical schedule for these meetings.���

ATTENDING MEETINGS AT THE DFO



Visual 6

��Display the following visual.



� EMBED PowerPoint.Slide.7  ���������

�Review the following key points:



The Information and Planning Section helps to conduct the Federal/State Coordination Meeting.  This meeting is conducted daily, usually early in the morning.�

Coordination Meetings are attended by representatives from each functional organization in the DFO and from State emergency response organizations.  The Federal Coordinating Officer (FCO) usually attends as well.�

The primary purpose of the meeting is to exchange information.�������

Have any of you attended a Federal/State Coordination Meeting?������Ask a volunteer to describe the meeting.������

ATTENDING MEETINGS AT THE DFO



�

Handout 1�Refer the participants to Handout 1, which is a sample agenda for the Federal/State Coordination Meeting, as well as a list of ground rules for meeting participants.  You may want to distribute an actual agenda from a meeting held at this DFO.������

�Review the following key points concerning the agenda and ground rules:



Federal/State Coordination Meetings are highly structured in order to facilitate the exchange of a great deal of information in a short period of time.  The meeting is facilitated by a representative from the Information and Planning Section, who maintains tight control over the agenda.  Participants speak when requested by the facilitator.�

The purpose of these meetings is to disseminate and collect information.  These are not problem-solving or decision-making meetings.�

The meeting begins with a status briefing.  The facilitator may call on individuals to report status information from their program or service function.�

Priorities identified in the previous day’s meeting are then reviewed to determine those that are still priorities.  Any new priorities are also reported.  The priorities are generally set by the FCO.�

The meeting ends with general administrative announcements.������Notice that the Federal/State Coordination Meeting is an appropriate forum for raising issues.  However, solutions will not be discussed at this meeting.  Instead, the Information and Planning Section may follow up by scheduling a Planning Meeting to address the issue.�

These ground rules are taken very seriously.  If you attend a Federal/State Coordination Meeting, be sure to abide by these rules.  �

If you are not satisfied with the amount of attention that an issue receives, you must find another forum for discussing your concerns.  The goal of these meetings is to share as much information as possible while not using the valuable time of many of the DFO’s key players.

����

ATTENDING MEETINGS AT THE DFO



��What should your goals be when attending a Federal/State Coordination Meeting as a supervisor?������Possible answers:



Gather information about the status of operations.

Identify possible areas within the DFO that could use your assistance.

Inform others about the status of your activities.����

ATTENDING MEETINGS AT THE DFO



Visual 7

��Display the following visual.



� EMBED PowerPoint.Slide.7  ���������

Handout 2

�Refer the participants to Handout 2, which is a sample agenda for DFO Planning Meetings, as well as a list of ground rules for meeting participants.����

Have any of you attended a Planning Meeting at a DFO?������Ask a volunteer to describe one Planning Meeting he or she attended, including who attended and what issues were discussed.  Ask another volunteer to do the same.������

ATTENDING MEETINGS AT THE DFO



Visual 7

��Continue to show Visual 7.������



�Review the following key points:



The purpose of DFO Planning Meetings is to discuss and solve problems.  �

The Information and Planning Section, with input from the FCO, decides when it is necessary to schedule a Planning Meeting and who should attend.  Depending on the nature of the issue(s) to be addressed, representatives from relevant DFO functions will be invited to attend. �

Planning Meetings are less structured than the Federal/State Coordination Meetings in order to facilitate collaboration and problem solving.  �

The meetings are still facilitated, in order to ensure that the discussion stays on track and the meeting’s objectives are met.  However, participants speak more freely, not necessarily waiting for the facilitator to call on them.�

Review the Planning Meeting agenda items and ground rules shown in Handout 2.  You may want to distribute an actual agenda from a Planning Meeting conducted at this DFO.



Conclude by saying that aside from meetings internal to your organization within the DFO, Federal/State Coordination Meetings and Planning Meetings are the DFO meetings that supervisors are most likely to attend.������Ask the participants if they have any questions about Planning Meetings.  Answer their questions.������

TYPES OF MEETINGS



Visual 8

��Display the following visual.



� EMBED PowerPoint.Slide.7  ���������



�Review the following key points:



In our discussion of DFO meetings, we talked about two different types of meetings with two different purposes:�

Informational/briefing meetings

Planning/problem-solving meetings�

As a DFO supervisor, you are likely to conduct both types of meetings within your own organization.�����

�

TYPES OF MEETINGS



Visual 9

��Display the following visual.



� EMBED PowerPoint.Slide.7  ���������



�Review the following key points:



A third type of meeting you may conduct is a meeting intended to boost the morale of your staff, relieve stress, and/or strengthen the relationships among the members of your team.�

This type of meeting is extremely important in the disaster environment because:�

Disaster work can be both physically and emotionally stressful.

Personnel working in the field may not otherwise have adequate opportunities to communicate with and support one another.�

Most meetings you schedule will fall more or less into one of these three categories.������

TYPES OF MEETINGS



Visual 10

��Display the following visual:



� EMBED PowerPoint.Slide.7  ���������Lead a discussion about the types of meetings that may be held, using the following discussion questions.  Throughout the discussion, emphasize the importance of identifying clear objectives for any meeting.�������Can you give an example of a meeting you might hold with your staff in which the primary objective is the exchange of information?������Ask for volunteers to describe the objectives of the informational/briefing meeting that they might conduct.



Some possible answers:



Communicate information gathered by your team.

Brief on new or changing policies/procedures.

Present actions/assignments to be completed.

Stop rumors/misinformation.

������

TYPES OF MEETINGS



��Can you give an example of a planning/problem-solving meeting for the organization that you supervise?������Ask for volunteers to describe the objectives of the meeting.



Some possible answers:



To exchange information collected about a problem and then generate alternative strategies for addressing the problem.

To develop the operational plan and priorities.

To get input on how best to accomplish a task that the FCO has just assigned to your organization.

����Have you ever attended a meeting that was intended solely for team building, morale boosting, and/or stress relief?������Follow up this question with the following questions:�������

What were the circumstances?

�������

Who called the meeting?

�������

Was it helpful?���

TYPES OF MEETINGS



Visual 10

��Continue to show Visual 10.������



�Conclude the discussion by making the following key points:



During a disaster, especially in the early days and weeks, time is critical.  Meetings should be kept short.  The 30-minute ground rule is a reasonable time limit.�

Before calling a meeting, think about what your objectives are for the meeting and, based on your objectives, identify which of the three types of meetings is appropriate.

���Generally, it is not a good idea to try to combine informational briefings, problem solving, and team building into one meeting because:�

It would be difficult to accomplish all three in 30 minutes.

Different types of communication are required.

The objectives of the meeting become less clear, and it is difficult to keep the discussion on track.

Different methods of structuring and facilitating meetings are appropriate for these different types of meetings.�

If you do have more than one type of objective, decide which is the most important and plan your meeting accordingly.  For example, if the most critical objective is to explain recent policy decisions to your staff, plan an informational/briefing meeting.  If you accomplish your informational objectives quickly, you may find you have time to address some planning/problem-solving issues.������

TYPES OF MEETINGS



Visual 11

��Display the following visual.



� EMBED PowerPoint.Slide.7  ���������Explain that while you are talking about types of meetings, you would like to discuss “teleconferences.”  Ask the following discussion question:�������Of the three types of meetings we have been discussing, which is most appropriate for a teleconference?������Possible answer:



Informational/briefing meetings

���



�Review the following key points:



Teleconferences are most effective for informational/briefing meetings, where the focus is on reporting facts.�

Like other meetings, teleconferences should be controlled by a facilitator who determines the agenda and ensures that participants adhere to it.�

In addition, the topics and timeframes may need to be limited.  Teleconferences should not be used when an extended meeting is needed with much interaction.��

�

PLANNING AND CONDUCTING MEETINGS



Visual 12

��Display the following visual.



� EMBED PowerPoint.Slide.7  ���������



�Review the following key point:



Each type of meeting requires a different degree of structure and facilitator control in order to meet its objectives.�������How much structure and facilitator control are generally needed to achieve the goals of an informational/briefing meeting?������Explain that in order to cover a lot of information in a short amount of time, clear ground rules must be set, and the facilitator must control the meeting.

���������

PLANNING AND CONDUCTING MEETINGS



��What are the responsibilities of the person planning and conducting an informational/briefing meeting?������Make sure the following points are covered:



Decide who should attend the meeting.

Develop a meeting agenda and distribute it to participants ahead of time.

Stick to the agenda and ensure that all participants do the same.

Limit the amount of time each individual speaks.

Interrupt participants if they begin to report information that is unrelated to the agenda.

Make sure that all agenda items are covered.

Suggest an alternative meeting for continuing prolonged discussions on specific issues as needed.

Observe the time limit set at the outset of the meeting.

���

PLANNING AND CONDUCTING MEETINGS



�

Handout 1

�Refer the participants to Handout 1, where they will find the ground rules for the Federal/State Coordination Meetings that they looked at earlier in this training.



Using the list of ground rules as a starting point, lead a discussion on the ground rules that a DFO supervisor may want to set for an informational/ briefing meeting. �������What ground rules should be set for individuals attending an informational/briefing meeting?�������List responses on chart paper.



Make sure the following points are covered:



Participants must wait to be called on before speaking.

When asked to speak, participants must limit their comments to the topics under discussion.

Anyone speaking should be reporting information, not stating opinions or recommendations (unless requested).

Issues should be raised but not resolved.

����Conclude by reviewing the following key points:



Overall, informational meetings call for more facilitator control than planning/problem-solving meetings or team-building meetings.�

However, not all informational meetings need to be as tightly controlled as Federal/State Coordination Meetings.  Two factors that may guide you in determining how much control you should maintain at an informational meeting are the amount of information you have to convey and the amount of time you have available to meet.

���������

PLANNING AND CONDUCTING MEETINGS



��What degree of structure and facilitator control is needed to achieve the goals of a team-building/stress-relief/morale-boosting meeting?�����Visual 13

��Show the following visual.



� EMBED PowerPoint.Slide.7  ����������What are the responsibilities of the person conducting a team-building/stress-relief/morale-boosting meeting?������Make sure the following points are covered:



Decide who should attend the meeting.

Make sure that everyone is invited and that they know the purpose of the meeting.

Arrange for refreshments.

Welcome participants and set the tone for the gathering.

Facilitate ice-breaker activities if appropriate.�������What ground rules should be set for individuals attending a team-building/stress-relief/morale-boosting meeting?������Make sure the following point is covered:



Anyone invited to one of these meetings should attend.  These meetings are important even though no information is exchanged and no decisions are made.���

PLANNING AND CONDUCTING MEETINGS



��What degree of structure and facilitator control is generally needed to achieve the goals of a planning/problem-solving meeting?�����Visual 14

��Show the following visual.



� EMBED PowerPoint.Slide.7  ���������Explain that planning/problem-solving meetings require more structure than team-building meetings but less than informational meetings.  However, the degree of structure can vary greatly.

���

Handout 3�Refer the participants to Handout 3.



Facilitate a discussion about how to determine the degree of structure to impose on a planning meeting by asking the following question:�������Review Handout 3, especially the points in the chart.  What other factors might you add to this chart?������For each factor suggested by a participant, ask the participants whether it would suggest more or less structure and facilitator control.���������

PLANNING AND CONDUCTING MEETINGS



��What are the responsibilities of the person conducting a planning/ problem-solving meeting?������Make sure the following points are covered:



Decide who should attend the meeting.  Invite only those whose job responsibilities or expertise are relevant to the issues that will be discussed.

Develop a meeting agenda and distribute it to participants ahead of time.

Monitor the discussion and make sure that participants stick to the agenda items.

Ensure that all participants have an opportunity to express their opinions.

Make sure that all agenda items are covered.

Observe the time limit set at the outset of the meeting.�������What ground rules should be set for individuals attending an informational meeting?������Make sure the following points are covered:



Participants should review the meeting agenda ahead of time and bring to the meeting any information or ideas that are relevant to the issues contained in the agenda.

Participants must limit their comments to the topics under discussion.

Whenever possible, decisions should be made during the meeting.

���

PLANNING AND CONDUCTING MEETINGS



� EMBED Word.Picture.6  ����ACTIVITY:  PLANNING A MEETING



Conducting the Activity:������

Handout 4�Refer participants to Handout 4, where they will find instructions for the activity.������Visual 15

��Show the following visual.



� EMBED PowerPoint.Slide.7  ���������Explain that the participants are to read the scenario and then plan a meeting individually, following the steps listed on the visual.



Then, after 10 minutes, tell the participants that now the table groups will review each of the plans.  The groups are to pick one plan to present to the entire group.  The groups have 20 minutes to complete this activity.



After 20 minutes have passed, ask each group to present its plan.������������

TIPS FOR PLANNING AND CONDUCTING EFFECTIVE MEETINGS



�

Handout 5

�Distribute Handout 5, titled “Tips for Conducting Effective Meetings.”



Explain that the handout should serve as a quick reference when the participants hold meetings.



Review the topic headings:



Getting Ready

Meeting Basics

Handling Difficult People

Handling Difficult Situations

Encouraging Discussion

��� EMBED Word.Picture.6  ���



�ACTIVITY:  CONDUCTING EFFECTIVE MEETINGS



Preparing for the Activity:



Divide the handout contents into roughly equal sections to match the number of table groups.



Write page numbers or other descriptions of each section on index cards.



Conducting the Activity:



Give each table group a card containing an assigned section of the handout.�

Tell each group to choose the most important tip in its section and present the tip to the whole group.�

Allow 5 minutes to complete the task.�

Call on a volunteer from each group in turn to present the tip and to explain why the group chose the tip.



Ask the participants if they have any questions about any of the tips or if they have any suggestions to add.  Answer any questions the participants ask and respond to their comments.���

SUMMARY

���

�Summarize by reviewing the following points:



Effective meetings are a vital component of managing your function and relating to the rest of the DFO.



Focusing on the purpose of the meeting is key to its success.



Meetings need planning, preparation, and direction.�������Ask the participants to complete the course evaulation form.�������Distribute the course completion certificates to each participant.�������Thank the participants and the instructional staff.��
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