

COURSE OBJECTIVES



The objectives of this course are to enable participants:



To identify methods for taking care of employee basic needs.

To identify motivators for employees.



TARGET AUDIENCE



The target audience for this training is supervisors and potential supervisors assigned to the Disaster Field Offices.



CONTENTS



This unit includes the following sections:



Course Overview

Motivating Employees

Activity:  Meeting Employee Needs

Summary



APPROXIMATE TIME



1 hour



PREPARING



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



Supplies and Equipment

Visuals 1 and 2 ( See Visual Masters section of this document.  Prepare the visuals, if necessary.)

Overhead projector with screen

Note cards

Chart paper, easels, and markers

Masking tape

Name cards

Pens, pencils, and note paper



Handout Materials (See Handout Masters section of this document.)

Taking Care of Employees Summary

Meeting Employee Needs

Taking Care of Employees 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 DFO.  This course should be taught by instructors with 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 training by reviewing the following objectives���

�

� EMBED PowerPoint.Slide.4  ���

����Point out that this unit will focus on motivating employees.  Explain that the overall production and job satisfaction for all is greatly enhanced when a supervisor learns what motivates his or her employees and addresses their needs. ������

Taking Care of Employees Summary�Distribute the handout titled “Taking Care of Employees 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.)

���

MOTIVATING EMPLOYEES

����Review the following key points:



As a supervisor, you cannot motivate people directly.  People tend to do things for their own reasons, not yours.  Learn what motivates employees and provide opportunities for employees to work in an environment where they are self-motivated.



For employees to perform at their optimal level, their needs must be met.  As a supervisor, it is your job to help them meet these needs.



In a disaster situation, even basic needs may need to be met.  There may be substandard shelter available and limited food supplies.



Employees who are not focused on their personal needs will be more dedicated and committed to their work.



As a supervisor, you may not be able to address all of an employee’s needs.  But you should address those over which you have some control.  Therefore, the first step in motivating employees is to look at needs.



You may be familiar with Maslow’s Hierarchy of Needs.  This hierarchy can provide a framework for thinking about needs of staff in the Disaster Field Office.

��Visual 2

�

�Display the following visual.



� EMBED PowerPoint.Slide.4  ���

��MOTIVATING EMPLOYEES ��

Visual 2

(Continued)

�

�

Continue displaying Visual 2.



Discuss Maslow’s Hierarchy of Needs.



Stress that the needs are arranged in a pyramid, not a triangle.



Explain that if the basic physiological needs are not met, needs higher on the pyramid are of lesser importance.



Point out that Maslow’s hierarchy shows the order of importance in meeting human needs.



Instructor Note:  Write the next five questions on individual sheets of chart paper, one question per sheet, and display the questions.  During the discussion, write the participant responses as they are identified.

����What are some concerns or issues around basic needs that your staff could have in a disaster?���

(	Possible responses:

Safety of the drinking water.

Having a place to sleep.

Getting enough rest to be able to perform well on the job.

Access to local transportation.

Information on DFO procedures and layout.

Money to live on while in the DFO.

Not eating correctly.

����

What are some concerns your staff could have about security needs?���

(	Possible responses:

Feeling safe at the DFO and the hotel, and on field assignments.

Knowing unsafe and off-limit areas of the community and the DFO.

How to get in touch with management and security at all times.

How to get in touch with an EEO officer at all times.

��

MOTIVATING EMPLOYEES 

����

What are some social needs of your DFO staff?���

(	Possible responses:

Don’t know anyone on the team.

Knowing the length of one’s job assignment.

Need for time off.

Need for social and/or recreational opportunities.

Family problems at home.

Interpersonal strife with some team members.

Laughter.

����What are some concerns your employees could have about personal (or self) esteem needs?���

(	Possible responses:

Hoping that they can perform the job successfully.

Not feeling appreciated as part of the staff.

Feeling that no one listens to their ideas.

Not feeling included in the team.

Feeling that everyone else has done this before and knows more than they do.

������

MOTIVATING EMPLOYEES 

����

What are some self-actualization needs that your DFO staff may have?

���

(	Possible responses:

Knowing that what they’ve done makes a difference for disaster victims.

Improving their skills and knowledge during and after each disaster.

Knowing that they can do the job they are assigned to.

Being included in the decision-making process.

���
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�ACTIVITY:   MEETING EMPLOYEE NEEDS



Instructor Note:  The following exercise is for class sizes of at least 10 participants.  If your class size is smaller, you will need to restructure the exercise.

����Prepare for this activity as follows:



Familiarize yourself with the five categories of Maslow’s Hierarchy of Needs.



Basic Physiological Needs:  Food, water, shelter, health issues, etc.



Security Needs:  Safety and security in the working environment.



Social Needs:  Integrating full-time staff, reservists, and local hires; stress management; diversity; etc.



Personal Esteem Needs:  Feedback and recognition.



Self-Actualization Needs:  Cross-training, creativity, and growth opportunities.

���Conduct this activity as follows:



Explain to the participants that the purpose of this activity is to identify specific actions a Disaster Field Office supervisor can take to ensure that employees’ needs are met.�

Divide the participants into five groups.����

Meeting Employee Needs

�Tell the participants to refer to the handout titled “Meeting Employee Needs.”  Explain that they should identify specific actions that a Disaster Field Office Supervisor can take for their assigned area.�

Assign each participant/group a needs category. 



Give the participants 10 minutes to create their lists.�

After 10 minutes have passed, ask for volunteers to present their group’s responses to the rest of the class.  �

Have all the table groups present their responses.��������� EMBED Word.Picture.6  ���

�ACTIVITY:  MEETING EMPLOYEE NEEDS



8.	Add additional suggestions from the following list that participants did not mention.����

Possible responses:



Basic Needs

Provide information about hotel or other living accommodations.

Provide information about Disaster Field Office procedures (e.g., ID badges).

Provide a work area and tour of the Disaster Field Office.

Provide directions and local information.

Provide background information about the disaster.

Provide good deployment information.

Provide a telephone/contact list.

Make sure everyone has transportation to and from the office.

Make sure everyone has filled out an employee data card to get paid.

Provide the location of the nearest ATM accepting American Express.

Bring fruit to the office for snacks.

���Security Needs On and Off Duty

Ensure that all staff have badges.

Advise staff of availability of escorts (parking, meals, etc.).

Provide site-specific security issue orientation (very important for DFO personnel).

Ask staff if accommodations are safe, secure, and livable.

Identify the rough areas of town.

Inform staff about safety issues (e.g., drinking water, swimming).

Provide up-to-date, after-hours contact list to all staff.



Social Needs

Establish an early buddy system and monitor compatibility.

Acknowledge every person.

Remember every name.

Add social needs as a meeting agenda item.

Rotate staff home.

Encourage team members to work together.

����
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ACTIVITY:  MEETING EMPLOYEE NEEDS



8.	Possible responses (Continued)���Social Needs (Continued)

Introduce everyone to other team members when they join the team.

Make sure everyone has some time off.

Provide opportunities for the staff to share social and recreational activities.

Encourage staff to make the supervisor aware of problems at home.

Set up meeting with involved members to discuss interpersonal conflicts.



Personal Esteem (Self-Esteem) Needs

Make each individual feel part of a team (introduce them, provide work space, place his/her name on the organizational chart, assign tasks).

Personally introduce new people to the specific office/Disaster Field Office Staff.

Thank individuals and give immediate reinforcement.

Demonstrate personal interest in employees.

Identify small deeds and compliment the person responsible.

Recognize people by their names.

Use appropriate humor.

When the situation allows, explain the “why’s” of a given mission.

Send letters of commendation to staff members and copies to their supervisors.

Respect all staff and individual differences.

Include all staff members in social invitations.

Encourage teamwork and teambuilding.

Honestly assure each individual that you have confidence in their ability to accomplish the task.

���
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8.	Possible responses (Continued)���Self-Actualization Needs

Place people in positions that match their qualifications.

Provide crosstraining opportunities.

Provide for and allow creativity.

Provide opportunities in current technology.

Recommend learning opportunities that may be available after the disaster.

���9.	Ask if there are any other comments on the actions supervisors can take to meet their employees’ needs.�����	�

MEETING EMPLOYEE NEEDS

�

Participant Copy







Purpose:  The purpose of this activity is to identify specific actions a Disaster Field Office supervisor can take to ensure that employees’ needs are met.



�

Instructions:



For your assigned need, identify specific actions that a supervisor at a DFO can take to ensure that employee needs are met.  Record these below.



As a group, consolidate your individual responses and write your actions on chart paper.�

Select a spokesperson to present your group’s list.���



Assigned Area:  (Check one)



Basic Physiological Needs		(	Security Needs			(	Social Needs

Personal Esteem Needs			(	Self-Actualization Needs



Record suggested DFO supervisor actions below:







�

SUMMARY

����

�Summarize this course by asking the participants the following discussion questions:



����� ADVANCE \d 06 �What challenges do you face when motivating employees in a disaster setting?�����



�Possible responses:

Making the time to take care of employees.

Constantly changing environment, facility, and staff.

Getting the correct information to pass on to the staff.

����� ADVANCE \d 06 �What can supervisors do to maintain their personal motivation?������Possible responses:

Take care of their own basic needs.

Ask for information.

Seek learning opportunities to expand and develop their own skills.

���

�Ask the participants to complete the course evaluation form.



��

�

�Distribute the course completion certificates to the participants.



���

�Thank the participants and the instructional staff.



��

� ADVANCE \d06 �Taking Care of Employees��



� ADVANCE \d06 �Disaster Field Training Organization(Instructor Guide	Page � PAGE �12���
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