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Unit 1:  Course Overview

OVERVIEW

The purpose of this unit is to provide an overview of the Disaster Field Office Orientation course.

CONTENTS

This unit includes the following sections:

· Introductions

· Course Overview

· Your Guide to FEMA

· Summary and Transition

APPROXIMATE TIME

Version A
Version B

5 Minutes
10 Minutes

MATERIALS

· Copies of Your Guide to FEMA (one per student)

· Visuals 1 - 3
OPENING

Visual 1
Display Visual 1 as participants gather in the room.

INTRODUCTIONS

Begin by introducing yourself and stating what Region you are from.

Visual 2
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Show Visual 2 and point out which Region is in charge of the disaster.  Explain that FEMA personnel are based at Headquarters or a home Region, but may respond to a disaster anywhere in the country.  Explain that some persons working at this disaster may be Permanent Full-Time employees (PFTs), some may be Disaster Assistance Employees (DAEs), and some may be Local Hires.

Ask the students to introduce themselves by stating their:

· Names

· Hometowns

· Home Regions

· Positions in the Disaster Field Office

Review such administrative matters as:

· Course Length

· Restrooms

· Fire Exits

· No Smoking Policy

· Any other administrative information required by this specific DFO

COURSE OVERVIEW

Visual 3
[image: image3.wmf]

[image: image4.emf]3

Orientation Overview

• FEMA’s Role in Disaster Operations

• The Disaster Field Office

• Policies and Procedures


Display Visual 3.  Explain that the overall purpose of this orientation is to provide the students with information they need to begin work at the DFO.

Explain that resources are available to help people succeed within the DFO.  Explain that there are information resources (Your Guide to FEMA) and people resources (coworkers, supervisors, personnel office, equal rights, stress management, and trainers).  Stress that even if people appear busy, it is important to ask for help when needed.

YOUR GUIDE TO FEMA

[image: image6.wmf]Refer the students to the document Your Guide to FEMA.

[image: image7.wmf]Explain that the Guide contains information for the students to use both during the course and on the job.  Note that the Guide contains more information than can be covered in this course.

Ask the students to open to the Table of Contents.  Summarize the contents of each section.

Have the students open to the section entitled “What is FEMA Speak?”  Suggest that the students look up terms and acronyms as they are used during this training session.

SUMMARY AND TRANSITION

Summarize this unit by asking if there are any questions about the course or the Guide.

Transition by explaining that the next unit reviews basic information about FEMA’s role in disaster operations.
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