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Preliminary Damage Assessment for Individual Assistance
Plan of Instruction

Rational:
A need exists within the Individual Assistance (IA) program to standardize the Preliminary Damage Assessment (PDA) process.  In the past, PDA-IA training has been “on the job” rather than a formalized training program. The process and procedures appeared inconsistent region-to-region and the need to standardize has been evidenced by the different methodologies, forms, data gathering and documentation.  An updated “FEMA Preliminary Damage Assessment for Individual Assistance Operations Manual” of the February 2002 version, will be the reference tool to adopt in the delivery of the training as the standard.  In addition to the introduction and usage of the manual, training will meet some of the qualifying requirements of the Human Services HS cadre.  

Providing this modular concept in training will meet the PDA needs of both the new and experienced IA team personnel with a standardized approach.

Course Goal:

The overall provision of the Knowledge, Skills and “Attitudes” in conducting the PDA for IA will be delivered in modules.  Each of the modules are stand alone but can be incorporated as building blocks for the process of the PDA for IA.  The course covers the process and standard operating procedures of: damage assessment, data collection, documentation, analysis, reporting team findings, team coordination and program estimated costs for the disaster.  The course is designed to meet the specific needs of the participants at any level with its modular concept.  Each module can be presented as a “stand alone” with the flexibility to expand or compress units of instruction.

Target Audience:

FEMA Individual Assistance personnel, State and local partners, and any other Agency or organization personnel, involved in the PDA process, at any level, would benefit with this modular training approach.

Course Objectives:

Upon completion of the training program each participant will be able to:

1. Cite specific guidelines from the PDA for IA Operations Manual.

2. Describe the roles & responsibilities of the PDA Team.

3. Determine damage assessment meeting FEMA specifications.

4. Record data from the PDA in the required formatted field forms.

5. Analyze data for a team summary.

6. Compile team summary for the Regional Analysis.

7. Coordinate any program needs identified by the PDA.

8. Demonstrate the Knowledge, Skills and Abilities to conduct and present the PDA for IA.

9. Mentor and train IA personnel.  

Module Outlines and Concept:  

The course first module BASICS is provided to maximize proficiency by building on the participant’s knowledge of standard operating procedures and reference to guidelines.   

The second module FIELD OPERATIONS is the “hands on” application to the actual skills and abilities to deliver accurate assessment capabilities with a team concept.

The third module focuses on COORDINATION of the PDA team, with interactive group dynamics, the skills and “attitudes” of applying the team concept to accomplish cohesive performance with a standardized approach.  This module will also address the concept of coordination of field operations in the preparation of the Regional Analysis, Summary and Recommendation.

I.   PDA-IA BASICS (DF323)
Unit 1: Course Introduction 

Unit 2: Relate operations manual to tasks, roles and responsibilities
Unit 3: Describe methodologies for damage assessment in field operations
II.  PDA-IA Field Operations (DF324)

Unit 1: Review team roles, responsibilities and “Chain-of-Command”. 

Unit 2: Assess damages & impacts with FEMA specifications 
Unit 3: Debrief and Conclusion
III. PDA-IA COORDINATION (FEMA Personnel Only) (DF325) 

Unit 1: PDA coordination
Unit 2: Analysis for probable assistance needs and cost projections
Unit 3: Produce a report to deliver to the region
Optional Unit Add-ons:

Unit 4: Field equipment use
Unit 5: Enhanced information transmission
Unit 6: Skills for report writing and supporting documentation. 

The fourth module for development of supervisory leadership in MENTORING or TRAINING Individual Assistance personnel to enhance the organizational, training and mentoring skills of fully qualified lead personnel.  This module is on a separate POI
IV. IA Mentor/TTT (FEMA Personnel Only) (DF326) 
Unit 1:  Conducting a performance need or professional development assessment

Unit 2:  Analysis and Considerations for Design, Development and Delivery

Unit 3:  Objectives and scope for an

Individual Development Plan IDP (Mentor) or 

Plan of Instruction POI (TTT)

Unit 4:  Organizational Skills for mentoring or training 

Unit 5:
 Implementing a POI or IDP 

Unit 6:  Evaluation Strategies 
Course References:       Underlined Titles are hyperlinked
9327.1-PR Preliminary Damage Assessment for IA Operations Manual (April 2005)  

44 CFR (specific sections relative to PDA Individual Assistance) 

Introduction to Individual Assistance 
Individual Assistance Toolbox

GPS for Disaster Operations IG DF109
National Incident Management System
National Response Plan
Public Assistance Documents
Writing for FEMA Manual

Independent Study Courses (some are pre-requisites)
IS-007 A Citizen's Guide to Disaster Assistance 
IS-292 Disaster Basics
IS-100 Introduction to Incident Command System ICS for Federal Workers
IS-200 Basic Incident Command System
IS-700 National Incident Management NIMS
IS-800 National Response Plan
Disaster Field Training Operations DFTO Courses for Individual Assistance are also available at disaster operations through the DFTO cadre. 
Course Deployment:

The course consists of  - “stand alone” or contiguous modules.  

Each module can be delivered as a “stand alone”, 2-hour refresher or a 4-6 hour initial training course, specific to the target audience needs.   

Modules I & II focus on standardization of operations and the “how to guidelines” to assess damages by the target audience which may include State and local participation.  

Module III specifically addresses FEMA criteria and is therefore targeted toward FEMA personnel.  This module can be deployed as a full day (6-8 hours) with add-ons of appropriate technology used in the field.

Delivery of any or all three modules will be made available for new hires or new PDA team members, as a DFTO, Regional or off-site course.  The full course may encompass two days or 
16 hours of instruction.  
A fourth module for mentor and/or instructor candidates is a full day course and it is strongly suggested that candidates are nominated by supervisory staff.  The course, with a separate plan of instruction, is intended for implementing the position task books as an aid to both training and mentoring FEMA disaster workforce personnel.
Instructor Qualifications:

1. Fully Qualified FEMA personnel with subject matter expertise of PDA for Individual Assistance, including PDA team members or IA instructors.   
2. FEMA Regional Personnel with experience in the pre-disaster declaration activities for Module III Regional Summary, Analysis and Recommendation (Human Services Branch level supervisors). 

3. FEMA DFTO designated Master Trainer MT or appointed IA instructors for Module IV. 

Pre-Course Activities:

1. Identify Instructors for course modules (3 weeks prior to course)

2. Send Instructor Guide and copy of Participant Manual to Identified Instructors (2 weeks prior to class)

3. Conference call for final walk through with instructors (1 week prior to class)

4. Introductory / Acceptance Letter to Participants (Non FEMA personnel)

5. Recommend IS-7 A Citizen’s Guide to Disasters and IS-292 Disaster Basics course be distributed to participant attendees as pre-course materials.
Course Supplies and Equipment:

Participant Supplies

Name Tents


Pencils, pens, markers, dry erase and permanent


Paper, easel charts, binders, file folders


Participant Manual


Pre-Course (Independent Study) reading Materials & Exams *

PDA-IA Operations Manual


Participants need to bring their own calculators


Module 3: GPS Units and Digital Cameras (1 per 2 participants)
* Exams administered during the course (if participants have not completed the training)

Course Supplies and Equipment


Class Room – set up for groups, group activity facilitation tools


LCD projection system


Computer with CD/DVD capabilities

Instructor Guide 


Handouts 
Module 3:  Computer Lab (Streets & Trips) for Participants to use & GPS Units

Course Deployment:

1. Pilot 1 May 2004 (Region 9 delivered Modules I and II Basic and Field Operations)
2. Modules I, II, III May 2005 (Region 1)
3. Resident (E#) or Regional (L#) Course - TBD
4. Web-Based/Interactive CD - TBD
Suggested Pilot Test Plan:

1. Day One- review all of the materials, PDA-IA Operations Manual, Handouts and Tests – Instructors, Designer, Subject Matter Experts.  Day Two- Review all teaching materials by individual unit(s) – Instructors, Designer, Subject Matter Experts

2. Day Three & Four- full Pilot teaching Modules I, II, III
3. Day Five- Debrief and evaluate course delivery
Course Evaluation Plan:

1. Pre-course IS-7 and IS-292 Final Exam (successful completion prior to or during course)
2. Analyze pre-post testing products (Level 1 & 2)

3. Analyze course methods and activities for effectiveness (Level 1 & Level 2).

4. Participant feedback on “best” and “least” effective course delivery (Level 1).

5. If possible Level 3 evaluation on debriefing of Regional final output of Regional Summary and Recommendations from PDA team reports (active disaster).

Course Map Days 1 & 2 
	Course Map
	Module Unit
	Learning Domain
	TASK Description  (Terminal & Enabling Objectives)
	Training Method
	Time

Hours
	Reference

	AM

	Mod I: 

Unit 1


	Cognitive

Knowledge


	Introductions 

· Overview of Disaster Declaration Process

· Why and When does a PDA occur
	Presentation
	1
	44 CFR
National Response Plan

	D

A

Y
	Mod I: 

Unit 2
	Cognitive

Knowledge
	Relate Current Operations Manual for PDA-IA functions

· Identify the PDA Team Members & their Roles & Responsibilities

· Team Assignments
	Presentation

Group Activity

“SOP Hunt”
	1.5
	PDA for IA  Operations Manual 

	O

N

E
	Mod I: 

Unit 3
	Cognitive

Knowledge
	Relate Current Operations Manual for PDA-IA methodologies and Annexes

· Field Team Assessment Methodologies

· Information to collect for a PDA
	Presentation

Group Activity


	1.5
	PDA for IA  Operations Manual 

	
	
	
	
	
	
	

	PM
	Mod II: Unit 1


	Cognitive

Knowledge

Affective

Attitude


	Introductions (If stand alone)

· Review Team Concept, Roles & Responsibilities of PDA-IA

· Identify the “Chain-of-Command” principles for the Team
	Small Group Activity 
	1
	PDA for IA  Operations Manual 

	
	Mod II: Unit 2
	Cognitive

Knowledge

Psychomotor

Skills
	PDA Exercise

· Determine Damages on Property (Slide Presentation Pictures)

· Enter Damage Assessment on PDA-IA Field Forms

· Dwelling Types & Occupancy Types

· Degree of Damage & Insurance
	Presentation

Group Activity

& Discussion


	2
	PDA-IA 

Field 

Forms

PDA for IA  Operations Manual 

	
	Mod II:

Unit 3
	
	Exercise Conclusion

· Discuss region specific disasters

· Conclusion 
	Question & Answer

Discussion
	1
	

	Course 
Map
	Module  Unit
	Learning Domain
	TASK Description  (Terminal & Enabling Objectives)
	Training Method
	Time

Hours
	Reference

	AM
	Mod III: Unit 1
	Cognitive

Knowledge

Affective

Attitude

Psychomotor

Skills


	Introductions (If stand alone module)

PDA-IA Coordination 

· Collecting the data from Field forms for a Summary 

· Compile & Analyze to determine program needs, using a standard format spreadsheet

· Evaluation of data
	Group Activity

Discussion

Presentation
	1
	PDA-IA 

Field 

Forms

Spreadsheet

PDA for IA  Operations Manual

	D

A

Y
	Mod III:

Unit 2


	Cognitive

Knowledge

Psychomotor

Skills
	Data Compilation and Analysis of Team Reports

Develop probable assistance needs and program cost projections
	Scenario Activity
	1
	PDA-IA 

Field 

Forms

Spreadsheet

	T

W

O
	Mod III:

Unit 3


	Cognitive

Knowledge

Psychomotor

Skills
	Produce a Complete package including demographics and other pertinent information associated with the PDA for delivery to the functional group developing the Regional Summary, Analysis and Recommendation.
	Computer Lab

Simulation
	2
	PDA-IA 

Field 

Forms

Spreadsheet

	PM
	Mod III:

Unit 4


	Cognitive

Knowledge

Psychomotor

Skills
	Field Technology and Use of Equipment 

· Calibration and Standardization of Equipment

· Global Positional System GPS Units

· Digital Cameras
	Simulation Field Exercise
	1.5
	User Guides & Course Manuals



	
	Mod III:

Unit 5


	Cognitive

Knowledge

Psychomotor

Skills

	Field Technology Transmittal

· Downloading information from technology 

· Uploading of technological enhanced information

· Using Microsoft Streets & Trips
	Computer Lab

Simulation
	1.5
	Guides for
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	Mod III:

Unit 6


	Cognitive

Knowledge

Psychomotor

Skills
	Writing skills to support reports 

· Descriptive – Narratives
	Computer Lab

Simulation
	1
	“Writing for FEMA” manual


Module-Unit Breakdown
	Preliminary Damage Assessment (PDA) for Individual Assistance (IA) Basics


PDA-IA Basics Unit 1: COURSE INTRODUCTION





1 hour


	In This Unit
	(  Administrative Details & Introductions
	10 Minutes

	
	(  Course Overview

	15 Minutes

	
	(  IS-7 A Citizen’s Guide to Disaster Assistance
	15 Minutes

	
	(  IS-292 Disaster Basics
	15 Minutes

	
	(  Break
	10 Minutes



	Objectives
	At the conclusion of this unit, participants will be able to:
	

	
	1. Complete administrative requirements of the course

2. Discuss the objectives of this course

3. Introduce participants attending the course

4. Complete final exams of IS-7 & IS-292

5. Discuss the Disaster Declaration Process
	



	Scope
	(  Course overview & agenda
	

	
	(  Staff & Participant Introductions

	

	
	(  Conduct the Final Exams of IS-7 and IS-292

(  Review Course Material and references
	



	Methods
	Presentation
	If available the Regional or Program Director at the Facility can do a welcome announcement. Course manager will make the administrative announcements and facilitate the participants & staff introduction.  Course manager will present an overview of course topics by reviewing the agenda and the participant material.



	Materials
	The following materials are required for this unit:
	

	
	(  Instructor Guide

	

	
	(  Participant Manual (includes PDA-IA Ops Manual) 
	

	
	(  Visuals

	

	
	(  Projection Equipment
	



	Preliminary Damage Assessment (PDA) for Individual Assistance (IA) Basics


PDA-IA Basics Unit 2:  PDA-IA OPERATIONS





    1.5 hours

	In This Unit
	(  Standard Operations Manual Overview
	10 Minutes

	
	(  Identify PDA Team Members’ roles & responsibilities
	30 Minutes

	
	(  Discuss PDA-IA Field Assignments and Team Concept
	50 Minutes



	Objectives
	At the conclusion of this unit, participants will be able to:
	

	
	1. Cite sections of the PDA-IA Operations Manual

2. Refer to the Operations Manual for roles & responsibilities

3. Conceptualize the Team Concept with roles & responsibilities
	



	Scope
	(  Refer to the PDA-IA Operations Manual 
	

	
	(  Cross reference the roles & responsibilities to the National Response Plan and the Declaration Process
	

	
	(  Find the operations & procedures in the Manual
	

	
	(  Discuss team concept and activities of the PDA-IA team 

	



	Methods
	Group Activity
	The participants will go through a “SOP hunt” to find the reference sections of the PDA-IA Operations Manual as it relates to the function, roles and responsibilities of the team members. 

	
	Facilitation
	A guided discussion with questions & answers, to review the information presented



	Materials
	The following materials are required for this unit:
	

	
	(  Instructor Guide

	

	
	(  Participant Manual & Handouts

(  Current PDA for IA Operations Manual (for insert to Participant Manual)
	

	
	(  Visuals

	

	
	(  Projection Equipment
	



	Preliminary Damage Assessment (PDA) for Individual Assistance (IA) Basics


PDA-IA Basics Unit 3:  PDA METHODOLOGIES & CONSIDERATIONS            
       1.5 hours

	In This Unit
	(  Objectives
	10 Minutes

	
	(  Degree of Damage Review
	10 Minutes

	
	(  General Information to Collect
	10 Minutes

	
	(  Individual Team Members Focus
	10 Minutes

	
	(  Annexes
	50 Minutes



	Objectives
	At the conclusion of this unit, participants will be able to:
	

	
	1. Define the degrees of damage and areas of general information to record in the PDA

2. Define the other “hard-count” considerations

3. Give examples of common Major damage indicators

4. Describe the similarities, differences and specifics of the Annexes: Pacific Island, Indian Reservation, Alaska Native Village 

5. Summarize the PDA-IA Operations Manual
	



	Scope
	(  Review the Operations Manual 
	

	
	(  Relate the Disaster Declaration Process and the PDA function 

	

	
	(  Define the general and specifics of the PDA operation
	

	
	(  Use the Operations Manual as a reference tool

	



	Methods
	Presentation
	Contents of the PDA for IA Operations Manual

	
	Small Group Activity

“Jigsaw Learning”
	Each group will take a specific section annex to present to the large group, the PDA-IA team considerations, as it relates to damage assessments.

	
	Large Group Briefing
	Each small group will then conduct the pre-briefing task on the specific annex they were assigned.



	Materials
	The following materials are required for this unit:
	

	
	(  Easel Charts (supplies-pens etc.) for group presentations

	

	
	(  Instructor & Participant Manuals, Visuals
	

	
	(  Projection Equipment

	



	PDA for IA Field Operations


Field Operations Unit 1:  PDA-IA TEAM OVERVIEW

 

              1.5 hours

	In This Unit
	(  Introductions (If stand alone Module) & Overview
	10 Minutes

	
	(  Review PDA-IA team roles & responsibilities
	15 Minutes

	
	(  Identify the “Chain-of-Command” principles
	15 Minutes

	
	(  Review Appendices in the PDA-IA Ops Manual
	50 Minutes



	Objectives
	At the conclusion of this unit, participants will be able to:
	

	
	1. Define the PDA-IA team members

2. Describe the individual team members focus for PDA-IA

3. Differentiate the degree of damages and other information required for the PDA-IA Field Form
	



	Scope
	(  Course module overview
	

	
	(  Identify PDA-IA Field Form use for data requirements

	

	
	(  Apply FEMA principles of Damage Assessment
	

	
	(  Review the Team Concept & “Chain-of-Command”
	



	Methods
	Presentation
	Review sections of the PDA-IA Operations Manual on the operations and procedures of the team.  Define the components of the PDA-IA Field Form

	
	Activities
	Large group activity in conducting a sampling damage assessment slide presentation, facilitated by a Subject Matter Expert. 

	
	Discussion
	Arrive at some consensus on the slides presented and the matter in which the degree of damage was assessed.  Group discussion, followed with Q&A.



	Materials
	The following materials are required for this unit:
	

	
	(  Instructor Guide & Participant Manual, Handouts & Forms

	

	
	(  Projection Equipment including speakers
	

	
	(  Visuals (CD)
	



	PDA for IA Field Operations


Field Operations Unit 2:  PDA – IA EXERCISE





     2 hours

	In This Unit
	(  Exercise Overview
	10 Minutes

	
	(  Participants will conduct PDA-IA from slide presentation
	50 Minutes

	
	(  Discuss the methodologies & summations
	30 Minutes

	
	(  Evaluate the participants’ PDA-IA Field Form
	30 Minutes



	Objectives
	At the conclusion of this unit, participants will be able to:
	

	
	1. Cite specific guidelines from the PDA-IA Operations Manual
	

	
	2. Determine damage assessment criteria established by FEMA
	

	
	3. Record data collected accurately on the PDA-IA field form.
	



	Scope
	(  Conduct a simulated PDA-IA from slide presentation
	

	
	(  Reference the PDA-IA Operations Manual Appendices
	

	
	(  Accurately record PDA-IA on the proper field form
	



	Methods
	Presentation
	A slide presentation with clips of damaged properties (2-3 minute intervals) to simulate windshield or aerial PDA, will be presented by a subject matter expert.

	
	Simulation
	Participants will be expected to record their individual PDA, some slides will have short prescriptive injects on the slide for participants to record additional information on their field forms.

	
	Evaluation
	Participants will be expected to complete the simulated exercise with an acceptable percentage rate.  Participants will be conducting their individual and group evaluation.  The SME will lead any discussion on the rationale for any slides that participants miss in having the same conclusions.



	Materials
	The following materials are required for this unit:
	

	
	(  Instructor Guide, Participant Manual (Additional Forms)

	

	
	(  Visuals
	

	
	(  Projection Equipment with Speakers
	


	PDA for IA Field Operations


Field Operations Unit 3:   CONCLUSION
      

    



30 Minutes

	In This Unit
	(  Regional special considerations (Annexes)
	  5 Minutes

	
	(  Debriefing and Post PDA Activities
	10 Minutes

	
	(  Question and Answers
	10 Minutes

	
	(  Conclusion & Course Evaluations
	3 Minutes



	Objectives
	At the conclusion of this unit, participants will be able to:
	

	
	1. Review specific regional PDA for IA concerns
	

	
	2. Discuss the regional aspects and issues
	



	Scope
	(  Conduct a simulated PDA-IA from slide presentation
	

	
	(  Reference the PDA-IA Operations Manual Appendices
	

	
	(  Use regional specific PDA-IA criteria
	



	Methods
	Presentation
	A slide presentation with clips of damaged properties (2-3 minute intervals) to simulate windshield or aerial PDA, will be presented by a subject matter expert.

	
	Simulation
	Participants will be able to discuss with the regional SME the concerns and issues based on the regional slides for their specific damage assessment (e.g. Region 9 with earthquakes and/or typhoons occurring in the Pacific Islands)

	
	Debrief and end of course evaluation
	Participants will be expected to engage in group discussion on the subject of the regional aspects in a PDA.

Participants will also evaluate the course materials, instructional delivery and overall content of the training exercise.



	Materials
	The following materials are required for this unit:
	

	
	(  Instructor Guide, Participant Manual (Additional Forms)

	

	
	(  Visuals
	

	
	(  Projection Equipment with Speakers
	


	PDA for IA COORDINATION


PDA-IA Coordination Unit 1:  COORDINATION OVERVIEW



1 hour

	In This Unit
	(  Introductions
	15 Minutes

	
	(  Course Overview
	30 Minutes

	
	(  Review PDA-IA Field Operations
	15 Minutes



	Objectives
	At the conclusion of this unit, participants will be able to:
	

	
	1. Identify members of the PDA-IA team.
	

	
	2. Discuss elements of the PDA-IA Field Form
	

	
	3. Demonstrate the use of the field forms 
	



	Scope
	(  Instructor(s) and participant(s) introduction
	

	
	(  Reference the PDA-IA field forms
	

	
	(  Discuss the elements of the field forms for coordination 
	



	Methods
	Presentation
	Individual instructors and participants’ introduction


	
	Discussion
	Participants will be expected to review the information on field forms, for use in Field Coordination.





	Materials
	The following materials are required for this unit:
	

	
	(  Instructor Guide, Participant Manual (Additional Forms)

	

	
	(  Visuals
	

	
	(  Projection Equipment with Speakers
	

	
	(  Microphone
	


	PDA for IA COORDINATION


PDA-IA Coordination Unit 2:  DATA COMPILATION & ANALYSIS      


1 hour


	In This Unit
	(  Initial compilation of data
	15 Minutes

	
	(  Using forms, spreadsheets and databases
	15 Minutes

	
	(  Update database function for currency
	30 Minutes



	Objectives
	At the conclusion of this unit, participants will be able to:
	

	
	1. Compile data from field forms into a database.
	

	
	2. Analyze data from field forms for accuracy and completeness
	

	
	3. Insert data and updates to the excel database for accurate computation.
	

	
	4. Test database for summation of program cost projections
	



	Scope
	(  Participants will be using PDA data base application in a computer lab setting.
	

	
	(  Compilation and Analysis of data
	

	
	(  Use excel and access database for program cost  projections 
	



	Methods
	Presentation
	Excel and Access Database use.


	
	Discussion
	Participants will be expected to review the information on field forms, for compilation and analyses.


	
	Simulation
	Computer lab for actual input and data base practice.



	Materials
	The following materials are required for this unit:
	

	
	(  Instructor Guide, Participant Manual (Additional Forms)

	

	
	(  Visuals
	

	
	(  Projection Equipment with Speakers
	

	
	(  Microphone
	

	
	(  Computer Lab
	


	PDA for IA COORDINATION


PDA-IA Coordination Unit 3:  REGIONAL WRITE UP

       


2 hours

	In This Unit
	(  Enter compiled and analyzed data in access
	45 Minutes

	
	(  Test summaries of data for accuracy
	45 Minutes

	
	(  Discussion and Group Feedback
	30 Minutes



	Objectives
	At the conclusion of this unit, participants will be able to:
	

	
	1. Use an access database application to set up for program cost estimation.
	

	
	2. Enter field reports into the database to test for accuracy.
	

	
	3. Apply the data entry to produce a regional summary
	



	Scope
	(  Actual data entry for county and state summations
	

	
	(  Use field forms information and incorporate demographics
	

	
	(  Complete summaries for the regional analysis and recommendation input with the program cost projections for individual assistance. 
	



	Methods
	Simulation
	Computer lab actual use of access database application.


	
	Discussion
	Participants will be expected to review the information they have compiled and entered into the database and justify the packaging of the regional summary, analysis and recommendation




	Materials
	The following materials are required for this unit:
	

	
	(  Instructor Guide, Participant Manual (Additional Forms)

	

	
	(  Visuals
	

	
	(  Projection Equipment with Speakers
	

	
	(  Computer Lab and PDA-IA access database application
	


	PDA for IA COORDINATION


PDA-IA Coordination Unit 4:   FIELD TECHNOLOGY



       1.5 hours

	In This Unit
	(  Use of technology in field operations
	15 Minutes

	
	(  Calibrating GPS units
	30 Minutes

	
	(  Simulation Exercise Outdoors
	30 Minutes



	Objectives
	At the conclusion of this unit, participants will be able to:
	

	
	1. Explain the calibration of GPS units for field use.
	

	
	2. Demonstrate proper use of GPS units for longitude and latitude marking.
	

	
	3. Use MS Streets & Trips to create mapping PDA sites.
	

	
	4. Correlate sites to the PDA field reports.
	

	
	5. Using Digital Cameras
	



	Scope
	(  Participants will use GPS units on an exercise outdoors
	

	
	(  Incorporate GPS information to an application 
	

	
	(  Prepare GPS markings of PDA sites on a map
	

	
	(  Download pictures from cameras
	



	Methods
	Presentation
	Proper use and application of GPS units


	
	Simulation
	Participants will be expected to find marked target areas to assess and record GPS components outdoors.


	
	Demonstrations
	Use MS Streets & Trips to document target areas and complete mapping in the application.



	Materials
	The following materials are required for this unit:
	

	
	(  Instructor Guide, Participant Manual 
	

	
	(  User Guides for equipment (GPS units & cameras)
	

	
	( Computer Lab with MS Streets & Trips
	

	
	(  Projection Equipment 
	

	
	(  Digital Camera connectivity (Floppy or USB port) to PC
	

	
	(  GPS Units (1 per partnered participants)
	


	PDA for IA COORDINATION


PDA-IA Coordination Unit 5:   REPORT & TRANSMISSION
      

           1 hour


	In This Unit
	(  Review iPass or current agency remote access
	15 Minutes

	
	(  MS Office applications (WORD, EXCEL) review
	15 Minutes

	
	(  Packaging reports with inserts
	30 Minutes



	Objectives
	At the conclusion of this unit, participants will be able to:
	

	
	1. Explain remote access to the Regional Response Coordination Center RRCC
	

	
	2. Incorporate pictures and other inserts to reports
	

	
	3. Demonstrate final field reports transmission to the RRCC
	



	Scope
	(  Participants will produce final products
	

	
	(  Review other participants work 
	

	
	(  Discuss any technical problems and solutions 
	



	Methods
	Presentation
	Participants will present to the group their final regional summary and analysis.


	
	Discussion
	Participants will discuss with their partners and the group any findings, problems and solutions with remote access reporting to the RRCC.




	Materials
	The following materials are required for this unit:
	

	
	(  Computer Lab

	

	
	(  User Guides and Tutorials 
	

	
	(  Projection Equipment with Speakers
	

	
	(  Microphone
	


	PDA for IA COORDINATION


PDA-IA Coordination Unit 6:   REVIEW & CONCLUSION
        



1 hour


	In This Unit
	(  Feedback on participants’ write up
	30 Minutes

	
	(  Course evaluation and feedback
	30 Minutes



	Objectives
	Participant will be able to:
	

	
	1. Make suggestions to improve the course
	

	
	2. Provide feedback
	

	
	3. Consider other courses for program knowledge
	



	Scope
	(  Question and Answer session
	

	
	(  Discussion and recommendations
	



	Methods
	Question & Answer
	Participants, SME and Instructors


	
	Discussion
	Participants, SME and Instructors




	Materials
	The following materials are required for this unit:
	

	
	(  Evaluation Forms
	

	
	(  Microphone
	


Icons used in the Instructor Guide
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	This icon is a symbol for the instructor to show a visual.
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	Handout materials or supplies.  IF you have several handout materials, it is strongly recommended that you use different colored paper for each. 
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	An activity indicated for you to prepare the participants.  This guide may present an activity with separate sheets of instruction.

	
[image: image5.wmf]
	Instructor asks specific questions.
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	Key points to stress.
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	Use the easel to capture notes, parking lot issues or participants will use in an activity.
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	Continuation on the next page, section or segment.
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	Check on participants understanding or progress.
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	Reference on the web, intra or inter net – show participants a link, or course allows for computer lab time.
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	Be sure to cover  these points or make notes of changes etc.
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	Acknowledge accomplishment – applause for all presentations done by individual or group participants.
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	Adobe acrobat PDF attachment included in the instructor guide for reference materials.  You must “launch” the file attachment to print and make copies for the participants.
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	Note for the Instructor


DFTO Training Support Checklist
	Requestor Information

	DFO Section/Office:__________________________

Point of Contact:_____________________________
	       
	Telephone #:
	

	Request Date:
	
	Location:
	

	Training Purpose

	Topic/Audience:_________________________________________________________

Describe how this topic relates to the DFTO Needs Assessment Questionnaire. (See questions 1, 5a & 5b on questionnaire).

___________________________________________________________________________________________________________

___________________________________________________________________________________________________________

___________________________________________________________________________________________________________

___________________________________________________________________________________________________________ 

NOTE: Your expectations must be discussed with your staff. Training outcome may improve when participants are aware of the expectations



	Special Needs

	

	Instructors/Subject Matter Experts



	Participants Availability



	Materials Needed



	Special room Arrangements (attach diagram if desired)



	Training Dates & Support Needed from DFTO

	Training Dates: Start ________________ End______________________ Preferred Times:________________________ 

___Obtain Room   _____Reserve Room   _____Set up Room   _____Develop Materials   _____Provide Instructors

_____Reproduce materials   _____ Audio-visual Requirements _____Other (explain)_________________________________________



	


DFTO Sign Up Sheet
Course Name: ________________________________         DFTO Course Number______________
	Date:
	
	Instructor:
	

	
	
	
	

	Location:
	
	Instructor:
	


	Employee Name

(Please print your name)
	Last 4 digits of SS#
	Department/ Division
	Classification

	1) 
	
	
	· FEMA 
	· Non-FEMA 

· LH
	· Other

· State

	2) 
	
	
	· FEMA 
	· Non-FEMA 

· LH
	· Other

· State

	3) 
	
	
	· FEMA 
	· Non-FEMA 

· LH
	· Other

· State

	4) 
	
	
	· FEMA 
	· Non-FEMA 

· LH
	· Other

· State

	5) 
	
	
	· FEMA 
	· Non-FEMA 

· LH
	· Other

· State

	6) 
	
	
	· FEMA 
	· Non-FEMA 

· LH
	· Other

· State

	7) 
	
	
	· FEMA 
	· Non-FEMA 

· LH
	· Other

· State

	8) 
	
	
	· FEMA 
	· Non-FEMA 

· LH
	· Other

· State

	9) 
	
	
	· FEMA 
	· Non-FEMA 

· LH
	· Other

· State

	10) 
	
	
	· FEMA 
	· Non-FEMA 

· LH
	· Other

· State

	11) 
	
	
	· FEMA 
	· Non-FEMA 

· LH
	· Other

· State

	12) 
	
	
	· FEMA 
	· Non-FEMA 

· LH
	· Other

· State

	13) 
	
	
	· FEMA 
	· Non-FEMA 

· LH
	· Other

· State

	14) 
	
	
	· FEMA 
	· Non-FEMA 

· LH
	· Other

· State

	15) 
	
	
	· FEMA 
	· Non-FEMA 

· LH
	· Other

· State

	16) 
	
	
	· FEMA 
	· Non-FEMA 

· LH
	· Other

· State


End-of-Course Evaluation Form

Please take a moment to complete the following items.  Your input may help to improve future training session. Thank you!

Name of Course ______________________________

Date of Course ______________

Name of Instructor ____________________________

Disaster Number _____________

1. After completing this course, I am better prepared to do my work.

	· Strongly Agree
	· Agree
	· Disagree
	· Strongly Disagree


Comments:

2. The instructor was knowledgeable and well-prepared?

	· Strongly Agree
	· Agree
	· Disagree
	· Strongly Disagree


Comments:

3. The instructor provided time for questions and review and encouraged group participation?

	· Strongly Agree
	· Agree
	· Disagree
	· Strongly Disagree


Comments:

4. The instructor related the material to disaster work and used FEMA-related examples.

	( Strongly Agree
	( Agree
	( Disagree
	( Strongly Disagree


Comments:

5. The most effective part of this course was:

6. The least effective part of this course was:

7. Please add specific comments on how this course could be improved.

8. Overall, how would you rate this course?

	· Excellent
	· Very Good
	· Good
	· Adequate
	· Poor
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