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COURSE OVERVIEW
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UNIT 1

COURSE OVERVIEW




	This course will introduce you to basic concepts and knowledge regarding FEMA’s IA programs. You will be enabled to provide applicants with accurate information and to do so confidently. Remember, you can always seek assistance from your lead.
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Welcome

l

Introductions

l

Name

l

Home Region

l

How long have you been with FEMA?

l

What are your expectations?




	WELCOME
Classroom Ground Rules
· Please turn your cell phones or pagers to “silent” and prepare to respond to calls on breaks.

· We will take breaks often enough to keep you comfortable. Please return promptly when we do take breaks.

· Take turns with table group leadership and reports.

· You may bring beverages back to the classroom with you.

· Issues to be clarified will be noted on the “Parking Lot.”



	Introduction of Participants

· State your name.

· Identify your home region.

· State how long you have been with FEMA.

· State what your expectations are from this course.
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Unit 1 – Course Objectives



Describe how the Stafford Act governs 

FEMA disaster operations.



Explain the Declaration Process.



Identify the different types of Individual 

Assistance (IA) programs.



Explain the Sequence of Delivery of the 

IA programs.
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Unit 1 – Course Objectives



Define IHP Housing Assistance.



Define IHP Other Needs Assistance.



Identify the various field offices and 

processing centers.



Demonstrate IA knowledge using the 

“Media Rules.”



	By the end of this course, participants will be able to:

· Describe how the Stafford Act governs FEMA disaster operations

· Explain the Declaration Process 

· Identify the different types of Individual Assistance (IA) programs

· Explain the Sequence of Delivery of the IA programs.

· Define Individuals and Households Programs (IHP) Housing Assistance

· Define IHP Other Needs Assistance

· Identify the various field offices and processing centers

· Demonstrate IA knowledge using the “Media Rules” through Role Play Activity

	This course covers basic concepts regarding FEMA’s IA programs that assist you in providing applicants with accurate and helpful information. Let’s start by examining the Disaster Response Process.
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UNIT 2
DISASTER RESPONSE PROCESS
	[image: image7.wmf]Visual 

5

UNIT 

2

DISASTER RESPONSE PROCESS




	This unit will present the foundation for federally administered Disaster Assistance. The law, regulations, policy, and procedures that enable FEMA to act will be addressed. In addition, the steps that occur at the onset of a disaster in making a declaration will be discussed. Once a Presidential Disaster Declaration is made, FEMA’s functions begin in full force.
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Unit 2 Objectives

l

Describe how the Stafford Act governs 

FEMA disaster operations.

l

Identify the steps in the Declaration 

Process.

l

Explain FEMA

’

s role in obtaining the 

president

’

s 

decision.




	By the end of this unit, participants will be able to:

· Describe how the Stafford Act governs FEMA disaster operations
· Identify the steps in the Declaration Process

· Explain FEMA’s role in obtaining the president’s decision


	[image: image9.wmf]Visual 

7

FEMA

’

s Authority

The Stafford Act

—

Law

44 CFR

—

Regulations




	The Robert T. Stafford Disaster Relief and Emergency Act, as amended in 2007: 

· Defines FEMA’s authority to coordinate disaster and emergency assistance to individuals, households, and businesses 

· Stafford Act—Law

· 44 CFR—Regulations

	

	REFERENCE

Stafford Act, IA Homepage (ia.fema.net), under References, click Individual Assistance Program Management, see links near top of page, click Stafford Act.

44 CFR, IA Homepage (ia.fema.net) under References, click Individual Assistance Program Management. See links near top of page, click 44 CFR.
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Declaration Process

1.

Disaster Occurs

2.

Preliminary Damage Assessments 

(PDAs)

3.

Governor Requests Federal 

Assistance

4.

FEMA

’

s Recommendation

5.

Presidential 

Signature




	Example:

PDAs can be done over many counties to evaluate the extent of damages. Some counties can be designated immediately in the disaster declaration. Some could be added later, due to further evaluation or continuing occurrence of damages.

	The Declaration Process:

· The Incident occurs.

· Formal PDA request to FEMA Region.

· State/FEMA/SBA conduct Preliminary Damage Assessment (PDA) together.

· Governor requests Federal assistance based on findings of PDA.

· Regional Analysis and Recommendation (RAR)

· FEMA HQ recommends course of action to the President.

· White House makes Presidential decision on declaration.

	

	Let’s start by examining the Individual Assistance programs.


UNIT 3
INDIVIDUAL ASSISTANCE (IA) PROGRAMS
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UNIT 

3

INDIVIDUAL ASSISTANCE 

(IA) PROGRAMS




	Once the President has declared a Federal disaster, individuals and households may apply for Individual Assistance or ‘IA.’ There are several programs that can assist disaster applicants on their path to recovery. Here, in this unit, you will be introduced to an array of programs, ours and others. We introduce you to other programs that you may be aware and better able to refer applicants when appropriate. We will introduce FEMA’s Individuals and Households Programs (IHP) here, as well, but will give you greater details in a subsequent unit.
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Unit 3 Objectives

l

Identify the different types of Individual 

Assistance (IA) programs.




	By the end of this unit, participants will be able to:

· Identify the different types of Individual Assistance (IA) programs
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Individual Assistance Programs

l

Emergency Assistance/Voluntary Agencies 

(VOLAG)

l

Individuals and Households Program (IHP)

l

Small Business Administration (SBA)

l

Disaster Unemployment Assistance  (DUA)

l

Crisis Counseling Program (CCP)

l

Disaster Legal Services (DLS)

l

Cora Brown Fund (CBF)
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IA Programs

l

Emergency Assistance/Voluntary Agencies 

(VOLAG)




	FEMA has Voluntary Agency Liaisons (VAL) that work with the Voluntary Agencies (VOLAG) to coordinate assistance.
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IA Programs

l

Emergency Assistance/Voluntary Agencies 

(VOLAG)

l

Individuals and Households Program (IHP)




	Individuals and Households Program (IHP)

· Provides financial and direct assistance for disaster-related necessary expenses and serious needs that cannot be addressed through other means

· The most commonly used forms of assistance: Home Repair, Rental Assistance, and Personal Property losses
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IA Programs

l

Emergency Assistance/Voluntary Agencies 

(VOLAG)

l

Individuals and Households Program (IHP)

l

Small Business Administration (SBA)




	Small Business Administration (SBA)

· Offers disaster loans to homeowners and renters for restoring or replacing disaster-damaged, uninsured real and personal property
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IA Programs

l

Emergency Assistance/Voluntary Agencies 

(VOLAG)

l

Individuals and Households Program (IHP)

l

Small Business Administration (SBA)

l

Disaster Unemployment Assistance  (DUA)




	Disaster Unemployment Assistance (DUA)

· May provide weekly benefit payments to individuals, including self-employed individuals, who are unemployed as a result of a major disaster and who are not eligible for regular unemployment insurance benefits

· Includes self-employed persons, farm and ranch owners, farm workers, and others not covered or eligible under the regular unemployment program
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IA Programs

l

Emergency Assistance/Voluntary Agencies 

(VOLAG)

l

Individuals and Households Program (IHP)

l

Small Business Administration (SBA)

l

Disaster Unemployment Assistance  (DUA)

l

Crisis Counseling Program (CCP)




	Crisis Counseling Program (CCP)

· Short-term Crisis Counseling services are available for stress or mental-health conditions aggravated by the disaster. 

· There are 2 types of Crisis Counseling services:

· Immediate Services (available for 60 days)

· Regular Services (available for 9 months)

· Outreach services include public information, community outreach, and educational services.

· Funded by FEMA and administered through the State Mental Health Agency
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IA Programs

l

Emergency Assistance/Voluntary Agencies 

(VOLAG)

l

Individuals and Households Program (IHP)

l

Small Business Administration (SBA)

l

Disaster Unemployment Assistance  (DUA)

l

Crisis Counseling Program (CCP)

l

Disaster Legal Services (DLS)




	Disaster Legal Services (DLS)

· FEMA, through an agreement with the Young Lawyers Division (YLD) of the American Bar Association, provides free legal help for disaster victims.

	· Legal assistance may be accessed through a toll-free Legal Hotline set up specifically through the DLS program and/or at Disaster Recovery Centers.

· Legal advice is limited to cases that will not produce a fee.

· Individuals may seek legal consultations regarding:

· Insurance claims

· Landlord/tenant counseling

· Home repair contracts

· Consumer protection matters

· Replacement of wills/legal documents

· Power of Attorney

· Guardianships/Conservatorships
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IA Programs

l

Emergency Assistance/Voluntary Agencies 

(VOLAG)

l

Individuals and Households Program (IHP)

l

Small Business Administration (SBA)

l

Disaster Unemployment Assistance  (DUA)

l

Crisis Counseling Program (CCP)

l

Disaster Legal Services (DLS)

l

Cora Brown Fund (CBF)




	Cora Brown Fund (CBF)
· Used to help provide for needs that have not and will not be met by governmental agencies or any other organization



	Further details will follow about the Cora Brown Fund and the other IA programs in the next unit when we discuss the Sequence of Delivery.
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UNIT 4
SEQUENCE OF DELIVERY AND THE IHP
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UNIT 4

SEQUENCE OF DELIVERY 

AND THE IHP




	This unit will introduce you to an all important concept in IA, the Sequence of Delivery. At the same time, you will learn important details of the IHP and its relationship in the Sequence of Delivery to other important components of Disaster Assistance including: Insurance, SBA, VOLAGs, and OFAs.
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Unit 4 Objectives

l

Define the Sequence of Delivery and 

explain its purpose.

l

List the order and components of the 

Sequence of Delivery.

l

Define IHP and its parts.

l

Identify and explain the relationship with 

other assistance 

providers.




	By the end of this unit, participants will be able to:

· Define the Sequence of Delivery and explain its purpose

· List the order and components of the Sequence of Delivery

· Define IHP and its parts – HA and ONA

· Identify and explain the relationship with other assistance providers including: Insurance, SBA, OFAs, VOLAGs
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Sequence of Delivery

Insurance

Emergency Assistance 

(Voluntary Agencies)

Housing 

Assistance

Disaster 

Loans (SBA)

Other Needs 

Assistance

Additional Assistance 

(Voluntary & Other 

Agencies)

Cora




	Sequence of Delivery

· The slide points out the sequence in which Disaster Assistance is provided.

· The specific order in which assistance is provided is determined by regulations.
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Sequence of Delivery

Insurance

Emergency Assistance 

(Voluntary Agencies)

Housing 

Assistance

Disaster 

Loans (SBA)

Other Needs 

Assistance

Additional Assistance 

(Voluntary & Other 

Agencies)

Cora




	Emergency Assistance
· Provided regardless of Presidential declaration



	[image: image25.wmf]Visual 

23

Voluntary Agencies

l

N

ational 

V

oluntary 

O

rganizations 

A

ctive 

in 

D

isasters (NVOAD)

l

American Red Cross (ARC)

l

Salvation Army (SA)

l

Mennonites




	Voluntary Agencies

FEMA coordinates and works with the National Voluntary Organizations Active in Disasters (NVOAD). Voluntary agencies’ efforts begin in the preparedness phase prior to a disaster and accelerate during disaster relief. During the disaster, coordination is spearheaded by the Voluntary Agency Liaison.




	· National Voluntary Organizations Active in Disasters 

· A national coalition of agencies; coordinates national and state VOLAG programs

· State VOAD

· A state coalition of agencies; works closely with FEMA and communities in preparedness, response, and recovery
· Both are coordinated by the Voluntary Agency Liaison (VAL)

· Help voluntary agencies to coordinate their services for disaster needs
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Sequence of Delivery

Emergency Assistance 

(Voluntary Agencies)

Insurance

Emergency Assistance 

(Voluntary Agencies)

Housing 

Assistance

Disaster 

Loans (SBA)

Other Needs 

Assistance

Additional Assistance 

(Voluntary & Other 

Agencies)

Cora




	Insurance

· Insurance is the first step in the path to recovery. 

· All applicants with real or personal property insurance must submit documentation of their insurance settlement or denial.

· When delayed, assistance may still be awarded by FEMA. This assistance is considered an advance. It may be required to be repaid to FEMA once the insurance settlement is received by the applicant and FEMA has evaluated the settlement.



	REFERENCE

Insurance Matrix, IA Homepage (ia.fema.net), click in top bar Documentation, select letter I, click on Insurance Matrix.
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Insurance

l

Types

l

Home 

Owners, Renters

, Condo, Mobile 

Home, Flood, 

Earthquake

l

Insurance documentation




	· Types of insurance include but are not limited to:

· Home Owners (real and personal property)

· Renters (Personal Property)

· Condominium

· Mobile Home

· Flood

· Earthquake

· Type of insurance and coverage may vary.

· FEMA re-evaluates once insurance documents are submitted.

· Settlement

· Denial

· Delay

· Applicants have 12 months to submit insurance documentation.

· States usually have a Department of Insurance with an Insurance Commissioner who regulates the contents of insurance policies sold within the State.

· A private insurance company may offer different policies according to that State’s regulations.
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Individuals & Households Program (IHP)




	After an applicant is assisted by a voluntary agency and the insurance company has determined what damages it will cover, the applicant’s next step is FEMA’s IHP Assistance.

Individuals and Households Program (IHP)
· Financial and direct assistance for disaster-related necessary expenses and serious needs that cannot be addressed through other means
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Housing Assistance (HA) &

Other Needs Assistance (ONA)




	HA and ONA
The IHP is composed of:

· Housing Assistance

· Other Needs Assistance



	Total IHP Financial Assistance:
· Cannot exceed the program maximum amounts set by law

· Is adjusted annually (Consumer Price Index—CPI)

· Maximum may be a combination of Housing Assistance (HA) and Other Needs Assistance (ONA) (we will discuss ONA shortly).

· Stafford Act provides assistance for up to 18 months from the date of declaration.



	REFERENCE

IHP Program Limits, IA Homepage (ia.fema.net), click in top bar Documentation, select letter I, click on IHP Program Limits.

	

	All applicants receive the Applicant’s Guide shortly after registration via the mail along with a copy of their registration. It covers a large amount of important information for the application on the IHP. Your review and understanding of the Applicant’s Guide can help you in assisting applicants.



	REFERENCE

Help After the Disaster: Applicant’s Guide to the Individuals and Households Program, IA Homepage (ia.fema.net), click in top bar Documentation, select letter A, click on Applicant’s Guide.
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Sequence of Delivery

Emergency Assistance 

(Voluntary Agencies)

Housing 

Assistance

Insurance

Disaster 

Loans (SBA)

Other Needs 

Assistance

Additional Assistance 

(Voluntary & Other 

Agencies)

Cora




	Housing Assistance
When IHP provides Housing Assistance to an applicant, the assistance criteria for program delivery are:

· Disaster-related

· Necessary expense

· Uninsured/underinsured

· Primary residence is rendered inaccessible or unavailable, and/or requires habitability repairs. (Habitability involves making a home safe, sanitary, and functional.)

FEMA provides 100% funding to IHP Housing Assistance.

Housing Assistance awards from FEMA do not have to be paid back. They are not income-dependent.
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Types of Housing Assistance



Temporary 

Housing



Repairs



Replacement



Permanent and 

Semi-Permanent 

Housing 

Construction




	There are 4 types of IHP Housing Assistance:
· Temporary Housing for alternate housing accommodations, owner occupants, and renters

· Repairs for owner-occupants

· Replacement for owner-occupants

· Permanent and Semi Permanent Housing Construction for the construction of permanent homes historically in remote locations when housing resources are unavailable, unfeasible, or not cost-effective.
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Housing Assistance



Temporary Housing



Lodging Expenses



Rental Assistance



Direct Housing




	Reimbursement for hotel/motel or other short-term lodging expenses


	Rental Assistance

· The amount of assistance is based on:

· The Department of Housing and Urban Development’s (HUD) current Fair Market Rental (FMR)

	· Bedroom requirements as noted by Inspector

· Initial assistance is 1–3 months based on disaster specifics.

· Period of assistance may be up to 18 months from date of declaration.

· Financial assistance cannot exceed program maximum. 

· Available to owners and renters that have relocated or plan to relocate

	

	Direct Housing
· Includes park model and mobile homes

· Is provided directly, and units can be located on:

· Private sites

· Commercial sites

· Group sites

· After the initial period of assistance, FEMA may charge rent.
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Housing Assistance



Temporary Housing



Lodging Expenses



Rental Assistance



Direct Housing



Repairs




	Repair Assistance

· Financial assistance for owner-occupants

· Up to maximum grant; adjusted annually by CPI

· To make dwelling habitable, safe, sanitary, and functional

· Permits are applicant’s responsibility.
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Housing Assistance



Temporary Housing



Lodging Expenses



Rental Assistance



Direct Housing



Repairs



Replacement



	Replacement Assistance

· Financial assistance for owner-occupants

· Up to IHP maximum; adjusted annually by CPI

· May be used for purchase or down payment
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Housing Assistance



Temporary Housing



Lodging Expenses



Rental Assistance



Direct Housing



Repairs



Replacement



Permanent and Semi-Permanent 

Housing Construction




	Permanent Housing Construction

· Financial or direct assistance

· Islands or other remote locations when resources are not available, unfeasible, or not cost-effective
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Sequence of Delivery

Insurance

Emergency Assistance 

(Voluntary Agencies)

Housing 

Assistance

Other Needs 

Assistance

Additional Assistance 

(Voluntary & Other 

Agencies)

Cora

Emergency Assistance 

(Voluntary Agencies)

Housing 

Assistance

Insurance

Disaster Loans 

(SBA)

Other Needs 

Assistance

Additional Assistance 

(Voluntary & Other 

Agencies)

Cora




	The Small Business Administration (SBA) plays a major role:

· The bulk of financial assistance comes through disaster loans.

· SBA provides low-interest loans to homeowners and renters for real and/or personal property.

· Loans are made available immediately upon notification of a Presidential Disaster Declaration.

· Strongly encourage the applicant to complete the loan packet.

· At the time of registration, an income evaluation is made on the information that applicant supplied. Based on the applicant-supplied information, an applicant loan packet is mailed or the applicant is referred directly to ONA.

· Applicant must complete the SBA loan application sent to them. If the applicant does not, no further evaluation for personal property assistance from the ONA program will be considered.

	

	REFERENCE

SBA Income Test Tables, IA Homepage (ia.fema.net), click in top bar Documentation, select letter S, click on SBA Income Test Tables.
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Disaster Loans (SBA)

l

Home Disaster Loans 

l

Business Physical Disaster Loans

l

Economic Injury Disaster Loans (EIDL)




	Types of disaster loans:

· Home and Personal Property Physical-Loss Disaster Loans

· Loans to homeowners for real and/or personal property

· Loans to renters for personal property

· Limited to $200,000 to repair/replace real estate

· Limited to $40,000 to repair/replace personal property

· 20% more for mitigation

	· Business Physical Disaster Loans

· Including real estate, machinery and equipment, inventory, and supplies

· Non-profit organizations are also eligible

· Limit is $2,000,000

· 20% more for mitigation

· Economic Injury Disaster Loans (EIDL)

· Working capital or small businesses and small agricultural cooperatives

· No credit available elsewhere

· Limit is $2,000,000




	Secondary homes, personal pleasure boats, airplanes, recreational vehicles, and similar property are not eligible, unless used for business purposes (e.g., rental property).


	

	[image: image38.wmf]Visual 

36

Sequence of Delivery

Emergency Assistance 

(Voluntary Agencies)

Housing 

Assistance

Insurance

Disaster 

Loans (SBA)

Other Needs 

Assistance

Additional Assistance 

(Voluntary & Other 

Agencies)

Cora




	IHP Other Needs Assistance (ONA) is a partnership involving FEMA and the affected State. ONA may provide financial assistance to applicants with disaster-related needs for SBA dependent and non-dependent categories. 

ONA program is cost shared:

· 25% State funds

· 75% Federal funds

	

	REFERENCE:

Disaster Specifics, p 29, IA Homepage (ia.fema.net) under Operations click Applicant and Processing Services, choose year, select Disaster number.
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ONA

—

SBA

Moving & Storage 

Funeral Expenses

Other 

Transportation

Dental

Personal Property

Medical

SBA

-

Dependent 

Assistance

Non

-

SBA

-

Dependent 

Assistance




	There are 2 types of Assistance within ONA:

· Non-SBA-Dependent (not dependent on an SBA loan)

· Medical 

· Dental

· Funeral expenses

· Other (e.g., chainsaws, dehumidifiers, generators [with documented medical necessity])

· SBA-Dependent (Remember, applicants who do not meet loan criteria are referred to ONA.)

· Personal Property

· Furniture/appliances

· Clothing 

· School uniforms

· Employer-required tools

· Computers 

· Transportation (repair and replace)

· Moving and Storage (to avoid additional damage or store items during repairs, not prior to disaster)
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ONA—State Administrative Options



FEMA Option



Joint Option




	The State must choose from 3 options when deciding how ONA will be administered.

· FEMA Option

· FEMA is program administrator.

· Auto-determination is used.

· Joint Option

· State administers ONA with some FEMA involvement.

· State Option

· State administers ONA without FEMA involvement (cannot use NEMIS, RI, Inspectors, etc.).




	FEMA’s Individuals and Households Program (IHP)

Provisions of IHP Assistance

	Housing Assistance

(HA)
	Other Needs Assistance

(ONA)

	100% Federal Funds

Temporary Housing

Financial

Rental Assistance

Lodging Expenses

Reimbursement

Direct

Manufactured Housing

Mobile Homes
Repairs

Financial

SBA Loans Available

Replacement

Financial

Home Destroyed

SBA Loans Available

Permanent Housing Construction

Financial or Direct


	75% Federal and 25% State Funds

Non SBA-dependent categories

Financial

Medical

Dental

Funeral

Other/Misc (disaster-specific)

SBA-dependent categories**

Financial

Personal Property

Transportation

Vehicle repair/replace

Moving and Storage

**Restricted to applicants who

· Failed income test (FIT) at registration, or

· Applied for an SBA loan and were denied, or 

· Received a partial loan and still have a need based on a FEMA verified loss

	Forms of Assistance:

Financial = Assistance in the form of a check or EFT 

Direct = Assistance provided directly to applicants
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IHP Flood 

Insurance Requirements

l

For Flood

-

insurable Real 

and/or Personal Property

l

Renters

—

until they move

l

Owners

—

transfers with the 

property




	The National Flood Insurance Reform Act (NFIRA) requirement applies to IHP when:

· Flood-insurable items are flood-damaged and

· Damaged dwelling is located in a Special Flood Hazard Area (A or V zone)

Policy maintenance requirements:

· Renters—until they move

· Owners—transfers with the property

Requirements apply to:

· Repairs

· Replacement

· Permanent housing construction

· Personal property assistance

· Purchase of a manufactured housing unit by an applicant or other entity
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Group Flood Insurance Policy (GFIP)

l

NFIRA requirement 

l

Referred to ONA/Personal Property 

l

Coverage

—

up to 3 years




	ONA program pays for the Group Flood Insurance Policy (GFIP) if certain criteria are met.

	

	GFIPs are provided to applicants under the following conditions:

· Damage is to flood-insurable Real and/or Personal Property.

· Damaged dwelling is in a Special Flood Hazard Area (SFHA).

· Applicant received ONA Personal Property Award.
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Sequence of Delivery
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(Voluntary Agencies)

Housing 

Assistance

Insurance

Disaster 

Loans (SBA)

Other Needs 
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Other Agencies)
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	Voluntary Agencies

· Not only are the VOLAGs the first in the Disaster Assistance delivery, they are among the last ones to leave.

	

	[image: image44.wmf]Visual 

42

Long

-

Term 

Recovery

Committee (LTRC)

l

A group of voluntary agencies working 

together to assist with disaster

-

related 

unmet needs




	The Long-Term Recovery Committee (LTRC)
· VOLAGs coordinate to assist with disaster-related unmet needs.




	The following 2 pages are examples of both the Privacy Act and confidentiality.

· A Release of Information (ROI) letter specifically naming the agency must be received before an applicant can be referred to a voluntary agency.

· An ROI letter specifically naming the third party individual must be received before we can talk to that third party person who is request to speak for or on behalf of applicant.

	

	REFERENCE

Release of Information (ROI) (notice actual document is untitled), under Operations, click Applicant and Processing Services, scroll to bottom of page, click Release Confidential Info Authorization.

· Guidelines for Written Request for Release of Information can be found at the Documentation site off of the IA web page.
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DATE: 07/24/2008 

MEMORANDUM FOR: All Staff Members 

FROM: National Coordination Team 

SUBJECT: Written Consent 
[Third Party Requests] 

BACKGROUND 
The uses of Release of Information (ROI) forms without an OMB number are invalid and FEMA staff should not be releasing information based on this type of release. 

GUIDANCE 
In order for any information to be disclosed to a third party, the individual to whom the record pertains must provide a written consent. The written consent must contain all of the required elements: 

• Written Request 

• Identity Verification 

• Individual Identifier 

• Third Party Designation 

Please refer to the following posted guidance for additional details: 

Written Consent Guidance (What Is A Legally Sufficient Written Consent?): 

http://ia.fema.net/contents/bpas/benefits/documentation/WrittenConsentGuidance.pdf 
AND 
Written Consent Letter – Sample 
http://ia.fema.net/contents/bpas/benefits/documentation/WrittenConsentLetterSample.pdf 
Additional guidance can also be found on the IA Program Management web page at the following link: 
http://ia.fema.net/contents/policy/privacy_routine.asp 
*A written consent must be given by the individual prior to release of his/her record*
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Sequence of Delivery

Emergency Assistance 

(Voluntary Agencies)

Housing 

Assistance

Insurance

Disaster 

Loans (SBA)

Other Needs 

Assistance

Additional Assistance 

(Voluntary & 

Other Agencies)

Cora




	Cora Brown Fund (CBF)

· This fund helps to provide for needs that have not and will not be met by governmental agencies or any other organization.

· Individuals may not apply for the fund.

· Documentation is prepared by the Regional Administrator for recommendation to HQ Disaster Assistance Directorate, Individual Assistance Division.
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Sequence of Delivery

Emergency Assistance 

(Voluntary Agencies)

Housing 

Assistance

Insurance

Disaster 

Loans (SBA)

Other Needs 

Assistance

Additional Assistance 

(Voluntary & 

Other Agencies)

Cora



	Sequence of Delivery

· A specific order in which assistance is provided by regulation

· Prevents duplication of benefits (DOB)

· An applicant cannot receive assistance if assistance for the same purpose is provided from another source.

	· Housing assistance:

· Individual Applicant Services Program Specialist can:

· Inform and educate applicants as the proceed through the assistance process

· The applicant can expedite their assistance by:

· Submitting insurance documents of settlement or denial

· Completing SBA loan papers

· Providing other documentation when necessary

	

	· You can help the applicant significantly by:

· Understanding our programs and the Sequence of Delivery

· Relating that knowledge to the applicant
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	REFERENCE

Sequence of Delivery, IA Homepage (ia.fema.net), under References, click Individual Assistance Program Management, see links middle of page, click Sequence of Delivery.



	The chart reflects the IHP maximum for 2008. It will become a reference guide for you as you assist applicants or others who are on the path to recovery.
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Voluntary Agencies
Emergency Food, Shelter, Clothing Medical Needs

By ——

Insurance
Such as Homeowners, NFIP, etc.

SBA Income Evaluation (Repayment Capability)
To determine if applicant can qualify for a low interest SBA loan
Applicants must complete the SBA loan application and be denied for a loan to be eligible for further assistance.

—— N

SBA Referral — For SBA Dependent items and those
applicants who qualify for a low interest loans

Real Property (owners) loans up to $200.000
Personal Property (owners & renters) loans up to $40,000.

*If it is later determined that an applicant cannot qualify for
aloan, the applicant is referred to FEMA

NOTE: Eligibility is based on a FEMA inspection conducted on the damaged property. Max amount of Individuals and Houscholds Assistance
(IHP) is adjusted annually according to the CPI index. The maximum amount for FYO8 is $28.800.
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Other Federal Agencies

l

Internal Revenue Service (IRS)

l

Department of Agriculture (USDA)

l

Rural Development

l

Farm Service Agency (FSA)

l

Food and Nutrition Service (FNS)
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Other Federal Agencies

l

Social Security Administration (SSA)

l

Department of Housing & Urban 

Development (HUD)

l

Department of Veterans Affairs (VA)




	Other Federal Agencies (OFAs) that may be available to assist during a disaster:

· IRS—Uninsured casualty losses may be declared on the income tax return.

· USDA—Rural Development may make loans to low-income rural residents and communities to buy, build, or repair housing.

· USDA—Farm Service Agency (FSA) may make emergency loans or cost-sharing grants to farmers, ranchers, and owners/tenants.

· USDA—Food and Nutrition Service (FNS) provides emergency food coupons to eligible households, which would apply through the local social service agency.

· FNS provides food commodities to public or voluntary agencies providing mass care.

· FNS provides food commodities to Pacific Island Jurisdictions including the Republic of the Marshall Islands and the Federated States of Micronesia.

· Social Security Administration (SSA) expedites delivery of checks delayed by the disaster and gives assistance in applying for disability and survivor benefits. 
· Department of Housing & Urban Development (HUD) provides fair market rental (FMR) and available Section 8 housing.

· Department of Veterans Affairs expedites delivery of information on benefits, pensions, insurance settlements, and mortgage loans.

	There are several physical facilities that assist disaster victims in the recovery effort. We’ll discuss some of them in Unit 5.
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UNIT 5
PHYSICAL FACILITIES
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UNIT 

5

PHYSICAL FACILITIES




	This unit will acquaint you with the several physical locations that assist process and/or support disaster victims in the recovery process.
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Unit 5 Objectives

l

Identify the various physical sites 

involved in the 

Disaster

Assistance

process.

l

Explain the assistance that is provided or 

responsibilities handled at each site.




	By the end of this unit, participants will be able to:

· Identify the various physical sites involved in the Disaster Assistance process

· Explain the assistance that is provided or responsibilities handled at each site
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National Processing Service 

Centers (NPSC)

Denton, TX

Trujillo Alto, 

Puerto Rico

Stephenson, VA

Hyattsville, MD




	National Processing Service Centers—the 4 NPSCs are among several physical locations that assist disaster applicants.



	[image: image55.wmf]Visual 

51

NPSC

—

Major Functions

l

Registration Intake

l

Helpline/Customer Service

l

Processing

l

Mailroom

1

-

800

-

621

-

FEMA

1

-

800

-

462

-

7585 TDD




	NPSCs assist applicants through phone and correspondence. 

· Registration intake from all sources flows to NPSC.

· Direct calls

· Phone banks at DRCs

· Online registrations

· Translators available for all calls

· Helpline Services include:

· Referrals to other programs/services

· Inspection information

· Help with application and appeal inquiries

· Assistance with recertification

· Reissue of lost or stolen checks

· Rental resources information

· Translators available for all calls

	· Processing or finding eligibility determinations

· Majority of all applications are handled or processed by “business rules” through computers. This is called Auto Determined.

· Those done “manually” are processed at the NPSC.

· Mailroom services

· Receive all correspondence and documents

· Scan into applicants’ files
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Disaster Recovery Centers (DRC)

Face

-

to

-

Face Service

l

Located in disaster

-

impacted areas

l

Staffed by:

l

Federal/State/Local government

l

Voluntary agencies 

l

Offer information/resources to assist with 

the disaster recovery process




	Disaster Recovery Centers can be fixed or mobile.

· The DRC is the one site where applicants may gain direct, face-to-face contact with FEMA and other disaster relief assistance.

· It may be the only place to register and/or get assistance in heavily affected areas.

· Applicants may receive all assistance services that could be offered from the help line and have the opportunity to deal with OFAs, ARC, CCP, and other local assistance.

· Many applicants need to be able to talk/vent; we need to be able to listen and offer accurate, clear, consistent, and timely information.
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Joint Field Office (JFO)

l

Primary location of:

l

FEMA and State Administrative Staff 

l

Other Federal Agencies Liaisons (

OFAs

)

l

JFO

’

s

Physical Location

l

Varies disaster to disaster




	Joint Field Office (JFO)

· Administrative command center of the disaster

· Location of the Federal Coordinating Officer (FCO) and State Coordinating Officer (SCO)
· Not a location for servicing disaster applicants
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Transitional Recovery Office (TRO)

Area Field Office (AFO)

l

Used in large

-

scale disasters

l

Perform specialized duties to suit the 

needs of the affected area




	Arms of the JFO

· Location for administrative office staff and non-DRC field personnel



	Anyone can be approached by the media. We’ll take a look at the rules that can guide you when talking to the media.


UNIT 6
TALKING TO THE MEDIA
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UNIT 6

TALKING TO THE MEDIA




	Historically, all FEMA employees were to pass all media inquiries up the chain of command, most often to their superior or Public Affairs Office. This unit will highlight new guidance relating when each employee is authorized to speak. You will have an opportunity to demonstrate your knowledge within the Media Rules.
Many individuals are fearful or think they will never be approached. The media could approach anyone at any time. This unit’s Role Play Activity can give you the tools to remain calm and confident.
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Unit 6 Objectives

l

Explain 

‘

Media Rules.

’

l

Identify when to refer to your POC and/or 

Joint Information Center.

l

Know 

‘

Your FEMA Message.

’

l

Demonstrate

IA knowledge via Role Play 

Activity.




	By the end of this unit, participants will be able to:

· Explain ‘Media Rules’

· Identify when to refer to your POC and/or Joint Information Center

· Know ‘Your FEMA Message’

· Demonstrate IA knowledge via Role Play Activity
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Talking to 

the

Media: What are the Rules?

l

FEMA employees authorized to speak to 

the media, within the scope of their 

assigned duties and responsibilities

l

If you own it or are responsible for it, you 

can talk about it.

l

Guidance allows for proactive response 

to and education of the 

media.




	Talking to the media: What are the rules?

· FEMA employees are authorized to speak to the media, within the scope of their assigned duties and responsibilities.

· If you own it or are responsible for it, you can talk about it.

· Guidance allows for proactive response to and education of the media.
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Know When to Refer to Public Affairs

l

Importance of accurate information

l

Refer inquiries to Public Affairs or POC in the 

Joint Information Center

l

FEMA, State, Local, and other Federal agency 

partners

l

Types of questions/inquiries to be referred

l

Leadership decisions

l

Controversial subjects

l

Costs

l

Extent of damage

l

Timelines




	Know when to refer…

· For the importance of accurate information

· In the field, you may need to refer media questions at a:

· DRC to your DRC Group Supervisor

· JFO to the External Affairs Officer or POC in the Joint Information Center

Types of questions/inquiries to be referred:

· Leadership decisions

· Controversial subjects

· Costs

· Extent of damage

· Timelines

Some things to remember:

· Get the reporter’s name and contact information—and report it back to the Joint Information Center.

· Provide information only within your area of expertise—refer all other questions to your POC.
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Your FEMA Message

l

“

Hello, my name is

…”

l

“

I

…

for FEMA.

”

l

Use general, simple terms, and avoid jargon

l

“

I help people by

…”

l

Explain how you make a difference

l

Verbs like help, assist, and support 

demonstrate that you help our customers or 

those who directly help our customers




	Be straightforward and factual

· Avoid speculation and opinions beyond your area of responsibility.

· If you don’t know—say so.

· Private information should not be released.

· Always be professional.

· When you’ve made your point, stop talking.

	

	We’ll now review some interview tips and techniques and then apply what we learned through a Role Play Activity.
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[image: image64.jpg]Interview Tips &
Techniques

DO...

e Know what YOU want to say

¢ Prepare & gather your thoughts

e Always stay composed & in control

e Convey message clearly & be prepared

¢ Think before explaining complicated issues
e Speak in complete sentences

e Stay on message & avoid traps

e Assume you are always “On the Record”
¢ Avoid the “No Comment” statement

¢ Avoid the negative response

e Use proper body language & eye contact
¢ Ask for their name and media outlet

¢ Pass this information on to your Public Affairs
Representative

DO NOT...

¢ Get led astray of your message

e Offer your opinion or personal beliefs

¢ Use hypothetical, lies, or exaggerations

e Use acronyms or long answers

e Use technical terms

e Make things up or speculate

¢ Use the phrase “That’s Confidential”

e Start by addressing their negative question
¢ Get lured into a friendly conversation

¢ Be overtly defensive or sarcastic

e Apologize or attack

e | ose your cool or promise things

¢ Fold arms or use wild hand gestures

¢ Use wild head movements or wear sunglasses
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[image: image65.jpg]Transitional

Phrases

Suggested phrases to help you keep
control of an interview

e Before | forget, | wanted to say...

¢ | et me put that in perspective...

e |t’s important to remember, however...
e That’s an interesting question, but to finish what | was saying...
e What | really wanted to talk to you about was...

¢ What’s most important is...

¢ And people need to remember that...

e Before we leave this subject/topic, let me add...

¢ That’s not my area of expertise, but what | can tell you is...
¢ | don’t have any details on that, but what | can tell you is...

e That’s a good point, but | think your audience would be
interested in knowing that...

e What I’m really here to talk to you about is...
¢ | et me just add...

¢ That reminds me...

e | can best answer that by saying that...

¢ | et me give you some background on that...
¢ | et’s take a closer look at...

e That’s an important point because...

¢ \What that means is...

¢ Another thing to remember is...

e Before time runs out, | just wanted to say...
e Now that we’re addressed (blank), we should really talk about...
e People have asked why we (blank)...
¢ As | said...
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TALKING TO THE MEDIA ROLE PLAY ACTIVITY

STUDENT MANUAL INSTRUCTIONS

· Review:

· This Unit

· “Your FEMA Message”

· Interview Tips & Techniques

· Transitional Phrases
· Role Play
· Using the media rules, demonstrate your understanding of the IA programs and any experience you have gained in the field and/or with FEMA.

· The Instructor will give you a scenario to demonstrate with a partner.

· Alternative Role Play

· The Instructor will ask you media-style questions that you will respond to.

Remember: Scenario with Reporter/Question and FEMA employee/Answer in an easy copy and cut format for distribution to participants can be found in the Instructor Overview and Materials section.

Scenario/Question 1

You are just walking out of a town meeting…
· Reporter: “Folks at the meeting are very upset that you are not providing assistance for their landscaping. Who are you and what are you doing about it?”

· FEMA Employee: “…I am [NAME], and I am an Applicant Services Program Specialist. We help with serious needs, necessary expenses, and landscaping only when it affects the structural integrity or safety of the home …”

(Other appropriate items: refer to External Affairs, individuals can be assisted at the DRC, appeal procedures. The Instructor may add further insights on all the scenarios.)

Scenario/Question 2

When leaving your hotel you are stopped…
· Reporter: “It has been brought to the media’s attention that the owners in one of the resort communities have all been receiving ineligibility letters. Don’t you help anyone?”

· FEMA Employee: “We help people with their primary residences, so that everyone can have a roof over their heads. We help all with disaster damage in that or any other designated county when they are uninsured or under-insured and that is their primary address.”

Scenario/Question 3

You have been asked to be present at a university’s open forum…
· Reporter: “Many of the students have lost their computers due to the flooding. What do they have to do to get them replaced?”

· FEMA Employee: “… have to apply for assistance, document that they are required to purchase a computer for school curriculum …”

· Reporter: “What about the kids’ uniforms at the local elementary school? Our community does not have extra money for their strict dress code.”

· FEMA Employee: “… have to apply for assistance, show it is required that they purchase the uniform for school attendance.”

Scenario/Question 4

You work at a DRC and as you are walking out …

· Reporter: “I’ve noticed that the Salvation Army is in your building with you. Do applicants have to apply separately for their assistance?”
· FEMA Employee: “… no, they don’t have to apply separately; they should discuss their need directly with their representative, or talk to the Voluntary Agency Liaison and sign a Release of Information form …”

· Reporter: “Why didn’t you help Mr. Smith who just left?”

· FEMA Employee: “… cannot discuss details of individual cases (Privacy Act issue), would be happy to review Mr. Smith’s case with him and help refer him to other agencies to meet his needs or requests …”

Scenario/Question 5

When leaving the JFO for lunch, you notice that the local radio station van is parked outside …

· Reporter: “The public is saying you are not helping anyone in there, but since the bulk of the damage is only an hour away; shouldn’t you still help?”

· FEMA Employee: “…Disaster Recovery Centers, located in disaster-damaged areas, are available to assist; they include FEMA representatives and many other Disaster Assistance representatives and organizations …”

Scenario/Question 6

A reporter has burst into the local DRC and you are the first person he sees …

· Reporter: “Why are you making everybody apply for loans? What’s wrong, are you out of money for the free grants?”

· FEMA Employee: “…individuals can get financial awards for home repairs without applying for a loan, only some personal property items are income dependent; but we encourage all to fill out the loan packet for a full evaluation. Let me take your name, number, and news organization name, and I will pass it to our External Affairs Officer.”

Scenario/Question 7

You are passing out flyers with a Community Relations team at a community event when the DJ from the local station comes out of his booth to ask you questions...

· DJ: “Everybody is saying that the insurance companies are sending checks but FEMA isn’t; why is that? What do you do?”

· FEMA Employee: “… insurance is the first round of emergency assistance before FEMA. FEMA is assisting the under-insured or uninsured. We will do further evaluations when applicants submit their insurance settlement or denial. I work in (fill in) and help….”

Scenario/Question 8

The first PDA team is out and you are part of the team …

· Reporter: “What are you doing in this neighborhood? The flood waters are still rising in the west side of town.”
· FEMA Employee: Explain the PDA process. “Rain just stopped and waters are rising. We will gather information on the types and scope of damage so the President can make a determination on a disaster declaration.”

Scenario/Question 9

While attending a city hall meeting regarding the tornado that recently swept through town (you have been asked to be available to disaster victims to discuss the disaster process after the meeting) a reporter corners you…

· Reporter: “Can you tell me how many victims there are, how much money FEMA is going to pump into the community, and when the mobile homes are going to be pulled in?”

· FEMA Employee: “Let me take your name, number, and news organization name and I will pass it to our External Affairs Officer. I’m here to be available to disaster victims should they want or need individual time and attention.”

Scenario/Question 10

You are pumping gas in your rental car; you left your jacket in the car and now the FEMA logo on your shirt is exposed …

· Reporter: “There are 15 damaged counties in the state. Why are you only helping 10 of them?

· FEMA Employee: “All counties that are designated for Individual Assistance can be assisted. We will take individual and household applications from all counties, however; only those in the ten declared counties will be processed. If more counties are declared for Individual Assistance, those applications will be processed.”
UNIT 7
COURSE CONCLUSION
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UNIT 

7

COURSE CONCLUSION




	· Now is the opportunity prior to the Knowledge Check to clarify any issues on your mind.
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Course Objectives



Describe how the Stafford Act governs 

FEMA disaster operations.



Explain the Declaration Process. 



Identify the different types of Individual 

Assistance (IA) programs.



Explain the Sequence of Delivery of the 

IA programs.
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Course Objectives



Define IHP Housing Assistance.



Define IHP Other Needs Assistance.



Identify the various field offices and 

processing centers.



Demonstrate IA knowledge using the 

“Media Rules.”



	Review the course objectives.

· Describe how the Stafford Act governs FEMA disaster operations

· Explain the Declaration Process

· Identify the different types of Individual Assistance (IA) programs

· Explain the Sequence of Delivery of the IA programs

· Define IHP Housing Assistance

· Define IHP Other Needs Assistance

· Identify the various field offices and processing centers

· Demonstrate IA knowledge using the “Media Rules” through Role Play Activity
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Knowledge Check
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Evaluations and Closing




	Thank you!


[image: image71.jpg]DFTO COURSE EVALUATION FORM

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

Name of Course Date of Course

Name of Instructor Disaster Number

1. After completing this course, | am better prepared to do my work
O STRONGLY AGREE O AGReE O DISAGREE O STRONGLY DISAGREE
Comments:
2. The instructor was knowledgeable and well-prepared
O STRONGLY AGREE O AGReE O DISAGREE O STRONGLY DISAGREE
Comments:
3. The instructor provided time for questions and review and encouraged group participation
O STRONGLY AGREE O AGReE O DISAGREE O STRONGLY DISAGREE
Comments:

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

O STRONGLY AGREE O Acree O DISAGREE O 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?

O EXCELLENT O VeRYGooD O Goop O ADEQUATE O Poor




