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Instructor Overview and Materials

Rationale
Individual Assistance (IA) personnel provide applicants with FEMA’s standard procedures to give applicants accurate information in a timely manner. This course presents a basic overview of the Individual Assistance Webpage and Toolbox, explains how to access both, and indicates what information each contains. This course also supports individuals who serve or want to serve as Applicant Services Program Specialist, Applicant Services Team Leader, DRC Support Specialist, DRC Support Team Leader, Direct Housing Specialist, Direct Housing Support Specialist, or Direct Housing Team Leader/Manager; and may include all FEMA personnel and partners.
COURSE GOAL
This course has been designed to provide Individual Assistance personnel with the tools to obtain the information and procedures that will enable them to guide applicants through the recovery process using the IA Website and the IA Toolbox.
COURSE OBJECTIVES
By the end of this course, participants will be able to:

· Access the IA Webpage

· Familiarize themselves with the IA Webpage

· Identify the interaction between the IA Webpage and the IA Toolbox

· Define the IA Toolbox

· Learn how to access the IA Toolbox

· Describe the format of the IA Toolbox
PRE-course recommendations
There are no pre-course recommendations for this course.
PARTICIPANTS
The target audience may include all personnel assigned to work in the IA Branch of the DFO and/or DRC, including DAEs and local hires.
INSTRUCTORS

Instructors should have training experience, as well as previous experience working with the IA programs. If you are a less experienced IA Instructor, request an experienced Instructor or Subject Matter Expert (SME) to co-instruct the first session with you.
METHODOLOGY

The unit may be delivered by one or more Instructors using a team-teaching or co-teaching approach. Teaching methodologies include lecture, interactive discussion, PowerPoint, and group activities.
DELIVERY

This course is designed for delivery in the Joint Field Office (JFO) and/or Disaster Recovery Center (DRC). Two different methods of delivery can be used with this Instructor Guide.
Option 1:

The ideal delivery is to present this in a computer lab with 1 or 2 participants at each computer that is connected to the FEMA Intranet. This approach ensures that the participants have access to live and up-to-date information.
If a computer lab is unavailable, but you have access to a laptop computer and LCD projector, you could have the participants observe you going through the website. In this option, the course will last for approximately 3 hours.

Option 2:

If a computer lab or Internet hookup is unavailable, screen shots (in a PowerPoint presentation format) of the applicable information on the IA Webpage and a CD containing the IA Toolbox can be used to take the participants through the material and provide a visual tool. Each IA Instructor should have a copy of this CD with the downloadable IA Toolbox already on it. If a current copy of this CD is needed, see your IA Branch Director. You can use the CD with an LCD projector to cover the course and provide participants with a visual tool. You can also use the CD on a laptop computer to take a small group of participants through the course. In this option, the course will take about 1.5 hours. If a computer is unavailable, you should teach from the Instructor Guide (IG) using the Table of Contents of IA Toolbox from the CD or the FEMA Intranet.
AGENDA

	Unit Title
	Time
Option 1
	time
option 2

	Unit 1—Course Overview
	15 minutes
	30 minutes

	Unit 2—The Individual Assistance (IA) Webpage
	60 minutes
	20 minutes

	Unit 3—The IA Toolbox
	60 minutes
	25 minutes

	Unit 4—Course Conclusion
	30 minutes
	15 minutes

	Total Time
	2 hours and 45 minutes
	1.5 hours


EVALUATION

The course will include Level I evaluation using the standard Disaster Field Training Operations (DFTO) Course Evaluation Form. A written Knowledge Check provides the Level II evaluation of participants’ acquisition of knowledge. DFTO staff may conduct the Level III evaluation, using its protocol in conjunction with IA staff.
PREPARING TO TEACH

· Contact the DFTO Training Manager in the JFO or the designated liaison for training. Inquire about class roster and size. The DFTO Manager or liaison will help you acquire the supplies, materials, and training space you need to deliver this course. 

· Use the DFTO Training Support Checklist form (see below, at the end of the Instructor Overview and Materials section) as needed.

· Prepare copies of the DFTO Course Sign-in Sheet (see below, at the end of the Instructor Overview and Materials section). At the beginning of each course, have all participants sign the DFTO Course Sign-in Sheet.

· Verify the IHP Maximum for the current FY prior to class. Note: The maximum amount for FY08 is $28,800.
· Make copies of the Knowledge Check (see below, at the end of the Instructor Overview and Materials section). Participants are expected to complete the Knowledge Check with 80% accuracy.

· Make copies of the DFTO Course Evaluation Form (see below, at the end of the Instructor Overview and Materials section). 

· Remember to turn in the Sign-in Sheets to the DFTO Training Manager or liaison so participants will receive credit for course completion.

· Obtain a copy of the current Table of Contents from the CD or the FEMA Intranet.
SUPPLIES AND EQUIPMENT
· Instructor Guide

· If Option 1 is used, you will need a computer lab with FEMA Intranet setup, with 1 or 2 participants at each computer.

· If Option 2 is used, you will need screen shots (in a PowerPoint presentation format) of the applicable information on the IA Webpage and a CD containing the IA Toolbox. If you need a copy of the CD, ask the IA Branch Director.

· LCD projector

· Laptop computer

· Name cards
· Easel and markers
· Pens and note paper

· Chart paper, easels, and markers (1 per table group)
· DFTO Course Roster

· DFTO Training Support Checklist

· DFTO Course Sign-in Sheet

· DFTO Course Evaluation Form (make 1 copy per participant)
· Unit 4: Knowledge Check (make 1 copy per participant)
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REQUESTOR INFORMATION
DFO Section/Offce:
Pointof Contact Telephone #
Request Date: Location

TRAINING PURPOSE

Topic/Audience:

Describe how this topic relates to the DFTO Needs Assessment Questionnaire. (See questions 1, 53 and 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’ Availabilty

Materials Needed

Special Room Arrangements (attach diagram i 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).
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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
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Using the individual assistance (IA) 
webpage and toolbox

KNOWLEDGE CHECK 

Name 


1.
The Individual Assistance Toolbox is located:

a)
On the www.fema.gov Webpage
b)
On the IA home Webpage

c)
On the IA reports Webpage

d)
All of the above

2.
Which IA Toolbox tab contains the record of changes?

a)
IA Checklist 

b)
Disaster Information

c)
Introduction 

d)
Programs

3.
Which IA Toolbox tab contains information regarding the IHP?

a)
Applicant Services

b)
Operations

c)
Programs

d)
IA Checklist

4.
T/F: The Individual Assistance Webpage and the IA Toolbox are linked. 

5.
Which 3 tabs in the IA Toolbox are of most interest to all IA personnel? 

6.
Information on all disasters in the current year, Preshifts, and Documentation may be accessed from what site on the IA Webpage?

a)
Introduction

b)
Policy and Program Guidance

c)
Applicant and Processing Services

d)
IA Toolbox

7.
Which IA Toolbox tab contains information regarding Special Needs?

a)
Programs 

b)
Staffing

c)
Operations

d)
Introduction

8.
“Help After a Disaster: Applicant’s Guide to the Individuals and Households Program” may be found in:

a)
IA Toolbox

b)
Individual Assistance Program Management

c)
Applicant and Processing Services

d)
All of the above

9.
What is the IHP maximum for FY07?

10.
What is the Fair Market Rent (FMR) for a 2-bedroom in Grafton County, New Hampshire, DR 1695? 

UNIT 1
COURSE OVERVIEW

TIME

15 minutes

COURSE OBJECTIVES

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

· List the objectives of this course
SCOPE

· Individual introductions

· Course objectives
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UNIT 1
COURSE OVERVIEW
	[image: image23.emf]
	Instructor Note: Offer a brief description of course before beginning introductions. 



	[image: image24.emf]
	Using the IA Webpage and Toolbox is the title of this course. The goal is to provide IA personnel with uniform and consistent information and procedures to enable them to guide applicants through the recovery process using the IA Webpage and IA Toolbox.

Applicants’ and visitors’ first contact with FEMA on their path to recovery is with IA personnel. IA staff members need to work in accordance with FEMA’s standard procedures to provide applicants with accurate information in a timely manner. 

This is a basic course that will help you construct a foundation of knowledge on which you can build with future IA courses. We will not show you every document in the IA Toolbox, but will focus on how to use the Toolbox and access each document that can help you do your job.
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	Instructor Note: As you start the class, review these and other needed classroom ground rules, write them on chart paper, and keep them posted throughout the class.
Set a positive tone for the course in your welcome.
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	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.”
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[image: image28.emf]
	Instructor Note: Introduce easel/board for “Parking Lot” questions. (This refers to a location for questions that participants ask that you may need to come back to. You may need to research disaster specifics or get details on an issue. Review and follow through with “Parking Lot” answers as appropriate and/or prior to close of class.)
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	Introduction of Instructor

Introduction of Participants

· State your name.
· Identify your home region.
· State how long you have been with FEMA and the IA section.
· State what your expectations are from this course.
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	On an easel, capture participants’ expectations for you to refer to at the end of the course.
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	Instructor Note: Review course objectives.
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	By the end of this course, participants will be able to:

· Access the IA Webpage

· Familiarize yourself with the IA Webpage

· Identify the interaction between IA Website and IA Toolbox

· Define the IA Toolbox

· Learn how to access the IA Toolbox

· Describe the format of IA Toolbox

	[image: image33.emf]
	This course enables you to assist participants through the recovery process using the IA Webpage and IA Toolbox. Let’s first start by examining the IA Webpage.


UNIT 2
THE INDIVIDUAL ASSISTANCE (IA) WEBPAGE

TIME

60 minutes

UNIT OBJECTIVES

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

· Access the IA Webpage

· Familiarize themselves with the IA Webpage

· Individual Assistance Program Management

· Applicant and Processing Services

· Preshift Information

· Documentation

· Identify the interaction between the IA Webpage and the IA Toolbox

SCOPE

· Locate and use the information in and accessed through the Individual Assistance Webpage
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UNIT 2
THE INDIVIDUAL ASSISTANCE (IA) WEBPAGE
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	This unit will identify important information necessary to access the Individual Assistance (IA) Webpage.

	[image: image35.emf]
	By the end of this unit, participants will be able to:
· Access the IA Webpage

· Familiarize yourself with the IA Webpage

· Individual Assistance Program Management

· Applicant and Processing Services

· Preshift Information

· Documentation

· Identify the interaction between the IA Webpage and the IA Toolbox
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	Instructor Note: 
Option 1: Make sure that all participants at the computer are at the desktop screen and ask participants to go to the website listed below.

Option 2: Make sure you have the IA Toolbox CD placed in the appropriate drive so that participants can see the IA Toolbox tabs.
· Use the CD with the laptop computer and LCD projector to display the IA Toolbox. If you do not have access to an LCD projector, have the participants gather around a laptop computer to view the IA Toolbox CD. 

· The IA Toolbox CD shows each tab as a folder. The folder shown on the CD relates to a tab on the IA Toolbox website. The CD is only a teaching tool. Do not use the CD to research material. To do that, you would access the IA Toolbox on the FEMA Intranet.
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	Go to the FEMA Intranet: http://online.fema.net 

· Under Resources

· Select FEMA Intranet Index

· Select Individual Assistance
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	Instructor Note: Pick any 2 of the following topics to demonstrate.
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	You are now on the IA Webpage.  

· Documentation. This contains an alphabetized list of useful guidance, worksheets, and other reference material.

Review the IA Toolbox on the IA Webpage.
· The IA Toolbox is accessed from the IA Website on the FEMA Intranet.

· While you are in the IA Toolbox, several of the topics within the tabs take you directly into the IA Website located on the FEMA Intranet. 
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	Instructor Note: Your instructions need to be very specific to make the review meaningful and to enable participants to pass the Knowledge Check.
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	Individual Assistance Program Management:

One area of interest on this page is under Individual Assistance Program Management. This page contains information about:

· Links (to laws and policies)

· Individual Assistance Programs 

· Fact Sheets and FAQs

· Emergency Food and Shelter Programs 

· Tools and Templates

· Individual Assistance videos (may be accessed from the right side of the page)

Under Individual Assistance Programs (second bullet above): 

· A section titled Agreements contains:

· Memorandums of understanding/agreement between FEMA and other agencies/organizations such as:

· The American Red Cross

· The Salvation Army

· The FBI/Crimes Against Children Unit (CACU)
· A section titled Individuals and Households Program contains the booklet “Help After a Disaster: Applicant’s Guide to the Individuals and Households Program”—the booklet that all applicants receive when they register for assistance from FEMA.


	
	Under Fact Sheets and FAQs (third bullet above), there are individual fact sheets concerning:

· Crisis Counseling

· Individuals and Households Program

· Citizenship Fact Sheet—contains the definitions of a citizen and a qualified alien
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	Another fact sheet of interest on the IA Webpage is under Applicant and Processing Services.  

This section contains disaster-specific information on all current and many closed disasters.  

Select a disaster (2007—1695 New Hampshire)

· Under Notice of Disaster Declaration:

· Memo of the Declaration

· Amendment of Closure

· Under Inspection Guideline:

· Addendum 2: Instructs Inspectors how to record damage to hand-dug wells.

· Under Quick Links:

· The IHP Setup contains all the information about the disaster, including for how many months rental assistance is given to owners and renters. 

· The Declared Counties and Fair Market Rents section contains the Fair Market Rentals for the designated counties.

· Open this link

· Point out the FMR for a 1 Bedroom in Stafford County = $792

· Sanctioned Communities, those that do not participate in the National Flood Insurance Program, are listed here.

· The Summary section:

· Processing Option—FEMA or Joint. Note: If the Disaster is a Joint Option, FEMA representatives should not discuss any ONA (Other Needs Assistance) issues with an applicant. Rather, the applicant should be referred to the State ONA Helpline number.

· ONA pricing for Vehicle repair and replace
· ONA pricing for Funeral maximum
· Other Miscellaneous Items listed with their prices
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	Preshift Information may be accessed on the top menu bar on the Applicant and Processing Services page.  

· Link to today’s Preshift and read top portion

· Search for information:

· Crisis Counseling
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	Documents located on the FEMA Individual Assistance Content under Documentation may be accessed:

· On the top menu bar on the Applicant and Processing Services page

· In the upper right-hand corner section of the page. Documents may be accessed using the first letter of the document name.

· SBA codes

· “Help After a Disaster: Applicant’s Guide to the Individuals and Households Program”
· Generator Reimbursement—new processing guidance for generators

· IHP Program Maximums

· Open this document

· Point out the maximums are increased each year in line with the Consumer Price Index (CPI), and that the 2008 IHP Maximum = $28,800
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	Now that we covered the IA Webpage, let’s take a look at the IA Toolbox.


UNIT 3
THE IA TOOLBOX

TIME

60 minutes

UNIT OBJECTIVES

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

· Define the IA Toolbox

· Access the IA Toolbox

· Define the format of the IA Toolbox

· Familiarize themselves with the 8 tabs on the IA Toolbox

· Introduction

· IA Checklist

· PDA/RS/RAR (Preliminary Damage Assessment/Regional Summary/Regional Analysis and Recommendations)

· Disaster Information

· Staffing

· Disaster Setup

· Programs

· Operations

SCOPE

· Locate and use the information in the IA Toolbox
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UNIT 3
THE IA TOOLBOX
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	This unit will present important information necessary to access the Individual Assistance Toolbox.
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	By the end of this unit, participants will be able to.
· Define the IA Toolbox

· Access the IA Toolbox

· Define the format of the IA Toolbox

· Familiarize yourself with the 8 tabs on the IA Toolbox

· Introduction

· IA Checklist

· PDA/RS/RAR (Preliminary Damage Assessment/Regional Summary/Regional Analysis and Recommendations)

· Disaster Information

· Staffing

· Disaster Setup

· Programs

· Operations
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	Instructor Note: Ask participants if anyone is familiar with the IA Toolbox and can define it.
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	Has anyone ever used the IA Toolbox?

What is the IA Toolbox?
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	Instructor Note: Make sure answers include one of the definitions below.



	[image: image56.emf]
[image: image57.png]



	Definition of the IA Toolbox:

· The toolbox is a compilation of a vast amount of information available to IA personnel to assist them in performing their jobs in a uniform and consistent manner.

· The IA Toolbox is a collection of documents that the IA management can use as a guide to implement the program.

· The toolbox is available on the FEMA Intranet.

· The IA Toolbox is a living and changing document.
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	Instructor Note: Each office is set up differently. Give instructions to participants on how to access the FEMA Intranet. 
Option 1:

· Go to the FEMA Intranet to access and use the Toolbox. Each participant should be at a computer. Make sure all participants at the computers are at the desktop screens.

· You may have to explain the difference between the FEMA Intranet and the FEMA Internet Webpage. At this time, DAEs can access the FEMA Intranet only when deployed.

Have them navigate to the website http://online.fema.net.

· Under Resources
· Select Intranet Index 

· Select Individual Assistance
· IA Toolbox in the left-hand menu

The IA Toolbox is divided into 8 sections. Each section has a tab that is highlighted. We will discuss each section.
· Bold items are to be opened.

· Remind participants to close the screen and return to the toolbox after reviewing each tab.

Option 2:

· Use the CD with the laptop computer and LCD projector to display the IA Toolbox. If you do not have access to an LCD projector, have the participants gather around a laptop computer to view the IA Toolbox CD. 

· The IA Toolbox CD shows each tab as a folder. The folder shown on the CD relates to a tab on the IA Toolbox website. The CD is only a teaching tool. Do not use the CD to research material. For that, you would access the IA Toolbox on the FEMA Intranet. 

· The Table of Contents reference corresponds to the Table of Contents in the online IA Toolbox. You will be able to refer to the Table of Contents to help you find specific documents or information.

· The IA Toolbox is divided into 8 sections. Each section is in a folder that corresponds to a tab on the web toolbox. 

· The Changes to the IA Toolbox is under the Introduction section on the website. On this CD, it is shown as a separate file.

· With CD, open folders and point out the bold items shown in the IG.
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	Introduction tab

· Introduction

· Table of Contents: Review the items listed in the Table of Contents. 

· IA Web Toolbox Changes: Here you will see a table that lists all of the changes made to the toolbox, along with the dates. The importance of this is to be aware of any changes, because this is a live document.  
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	Instructor Note: The Action Items tab is one example of documents on the IA Checklist tab.
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	IA Checklist tab

· Table of Contents

· The Action Items tab expands on the steps needed for each Checklist item. This information is used primarily by Group Supervisors and Regional Specialists.

PDA/RS/RAR (Preliminary Damage Assessment/ Regional Summary/Regional Analysis and Recommendations) tab

· This tab is used to evaluate and document the effects of a disaster and to recommend what type of disaster assistance should be made available. 

· This tab is used in the Regional Office and by select specialists. 

· Regional Analysis contains a sample document.

Disaster Information tab

· This section contains information for overall management of IA disaster programs. This information may be of interest to all, but is used primarily by IA Branch Directors.

· Table of Contents is under the Disaster Information tab. Take a minute to peruse the subjects under this tab. 

· HS (IA) Timeline. This contains the Master Timeline from incident to completion. Briefly discuss this information.

· Disaster Information Appendix B. Scroll down to Privacy Act 1974. Go to the highlighted link. Select Guidance for Routine Uses for Program Eligibility Determination. 

· Note that the link goes to the Policy and Program Guidelines of the IA Website, which we will talk about later.
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	Instructor Note: We will talk later about the Policy and Program Guidelines of the IA Website.
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	Staffing tab

· Regional Office staff, IA Branch Director, and Group Supervisors would use information under this tab.
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	Instructor Note: Tie “Any requests for disaster changes must be provided in writing” back to the IA-page-specific disasters, DR-specific memos, and guidance.
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	Disaster Setup tab

· The procedures and guidelines in this section are used primarily by Group Supervisors to set up the disaster in NEMIS. 

· Open the Table of Contents to review the topics.

· Open DPP (Disaster Processing Procedures)

The DPP outlines the respective responsibilities of, and procedures, for the Regions and Headquarters with regard to the National Processing Service Center’s (NPSC’s) delivery of the IA program.

Note: The DPP states that “Any requests for disaster changes must be provided in writing.”
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	Instructor Note: Remind participants that we have already looked at these.

To find memo from the Toolbox IHP Housing Assistance Program (HA), scroll down to Repairs. Click the link under Financial IHP Limits for FY2005.
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	Programs tab

· This section contains material that can be used by all IA personnel. 

· Open the Table of Contents to review the topics.

· Open Fact Sheets

· Open Individuals and Households Programs (IHP) to review the topics.

Note: The IHP maximum amount changes each October, when the Consumer Price Index changes.
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	Instructor Note: DRC Appendix

Scroll down to Report RIMS Report.

Note that other sample forms are here if needed.
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	Operations tab

· This material can be used by all IA personnel.

· Open Table of Contents to review the topics.
· Open DRC Coordination

· Open DRC Appendix

· Go to page 2 (Daily Reports).
· Click on link.
· Accesses RIMS (Recovery Information Management System).
· DRC Locator—From the address where applicant lives, you can find the location of the closest DRC, hours of operation, and services available.

· Special Needs Coordination
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	Instructor Note: 

Read second sentence under Special Needs Coordination, “The role of the IA Special Needs.…”
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	UNIT SUMMARY

· There are 8 tabs within the IA Toolbox. Each tab contains documentation to assist the IA staff.

· Changes to the IA Toolbox are found under the Introduction tab. This displays all changes made to the document. 

· The 3 major tabs for most of us are Disaster Information, Programs, and Operations.

· The Individuals and Households Program (IHP) material is located under the Programs tab. 

· The Operations section contains worksheets to be used in the Disaster Recovery Center (DRC) coordination. 

· Information regarding Special Needs Coordination is also located in the Operations tab.
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	After looking at the IA Toolbox, let’s review what we’ve covered today and resolve any outstanding issues you might have.
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UNIT 4
course conclusion
TIME

30 minutes

UNIT OBJECTIVES

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

· Review course objectives

· Complete a Knowledge Check with 80% accuracy

SCOPE

· Summary of course content

· Demonstrate knowledge of the documents located on or accessed through the IA Webpage and the IA Toolbox
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UNIT 4
course conclusion
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	Instructor Note: 

Ask questions to review materials.

	[image: image77.emf]
	1.
What are the 4 important sites that can be accessed from the IA Webpage?

· Individual Assistance Program Management 

· Applicant and Processing Services (Disaster Information)

· Preshift Information

· Documentation

2.
What is the definition of the IA Toolbox?

· The toolbox is available to all IA personnel and contains information to assist them in performing their assigned jobs consistently.

3.
Where is the IA Toolbox located?

· http://online.fema.net; under Resources select FEMA Intranet Index—select Individual Assistance —select IA Toolbox in the left menu bar

4.
What are the 8 tabs of the IA Toolbox? 

· Introduction, IA Checklist, PDA/RS/RAR, Disaster Information, Staffing, Disaster Setup, Programs, Operations

5.
Are the IA Toolbox and the IA Website the same thing?

· No. You access the IA Toolbox page from the IA Webpage.
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	Instructor Note: 

· Review expectations captured at the beginning of class.
· Resolve any particular “Parking Lot” issues before participants leave class

· Take questions and review Knowledge Check areas as participant needs require and time permits.
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	· Do you have all your questions answered? (“Parking Lot” resolved?)

· Now is the opportunity before the Knowledge Check to clarify any issues on your mind.
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	Review the course objectives.

· Access the IA Webpage.
· Familiarize yourself with the IA Webpage.
· Identify the interaction between IA Website and IA Toolbox.
· Define the IA Toolbox.
· Learn how to access the IA Toolbox.
· Describe the format of IA Toolbox.
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	Instructor Note: 
Option 1:

All 10 questions should be used for the quiz. The last 3 will require the participants to work through the websites.

Option 2:

The first 5 questions should be used for the quiz.
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	Hand out the Knowledge Check.
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	Instructor Note: 

· Participants may use their notes and computers to assist them in completing the quiz.

· Allow 5 to 10 minutes for completion of test.

· Review answers with participants, having each participant take a turn reading the question and supplying the answer.
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	Hand out the DFTO Course Evaluation Form.
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	Instructor Note: Direct participants to complete the DFTO Course Evaluation Form and return the forms to you.

Ask them for honest feedback to help improve this course. 
Thank them for their valued participation—and wish them the best in their positions.
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	Thank you!
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Using the individual assistance (IA) 
webpage and toolbox

KNOWLEDGE CHECK

answer key

1.
The Individual Assistance Toolbox is located:

a.
On the www.fema.gov Webpage

b.
On the IA home Webpage
c.
On the IA reports Webpage

d.
All of the above

(This question maps to the following objective: “Access the IA Toolbox.” Location of content from which activity was created: Unit 3, p. IG-3-3.)
2.
Which IA Toolbox tab contains the record of changes?

a.
IA Checklist 

b.
Disaster Information

c.
Introduction 
d.
Programs

(This question maps to the following objectives: “Define the format of the IA Toolbox” and “Familiarize yourself with the 8 tabs on the IA Toolbox.” Location of content from which activity was created: Unit 3, p. IG-3-5.)
3.
Which IA Toolbox tab contains information regarding the IHP?

a.
Applicant Services

b.
Operations

c.
Programs
d.
IA Checklist

This question maps to the following objectives: “Define the format of the IA Toolbox” and “Familiarize yourself with the 8 tabs on the IA Toolbox.” Location of content from which activity was created: Unit 3, p. IG-3-6.
4.
T/F: The Individual Assistance Webpage and the IA Toolbox are linked. 
(This question maps to the following objective: “Identify the interaction between the IA Webpage and the IA Toolbox.” Location of content from which activity was created: Unit 2, p. IG-2-4.)
5.
What 3 tabs in the IA Toolbox are of most interest to all IA personnel? 

a.
Disaster Information
b.
Programs

c.
Operations

(This question maps to the following objective: “Familiarize yourself with the 8 tabs on the IA Toolbox.” Location of content from which activity was created: Unit 3, pp. IG-3-5, 3-6, and 3-7.)
6.
Information on all disasters in the current year, Preshifts, and Documentation may be accessed from what site on the IA Webpage?

a.
Introduction

b.
Policy and Program Guidance

c.
Applicant and Processing Services
d.
IA Toolbox

(This question maps to the following objective: “Familiarize yourself with the IA Webpage—Applicant and Processing Services.” Location of content from which activity was created: Unit 2, p. IG-2-6.)
7.
Which IA Toolbox tab contains information regarding Special Needs?

a.
Programs 

b.
Staffing

c.
Operations
d.
Introduction

(This question maps to the following objective: “Familiarize yourself with the 8 tabs on the IA Toolbox.” Location of content from which activity was created: Unit 3, p. IG-3-7.)
8.
“Help After a Disaster: Applicant’s Guide to the Individuals and Households Program” may be found in:

a.
IA Toolbox

b.
Individual Assistance Program Management

c.
Applicant and Processing Services

d.
All of the above

(This question maps to the following objective: “Identify the interaction between the IA Webpage and the IA Toolbox.” Location of content from which activity was created: Unit 2, pp. IG-2-4 and 2-6.)
9.
What is the IHP maximum for FY07? $28,200

(This question maps to the following objective: “Familiarize yourself with the IA Webpage—Applicant and Processing Services and Documentation.” Location of content from which activity was created: Unit 2, p. IG-2-6.)
10.
What is the Fair Market Rent (FMR) for a 2-bedroom in Grafton County, New Hampshire, DR 1695? $758
(This question maps to the following objective: “Familiarize yourself with the IA Webpage—Applicant and Processing Services.” Location of content from which activity was created: Unit 2, p. IG-2-5.)
