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Overview

This section contains sample documents used by the Disaster Field Training Operation. The following documents are available as templates electronically on the DFTO Website or CD-ROM.

	Document
	Purpose of Document
	Page 

	Disaster Field Training Operations Highlights
	May be used during Needs Assessment interviews or other opportunities to promote/explain The DFTO
	D-1

	Go Kit Contents
	Sample list to show what may be needed on the first day in the DFTO office.
	D-2

	Needs Assessment Questionnaire
	Used to collect training needs information from DFO Departments and Divisions.
	D-3

	Training Needs Assessment / Self Assessment
	Used to collect training needs information from DFO Departments and Sections. Inform your supervisor if your plan to use this tool. You may want to put it on the common drive.
	D-7

	Request for Training
	Used by sections to request that a training session be conducted or supported.
	D-9

	Training Plan Executive Summary
	Provides quick-read introduction and summary of Training Plan (below). May be the only Training Plan document circulated to some readers.
	D-10

	Training Plan 
	Developed by Training Manager to communicate training needs, identify training strategies, and list needed resources.
	D-12

	Deployment Documents (4 samples)
	Used by Administrative Section to track employee deployment. DFTO staff must have familiarity with these documents.
	D-17

	DFTO Training Notice 
	Used to announce course offerings.
	D-21

	Sample Email re: Electronic Sign-Up
	Used by Training Manager to notify DFO staff of electronic sign-up process.
	D-22

	Electronic Sign-Up Sheet
	Used to enable individuals to enroll in courses
	D-23

	Traditional Sign-Up Sheet
	Used to enable individuals to enroll in courses.
	D-24

	Requisition for Supplies, Equipment, Services (2 Samples)
	60-1 used to obtain supplies and services from the logistics department.
	D-25

	Spectralink Wireless Telephone Job Aid
	
	D-27

	Training Support Checklist
	Used to complete key tasks in supporting DFTO activities.
	D-28

	DFTO Evaluation of Training Process Job Aid
	Summary of evaluation process – used by Training Manager and other DFTO staff
	D-29

	End-of-Course Evaluation Form
	Used to collect feedback at the end of a training course.
	D-30

	Certificates (2 samples)
	Used to generate training certificates.
	D-31

	Document
	Purpose of Document
	Page 

	DFTO Weekly Training Report
	Used to track training activities and staffing status.  Completed weekly by the Training Manager. 
	D-32

	Section After-Action Report
	Used by section leaders to report issues, lessons learned, and recommendations.  Completed before leaving the DFO.
	D-33

	Individual After-Action Report
	Used by each staff member to report issues, lessons learned, and recommendations.  Completed before leaving the DFO.
	D-34

	Performance Appraisal
	Completed by supervisor during staff appraisal session.
	D-37


DISASTER FIELD TRAINING OPERATION (DFTO)

Highlights  

DFTO Background

· The quality of FEMA’s response and recovery efforts is directly linked to the knowledge and skills possessed by staff working at field locations.

· Keeping a well-trained disaster workforce is a great challenge.

· New disaster workers may be hired from the local community each time there is a disaster.

· Some disaster workers may not have worked in many months and may not be current on disaster programs and policies that often vary from disaster to disaster.

· These challenges create the need to provide quality training at the disaster site. The Disaster Field Training Operation (DFTO) was created to meet these in-the-field training requirements.

DFTO Vision:   

A Workforce Trained, Prepared, Effective

The DFTO Mission:

Enhance the capability of FEMA’s disaster workforce to provide efficient, effective and timely services for internal and external customers by:

· encouraging training partnerships that support workforce readiness.

· providing training opportunities for the DFO staff to gain, maintain and utilize the skills, knowledge, and abilities needed to perform their work during disasters.

· presenting training which strengthens the professional expertise of disaster staff so that they are  better prepared for future deployments.

· serving as the field training component of the Emergency Management Institute and Regional Offices.

DFTO Examples of Services:

DFTO is not intended to replace ongoing training conducted by FEMA or State and Local governments. It is meant to provide on-site training opportunities to assist field staff in performing their jobs.  DFTO offers services in the following areas:

· Identifying and documenting training needs, as an ongoing process.

· Designing and developing disaster-specific training and briefings sessions, including latest policies and regulations, programmatic changes and administrative process changes.

· Providing instruction and/or securing subject-matter expert instructors.

· Designing and developing job aids and other training materials.

· Conducting DFO orientation training.

· Overseeing field-training logistics (e.g., scheduling sessions, classroom space arrangements, material production, equipment acquisition/operation, etc.).

· Supporting other DFO instructors or subject-matter experts from outside the DFO.

· Evaluating the effectiveness of training delivered by training staff and other instructors.

· Documenting training received by all DFO participants.

DFTO Go-Kit Contents

The Go-Kit changes, depending on the disaster. First determine what equipment has already been deployed and what special circumstances exist. DFTO needs for an Alaska earthquake may be different than those for a Mid-West flood. Check with the RTM, with your Point of Contact in the DFO, or other contact.  Information about each disaster can be found on the Web at http://www.fema.gov 

The following list is a generic one. The Kit should be ready in advance, and each Region will have specific ideas about what items are most useful.

· DFTO CD

· Mandatory courses – on disk or CD

· Hard copy of materials for basic classes, like DFO Orientation, Federal Response Plan or others.

· Videos for the above courses.

· Signage for DFTO office and classrooms

· Course evaluation forms (see Toolkit “Sample Documents”)

· Needs assessment forms (see Toolkit “Sample Documents”)

· Transparencies

· Small supply of office needs such as file folders, pens, paper clips, post-its, writing pads, push pins, etc.

· Extra bulb for overhead projector

· (In some Regions) LCD projector and computer, with power and other cables

Disaster Field Training Operations

Needs Assessment

Questionnaire

1. Your program may recently have identified some performance deficiencies or gaps, or some training needs in your workforce. If so, what has been done to address these needs? What has been done to address these needs? If nothing, what could help correct the deficiencies? If training is identified as a solution, what type of training can help correct the deficiency?

2. What will be the make-up of your workforce, Local Hires, DAEs, COREs, PFTs, State, contractors, others? Based on that make-up, what different stages of training will be needed to get everyone on the same page—orientations, professional skills training, program specific training?

3. Are there


              new logistical needs, (wireless systems, safety, etc.)

new systems(computer programs, technologies like palm pads, SpectraLink phones, etc.)

new procedures or policies (diversity, Disaster Mitigation Act 2000)

state partner needs

other, 

that have created performance issues?

4. Does your area have any specific training they would like to request? 

If yes, what are the names and potential number of participants and stage of the disaster operation that they should be offered? 

If no, what training could DFTO offer, create or tailor for the benefit of the program or partner?

5. Does your cadre/program have a competency plan in place?

If yes, what can training do to support those efforts? When in the disaster will it be appropriate to offer that type of training?

If no, what can DFTO do to help your cadre deliver disaster response and recovery services in a consistent and professional manner to support FEMA’s mission?

6. If you desire to improve workforce performance in your area, how can training help?

Parameters of the training?

Instructor/s, Participants?

Time considerations (after working hours, early morning hours, near closeout)?

What are other considerations? (Satellite location, more than one location, more than one offering)

Other?

7. If training could be provided that would help other DFO staff understand your program and therefore better support the FEMA mission, what would that training be?

Parameters of the training?

Instructor/s, Participants?

Time considerations (after working hours, early morning hours, near closeout)?

What are other considerations? (satellite location, more than one location, more than one offering)

Other?

8. What are some long-range training needs for your section/cadre/area/office?

9. What are past training issues that we need to avoid?

10. What type of training has been successful for your workforce in the past?

11. Are there special considerations regarding time in relationship to your training needs, (Saturday afternoon, late night after normal working hours, early morning, in the field at Satellite DFOs, at the wind-down of a declaration, credentialing, more than one offering, time limitation, etc)?

12. How does your program measure or evaluate training affect?

13. How do you record all training for your workforce (informal trainings, briefings, etc.)?

14. Who is your training point of contact? How would you like DFTO to communicate with each other and with you?  Does the point of contact have authority to decide training issues?

Disaster Field Training Operation (DFTO)

Training Needs Assessment

Self Assessment
This self-assessment tool is completed by individuals on the disaster workforce. It is used by the DFTO to help formulate a training plan, tailor courses, and provide training in support of FEMA’s mission. Please see a member of the DFTO staff about your training needs.

1. What are the three main skills you use in your work at this disaster?

1. _______________________________________________

2. _______________________________________________

3. _______________________________________________

2. What are the three main pieces of knowledge you need to function at your present position?

1. _______________________________________________

2. _______________________________________________

3. _______________________________________________

3. What are some skills, knowledge, or perspectives you need to function more effectively?     

1. _______________________________________________

2. _______________________________________________

3. _______________________________________________

If more space is needed attach additional sheets.

4. Are there barriers to your job performance? Check all that apply. Comment space is provided below each category if you want to detail your response.

	1. I have the skills and/or knowledge to accomplish my job.


	Agree _____
	Disagree _____

	2. I have the motivation or confidence to accomplish my job.


	Agree _____
	Disagree _____

	3. The environment I work in provides me with the right tools, equipment, time, policies or processes to accomplish my job


	Agree _____
	Disagree _____

	4. The organization provides me with appropriate incentives to accomplish my job.


	Agree _____
	Disagree _____

	
	
	


5. What can help you improve your job performance?

REQUEST FOR TRAINING

	Today’s Date _____________________
	Point of Contact _____________________________

	Telephone _______________________
	Location ___________________________________

	Topic of Training _______________________________________________________________

	Section Office _________________________________________________________________

	Date(s) of Training ________________
	Preferred Time(s) of training ___________________

	Training Audience ______________________________________________________________

	Number of Participants _____________
	Number of Sessions __________________________

	Purpose, Objective(s) of Training


	

	
	

	Preferred Method(s) of Training


	

	Instructors _____________________________________________________________________

	Duration of Sessions _____________________________

	Audio-visual Requirements _______________________________________________________

	Materials needed _______________________________________________________________

	_____________________________________________________________________________

	Special Room Arrangements (Attach diagram if desired.) _______________________________

	_____________________________________________________________________________

	Support needed from DFTO

	_____ Obtain Room
	_____ Reserve Room
	_____ Set up room
	_____ Develop materials

	_____ Provide instructional staff
	_____ Reproduce materials
	_____ Other (explain)


Disaster Field Training Operations
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Training Plan Executive Summary (sample only)

FEMA—DR–1296–NJ

Training Plan Executive Summary

September 26, 2000
To:
Sonia Gold, Federal Coordinating Officer


Jose White, Chief of Staff


Christine Green, Regional Training Manager


Marilyn Brown, DFTO Headquarters Cadre Manager


Rico Black, Administration Chief
FROM:
Ken Booth, DFTO Training Manager
Background

The disaster is one of great magnitude with a staff of nearly 2000 employees. Based on the recommendations of the FCO, it is felt that training at this DFO must consist of information that is very disaster specific, since the nature of the response and recovery will be unusual and because many inexperienced workers make up the workforce. To maintain high levels of service delivery to disaster victims and survivors (customers), employees will need ways to quickly understand the disaster environment and FEMA’s culture, in addition to learning job-specific skills and information.

The Office of the FCO has identified five emphases for training:

· FEMA and DFO orientation for new hires (primarily local hires) and for partners

· Specific programs training, which will help employees to do their jobs

· Intention and substance of buy-outs

· Customer Service and cultural sensitivity

· Leadership and management

Approach

The training strategy will specifically address the workforce performance issues in this disaster. DFTO can provide the training environment and resources to enhance employees’ knowledge and skills. This will create the opportunity for improved quality in FEMA’s response and recovery efforts during this disaster operation.

Objective

The objective of the training plan is to identify the training requirements for the disaster operation and the resources needed to deliver the required training, addressing immediate, mid-range and long-term training needs. The plan is a dynamic one, able to change with changing training needs as the staff rotate and the operation proceeds.

Training Needs

Workforce performance issues were stated by these DFO entities: Office of the FCO, Individual Assistance, Public Assistance, ESF #5, Operations, Public Affairs, Administration, Mitigation, and Information Technology services.

Training Space and Staff

· Must be identified quickly to meet the stated training needs.

· Initially, 3 training staff will be needed, then 6–8 to meet mid range and long range needs

· Two classrooms, an office for the staff and standard training equipment are required.

Evaluation of Training

· All training will be evaluated for the participants’ reactions to training (end-of-course feedback sheets)

· Every effort will be made to evaluate the level of knowledge (what did participants learn), and/or at a third level (did their training transfer back to their work).
Disaster Field Training Operation
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FEMA—DR–1296–NJ

Training Plan

September 26, 2000

Background

The DFTO Training Manager met with all DFO Managers and cadre managers in face-to-face interview to determine short- and long-term training requirements for this disaster operation.

The interviews were conducted on September 25 and 26. Long-term needs were addressed superficially but not emphasized due to extensive and immediate need for job-specific training for inexperienced DAEs and local hires.

The Training Manager analyzed the results and findings of the interviews, which are presented in this plan. The training plan is being submitted to the FCO, the DFTO Headquarters Cadre Manager, and the Regional Training Manager for approval.

Approach

The approach to training will consist of establishing a training strategy that specifically addresses the workforce performance issues in this disaster. DFTO can provide the training environment and resources to enhance employees’ knowledge and skills. This is an opportunity to improve the quality of FEMA’s response and recovery efforts during this disaster operation. Agency-required training will be delivered in response to specific training needs.

Objective

The objective of the training plan is to identify the training requirements for the disaster operation and the resources needed to deliver the required training.

· The immediate goal is to determine the most effective approach for training needs in the next two weeks.

· The longer-term goal is to provide for the courses, materials and instructors need for specific workforce improvements during the course of time that the DFO is active in this disaster

· The plan addresses immediate (by October 12, 2000), mid-range (by December 31, 2000), and long-range (beginning January 2001).

· The plan is a dynamic one, able to change with changing training needs as the staff rotate and the operation proceeds.

Initial Findings and Recommendations identified by program and cadre managers

Most individuals interviewed concurred with the FCO’s assessment that training at this DFO must consist of information that is very disaster specific, since the nature of the response and recovery will be unusual and because many inexperienced workers make up the workforce. To maintain high levels of service delivery to disaster victims and survivors (customers), employees will need ways to quickly understand the disaster environment and the FEMA culture, in addition to learning job specific skills and information.

Office of the FCO

Identified four areas of emphasis:

· FEMA and DFO orientation for new hire (primarily local hires)

· Specific training in programs, which will help employees to do their jobs

· Intention and substance of buy-outs

· Customer Service and cultural sensitivity training

Immediate and ongoing

· Safety Training—especially for those employees working in areas affected by continuing disaster conditions. This standard course, from the Safety Cadre, is a 45-minute course and will be tailored for this disaster setting. It features memorable visuals which create excellent visual learning.

· Leadership and Management Training—special methodology: 15 minute briefings will be conducted during FCO/SCO meetings on chain-of-command, reduction of stress, providing effective feedback, liabilities of management, other topics.

· Customer Service and Cultural Sensitivity Training—for all new employees. The FEMA “refresher” customer service course will be revised to a shortened, targeted form appropriate for this disaster.

· DFO Orientation—for all new employees, and refresher training or use of job aids for those who may need reminding about DFO operations, policies and procedures, such as obtaining supplies and making purchases. DFTO recommends the addition of information on stress management, safety, and security to the standard orientation package.

· Programmatic Training—required for people to do their jobs (or to update them on critical program changes related to this disaster).

· Response Operations Training—to assist less experienced or new ESF/State/FEMA employees to understand the relationship between FRP, DFO, and other entities. A six-hour revised course of basics will be used, and delivered by DFTO and Operation personnel.

Long-Term:

· Managing FEMA Staff on Disaster Operations (E269)—four day course.

Individual Assistance

Immediate Needs

· A large contingent of Human Services staff is expected to arrive at the DFO this weekend to staff the DRCs. They require a briefing or training in order to reach operational status early next week.

Mid-range Needs

· Individual Assistance Overview to include new IA rules/sequence of delivery and State-specific policy procedures and changes. The audience should include Public Affairs and Community Relations staff.

· NEMIS ONA—for the State.

Public Assistance

Immediate Needs (next two weeks)

· PA Ops I Training will be required within the next 7 days, preferably by October 02, 2000. This request is from the State, which is requesting two courses for their incoming staff. One of these courses could be offered off-site, possibly in Oldtown, prior to deployment of staff to the DFO. The second course could be offered at a site close to the DFO (hotel, etc) the following week. Although primarily designed for State staff, new FEMA PA staff could also be involved at the DFO offering.

· PA Overview to include State-specific policy, procedures and changes. Audience should include Public Affairs and Community Relations Staff.
Mid-range Needs

· Refresher PA Ops I (one day) for incoming staff that may not have been deployed recently. This would be for FEMA employees, and needed by mid-October

· Debris Management

· Report Writing

· Presentation Skills
ESF #5

Mid- to Long-Term Needs

· Information and Planning Refresher Training. Includes Remote Sensing, Situation Status, Documentation, Planning, Report Writing, and Presentation Skills—internal for ESF #5 staff.

Operations Section

Immediate Needs

· DFTO/ERT organization as it relates to ICS principles

Public Affairs

Mid-range Needs

· JIC Operations Refresher for FED/State and ESF personnel to include the JOC interface

· Writing and Presentation Skills Refresher
Administration

Mid-range Needs

· Writing and Presentation Skills

· Time Management

· Internet Access and Use

· Action Tracker

Mitigation

Mid-range Needs

· New rules and processes orientation—this training will be shared with Public Affairs, Community Relations, and other DFO staff.

· NEPA/Environmental Compliance Overview specifically as it relates to Infrastructure project worksheet input.

Information Technology (IT)

Immediate Needs

· Novell 5.1 Administrator training needed immediately in order for IT staff to operate the network system.

All Program Areas

Mid-range and Ongoing Needs

· Cultural Diversity/Sensitivity, ERO Orientation, Sexual Harassment (disaster specific only)

· Buy-Out Basics

· Time Management

· Violence (Anger) in the Workplace
Evaluation and Training

· All training will be evaluated for the participants’ reactions to training (end-of-course feedback sheets).

· Every effort will be made to evaluate for the knowledge (what did participants learn), and/or at a third level (did their training transfer back to their work).

Training Space and Staff

· Must be identified quickly to meet the stated training needs.

· Staffing

Initially
3- Training Manager, Instructor, Training Tech

Subsequently
6- Training Manager, 3 Instructors, 1 Designer/Developer, Training Tech

· Logistical requirements

Sufficient square footage for 2 classrooms, each accommodating about 30 people (with table and chairs) (8–10 square feet per person)

Office space for training staff- (3 initially, then 6–8 as training needs expand) and preparation/filing/storage of training materials and records (60–80 square feet per person)

· Standard training equipment

LCD projector with computer set-up

Overhead projector with spare bulbs

VCR with monitor and stand

Screen (if no blank wall for projection)

Six easels and pads

Color Printer for Certificates and Overhead Transparencies

Chairs, tables, and supplies

Computers and phones for training staff

Filing cabinet

STANDARD DEPLOYMENT ORDER

Press the F1 key when the cursor is in a field that contains a number value for instructions on how to complete that field

Assignment

	1. Employee

    Type: 
	 FORMDROPDOWN 

	2.  Job

     Type:
	 FORMDROPDOWN 

	3. Program

    Area:
	 FORMDROPDOWN 


	4. Job Title:
	     

	5. Number Required:   
	6. Internal    FORMCHECKBOX 

    External   FORMCHECKBOX 

	7. Specialty:

       
	8.  Min. Prof:

 FORMDROPDOWN 



	  9.  Requester:
	     
	10.  Job #:       

	11.  Alternate:
	     


Tour

	14.  Tour DS:
	 FORMDROPDOWN 

	15.  Report to Tour DS:  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	16.  Location:       
	17.  Vehicle Authorized:   FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

	18. Required Arrival:       
21. Course #: __________
	19. Duration in Days:     
22.    Course Title/Assignment Description______
	20.  Latest Arrival:       

	23a.  ODT Funding Code:__________

24. Notes:


	23b. Travel Authorization Code:______________




Contacts
	25.  Phone
	26.  Ext
	27.  Type
	28.  Position
	29.  Name
	30.  Notes

	     
	    
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     
	     

	     
	    
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     
	     

	     
	    
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     
	     

	     
	    
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     
	     


Approval

	31.  Name:        
       Title:           
	DEPLOYMENT SUPPORT USE ONLY!

	
	32.  Request #:       
	33. Date:       



 NAME DEPLOYMENT ORDER

Assignment

	1. Employee

    Type: 
	 FORMDROPDOWN 

	2.  Job

     Type:
	 FORMDROPDOWN 

	3. Program

    Area:
	 FORMDROPDOWN 


	4. Job Title:
	     

	5. Number Required:    
	6. Internal    FORMCHECKBOX 

    External   FORMCHECKBOX 

	7. Specialty:

       
	8.  Min. Prof:

 FORMDROPDOWN 


	9. 

 Names(s)
	Vehicle Authorized
	 Name(s)
	Vehicle Authorized

	
	Yes
	No
	
	Yes
	No

	a.       
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	g.       
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b.       
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	h.       
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	c.       
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 i.       
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	d.       
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 j.       
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	e.       
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	k.       
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 f.       
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 l.       
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10.  Requester:
	     
	11.  Job #:       

	12.  Alternate:


	     


Tour

	15.  Tour DS:
	 FORMDROPDOWN 

	16.  Report to Tour DS:   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	17.  Location:       
	18.  Vehicle Authorized:   FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

	19.  Required Arrival:       
	20.  Duration in Days:     
	21.  Latest Arrival:       

	22.  Course #:
	     
	23.  Course Title/Assignment Description:
	     

	24a. ODT Funding Code:
	     
	24b. Travel Authorization Code:
	     

	25.  Notes:
	     


Contacts

	26.  Phone
	27.  Ext
	28.  Type
	29.  Position
	30.  Name
	31.  Notes

	     
	    
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     
	     


	     
	    
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     
	     

	     
	    
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     
	     

	32.  Reason for Selection/Rejection:       


Approval

	33.  Name:       
       Title:          
	DEPLOYMENT SUPPORT USE ONLY!

	
	34.  Request #:                              
	35. Date:       

	 FORMDROPDOWN 
 
	Employee Information 
	Completed by:
	     
	 FORMCHECKBOX 

	 FORMDROPDOWN 
 Date:
	     


EMPLOYEE INFORMATION

Personal

	1.
	Last Name:

	     
	First:
	     
	MI:
	 

	2.
	Address1:
	     
	Address2:
	     

	
	City:
	     
	State:
	  
	Zip:
	     


Employee

	 3.
	Date Entered On Duty: 
	     
	Notes:
	     
	4.
	Type:    
	 FORMDROPDOWN 
         

	 5.
	Organization:
	     
	6.   
	Section:
	     

	 7.
	Branch: 

	     
	8.   
	Unit: 
	     

	 9.
	Deployment Status:
	 FORMDROPDOWN 
      
	10.
	Employee Status:
	 FORMDROPDOWN 

	11.   
	SS#:
	     

	12.
	Birth Date: 
	      
	13.
	Sex:   
	 FORMDROPDOWN 

	14.  
	Grade & Step:  
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	15.
	Series: 
	      
	16.  
	Salary:  
	     
	17.  
	Period: 
	 FORMDROPDOWN 
       

	18.
	Pay Type:
	  FORMDROPDOWN 

	19.
	Gov’t. Charge Card: 
	 FORMDROPDOWN 

	Notes:
	     


Employee Phone
	20.
(_____)   _____-_______
__________
	       
	Ext:
	     
	Type:  
	 FORMDROPDOWN 

	Notes:
	     

	
	      
	Ext:
	     
	Type:  


	 FORMDROPDOWN 

	Notes: 
	     

	
	      
	Ext:
	     
	Type:  


	 FORMDROPDOWN 

	Notes: 
	     


Emergency Contact

	21.


___________________________________
_______________________________
___
	Last Name:
	     
	 First: 
	     
	MI:  
	 

	22.


	Type:


	 FORMCHECKBOX 
  Permanent
	 FORMCHECKBOX 
  Temporary
	23.   
	Relationship:  
	 FORMDROPDOWN 


	
	Notes:
	     

	24.
	     
	Ext:
	     
	Type:  
	 FORMDROPDOWN 

	Notes:
	     


Job Titles (If more than three, send an e-mail identifying the other(s) to be added to the Deployment Support Office!)

	Primary
	Job Type
	Program Area
	Job Title
	Proficiency

	25. (
	 FORMDROPDOWN 
 
	 FORMDROPDOWN 

	      
	 FORMDROPDOWN 


	26. 
	 FORMDROPDOWN 
 
	 FORMDROPDOWN 

	      
	 FORMDROPDOWN 


	27. 
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	      
	 FORMDROPDOWN 



Language

	28. 
	Language:
	     

	SPOC Certifies Approval By: 
	     
	Date Approved:  
	     
	Job #:  
	     

	
	Name and Position of Approving Official
	
	
	
	


Editing An Employee’s Duty Tour Information

	 1.  Last Name:
      
	First:      
	MI:  
	2.   SS#:       


Return Home Travel (R&R, or any trip home less than 14 days)

	  3.   Program Area:

	 FORMDROPDOWN 

	  
	

	  4.  Date left DFO:                       
	5.  Date returned to DFO:       


DFO Job Title Changes
	  6.  Job Type:   
DFO
                           
	7.   Program Area:   FORMDROPDOWN 


	   8.  Old Job Title:                 
	Close Date:       

	  9. 
New Job Title:       
	Start Date:       

	 10.  Performance Evaluation:   FORMCHECKBOX 
 Satisfactory               FORMCHECKBOX 
 Unsatisfactory               FORMCHECKBOX 
 Not Applicable              


Duty Station Changes
	 11.  Job  Type:  DFO

	12.   Program Area:  FORMDROPDOWN 


	NOTE:  If there is a Job Title change, fill in #8 & 9 above.

	 13.  Old Duty  Tour Location:       
	Close Date:       

	 14.  New Duty Tour Location:       
	Start Date:       


DFO Training Received
	15.  Date Training Received: 
	     

	16.  Course Number:                       _____________________________________________                       
	17.  Course Name/Description:       

	NOTE:  A valid certificate(s) or Training Roster must accompany this document.


—DFTO TRAINING NOTICE—

DFO ORIENTATION

For All New FEMA Employees
Personnel for Other Federal and State Agencies are also invited.

Tuesday, October 24

10:30 – 12:00 noon

Training Classroom—Second Floor

Sign up electronically on the common drive.
SAMPLE EMAIL MESSAGE

Re: Electronic Sign Up Sheet

(Confirm proper distribution with FCO Office or Admin. Section)

To:        Cadre Managers of DR xxxx NY

From:    Bernice Zaidel


  DFTO Training Manager

About:   New Sign-Up Process for Training

· A new ADD process for electronic training sign-up is in effect.

· Training participants will sign up by using the shared drive as designated by our IT Coordinator.

· A sign-up sheet for each course offered will be available on the drive.

· The instructor will have a copy of the sheet in the classroom for the participants to initial.

· Following class, the instructor will verify each individual’s attendance electronically by checking “yes” or “no” on the sheet.

· The information will be submitted electronically to ADD within four hours of the end of class.

· The data will become part of the personnel record of the employee. A transcript can be requested upon checkout of the DFO.

· This process replaces the distribution of certificates.


Training classes will be available beginning October 04.

The schedule will be posted around the DFO and distributed to mailboxes. 

Contact the DFTO at x1234 so we can be of assistance if you have any questions.

ELECTRONIC SIGN-UP SHEET
FEMA-DR#

Course:

Instructor:

Date:
NOTE: Press the F1 key when the cursor is in a field for instructions on how to complete it.
	ADVANCE \u4
Employee Name
	Department/
Division
	Last 4 digits of SS#
	FEMA
	Non FEMA
	
Completed

	1)
	
	
	
	
	( Yes  ( NO  

	2)
	
	
	
	
	( Yes  ( NO  

	3)
	
	
	
	
	( Yes  ( NO  

	4)
	
	
	
	
	( Yes  ( NO  

	5)
	
	
	
	
	( Yes  ( NO  

	6)
	
	
	
	
	( Yes  ( NO  

	7)
	
	
	
	
	( Yes  ( NO  

	8)
	
	
	
	
	( Yes  ( NO  

	9)
	
	
	
	
	( Yes  ( NO  

	10)
	
	
	
	
	( Yes  ( NO  

	11)
	
	
	
	
	( Yes  ( NO  

	12)
	
	
	
	
	( Yes  ( NO  

	13)
	
	
	
	
	( Yes  ( NO  

	14)
	
	
	
	
	( Yes  ( NO  

	15)
	
	
	
	
	( Yes  ( NO  

	16)
	
	
	
	
	( Yes  ( NO  

	17)
	
	
	
	
	( Yes  ( NO  

	18)
	
	
	
	
	( Yes  ( NO  


DFTO CLASS SIGN UP SHEET

Disaster Number

XXXXXXXX Training

Day, Date, 00:00 - 00:00
Location

	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

	17) 
	
	
	· FEMA 
	· Non-FEMA 

· LH
	· Other

· State

	18) 
	
	
	· FEMA 
	· Non-FEMA 

· LH
	· Other

· State


[image: image1.wmf]Sample Completed FEMA Form 60-1

Requisition for Supplies, Equipment, and/or Services (Sample)



[image: image2.wmf] 

 

)

 

 

 


SPECTRALINK WIRELESS TELEPHONE

JOB AID

1.
To turn telephone on: Press the POWER button for at least 3 seconds or more.  The LED should show on your telephone ext. i.e. Ext. 3111

2.
To make a call: Press the START button.  You should have dial tone.  Enter the telephone number you wish to dial.

3 .
To End the call Press the END Button.

4,
To answer a call.  Press START button DO NOT Press the POWER or END button you will lose the call.

Features for Digital Phones
1.   To place a call on hold. Press the Hold button.  To retrieve your call press Line button and the number key

2.
Call pick-up. Press Start button, press the line key and the number key 3 - i.e., Start - L6
3.
Call transfer. Press Start button, press the function key and the number key 2 dial tone, dial the number, press function key and the number key 2, press end, Start - F2 - Dial number - F2 - END
4.
Call waiting.  Place your first party call (which is on LI) on hold, press the line button and the number key  2. i.e., Hold - L2.  Or L3
To go back to your first party put the second party on hold and then press L 1.

********NOTE******* You have 3 telephone lines on your wireless telephone.

5.
Conference Call.  Press Start button, press the function key and the number key 3, dial tone, dial the telephone number, press function key and the number key 3, (to add second party), press function key and number key 3, dial tone, dial the telephone number, press function key and the number key 3, (to add the third party) function key and the number key 3, dial tone, dial the telephone number, press function key and the number key 3,

        I.e., Start - F3 - dial number F3, (2 d Party) F3 - dial number F3, (3rd Party) F3 - dial                          number - F3.
6.
Call forward. Press the line button and the number key 5, dial tone, dial the extension that you want your Calls to go too, press the end button.  I.e., L5 - extension - End.
7.
To End call forward. Press Start button, press the line button and the number key 5, and the end button.  I.e., Start - L5 - End
 Telephone ringer and volume.
I -
Volume Level - Telephone is in the normal mode (idle).  Press the function key (once). to change volume level - press 0, speaker volume normal setting is 5 to change press any number I - 8, and press end.  I.e., F - 0 - ( I – 8) End

2.
Ringer Type.  Telephone is in the normal mode (idle).  Press the function key, press the #/> key once (LED should read Ringer Type), press 0 to change. (choices) (Using the #/> key to select - Normal Ring, Soft Ring, Vibrator, Vibrator/Normal, Continuous Ring, Pager Ring, After selecting the choice you want press End button. I.e., F -#/>- 0 - (select using the #/>) End
3.  Forgot the Features codes?   Press Start, Function and to page keep pressing the function code.  After reviewing the codes press End.

Note.  When you have a low battery - a Modulated ring signal and the BATT message will display.  You have approximately two (2) minutes to terminate your call.

Training Support Checklist

Complete the following tasks to support DFTO training activities.

ADVANCE \d 1"

ADVANCE \u 1"_____
Obtain written request for training and any necessary approvals.

_____
Add the training to DFTO calendars and schedules (and DFO schedule if required).

_____
Reserve room clear with facilities coordinator (usually in FCO office).

_____
Obtain/reproduce materials (if required).

_____
Secure instructors if required from outside the DFTO. (Training Manager task)

_____
Coordinate assignments with instructional staff if required.

_____
Coordinate and review classroom protocol and presenter guidelines with instructor 


(if required).

_____
Prepare training notice and inform participants and their supervisors.

_____
Coordinate and/or help with room setup.

_____
Secure and set up audio-visual equipment.

_____
Prepare class roster form and course evaluation form.

_____
Circulate the roster form and obtain initials

_____         Provide final roster to Training Technician for preparing to send to deployment orders via email..

_____
Conduct/facilitate course.

_____
Conduct evaluation, as appropriate.

_____
Return checked-out AV equipment, if necessary.

_____
Review evaluations and, if necessary, refine curriculum and delivery mechanisms.

_____
Enter names into database/file and forward completed electronic roster to “deployment orders” email box.

NOTE:  All items on checklist may not apply to every DFTO activity you are supporting. 

DFTO Evaluation of Training Process

Job Aid 

To the DFTO Evaluator:  This job aid provides you with some reminders of the DFTO training evaluation and will help to guide you through the process.

EVALUATION OF TRAINING

· The quality of FEMA’s efforts is directly linked to the knowledge and skills of the workers.

· DFTO training services are valuable, and the value is determined through evaluation.

· Evaluation is a natural, integral part of the training process.

· Evaluation is feedback.  It can show if workers learned during training, can help to improve training, and can show DFO management that training has an impact on the quality of work.

DFTO POLICY ON EVALUATION OF TRAINING

· Evaluation is conducted during every DFTO operation.

· Evaluation is conducted by an unbiased RTM, Team Leader, or National Coordinator.

· The evaluator writes an evaluation plan early in the DFTO operation – it can be a section in the training plan, if desired.

· There are many ways to collect data, such as reaction sheets, interviews, discussions, focus groups, etc.

· Four levels of evaluation can be measured: reactions, knowledge, on the job behavior and impact on organization.

· The evaluation results are compiled and then presented in a report to the FCO, the RTM, the disaster supervisor of the DFTO and the National Cadre Manager.

CONDUCTING THE EVALUATION

· Create and environment for evaluation – talk about it, explain it, promote its value.

· Start your planning right from the beginning – about the same time the training plan is written. Keep your supervisor and other decision makers informed

· Write your evaluation plan. Why will there be an evaluation? Who will want to know the results?  Establish the goals, audience, levels of evaluation, kinds of information to be collected, sources of information and resources needed.  

· Gather the information. You’re looking for ways to improve training and the workforce, not necessarily for criticism.  Get as much data as you can and file it with care.  

· Compile the data and write the report. The goal of evaluation is to improve performance, so make specific recommendations for the decision makers in the DFO.  In your findings:

· Note if back on the job performance changed, who learned what, if training was well-received.  Include both positive and negative results.

· Writing the report involves judgment on your part, based on your experiences and DFO knowledge.

· A possible report out line is: executive summary, overview of the evaluation, methods of evaluation, findings, conclusions, and recommendations.
· Submit the report while the information is still fresh.
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 in the Disaster Field Office.

	· 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?

	· Poor
	· Adequate
	· Good
	· Very Good
	· Excellent


9. Please list additional training that would benefit your DFO work or benefit the DFO workforce in general.

These certificates have been created through PowerPoint.  See Training Technician Standard Operating Procedures Section for specific instructions.
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DFTO Weekly Training Report (Sample)

	Disaster Number:  1391-NY

	Location:  New York, NY

	Report Date:  October 10, 2001

	

	Training Activities Completed
	

	Training Date
	Course Title
	FEMA
	Non-FEMA
	Total Participants
	

	10/6/01
	Disaster Recovery Center Operations
	21
	9
	30
	

	10/7/01
	Disaster Recovery Center Operations
	10
	5
	15
	

	10/6/01
	Human Services Overview
	29
	1
	30
	

	10/6/01
	Cultural Diversity
	32
	3
	35
	

	10/7/01
	Human Services Overview
	20
	30
	50
	

	10/7/01
	Mission Assignment Tracking
	30
	0
	30
	

	10/7/01
	Cultural Diversity
	0
	50
	50
	

	10/7/01
	Federal Response Plan Orientation
	18
	2
	20
	

	10/8/01
	Inspection Process & Referral Agency Programs
	19
	31
	50
	

	10/8/01
	Mission Assignment Tracking
	22
	3
	25
	

	10/8/01
	DFO Orientation
	25
	0
	25
	

	10/9/01
	Cultural Diversity
	26
	24
	50
	

	10/9/01
	Mission Assignment Tracking
	12
	3
	15
	

	10/9/01
	DFO Orientation
	8
	2
	10
	

	10/9/01
	DFO Orientation
	15
	0
	15
	

	
TOTAL
	
	
	
	450
	

	
	
	
	

	Training Activities Scheduled
	Staffing Status

	DFO Orientation

Disaster Recovery Center Operations

Human Services Overview

Cultural Diversity

Human Services Overview
	Classification of Personnel
	Number

	
	Local Hire
	
	

	
	DAE Reservist
	
	

	
	Permanent Full-Time
	
	

	
	Staffing Needs

	
	

	
	

	
	

	Other Related Training Activities:

Secured space for PA Ops I training in first week of November.

Conducted additional training needs assessment with Mitigation.
	

	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Section After-Action Report

The Section After-Action Report is to be completed by each functional section, based on input from staff within the section and other agencies and entities that are in a support role.  Sectional reports are due to the Information and Planning Section Chief prior to departure from the Disaster Field Office (DFO) or 10 days prior to the scheduled closing of the DFO, whichever occurs first.  Section leaders are responsible to meet this requirement.  Section leaders departing before their function is deactivated, or before the DFO closes, are responsible for providing a report up to that point to their successor.

The purpose of the report will be to present a perspective of activities, involvement, issues, and lessons learned associated with response and recovery activities during the disaster response, by each functional area (staff, program, operational).

	Section:
	

	
	

	Section Chief:
	

	
	

	Date of Report: 
	

	
	

	Total Staff:
	

	
	

	Follow-Up Official:  (with phone number) 
	


(
1) Mission Description:

2) Issue/Discussion

3) Recommendations

4) Major Shortfalls:

5) Positive Conditions/Actions:

6) Logistical Shortfalls:

7) Internal Coordination Issues (FEMA):

8) External Coordination Issues (Federal, PFT, Local, Private):

9) Supporting Documents/Attachments:

10) Other:

Section After-Action Report
FEMA-XXX-DR-XX

Item/Issue:

Lesson(s) Learned:

Recommended Action(s):

Action Office or Agency:  (Who is most likely the person or entity that should take action on this item/issue?)

Your Name:  __________________________________________________________________







       (OPTIONAL)

Individual After-Action Report
FEMA-DR-XXXX-XX

We encourage all employees assigned to FEMA-DR-XXXX-XX to complete an individual after-action report prior to separation.  The purpose of this effort is to solicit from you:  1) critical national issues encountered; 2) recommendations for resolving your listed issues; and 3) descriptions of new or innovative approaches that you believe were particularly effective during this disaster.

Please include those issues that you think have important implications for future operations or those that uncover the source of a difficult operational or policy problem.  Issues that are national in scope should also be emphasized.  The following list suggests categories for you to consider in the identification of critical issues.  Please include issues that:

(
Impeded delivery of services.

(
Affected coordination among FEMA partners.

(
Concerned resource deficiency.

(
Affected the budget.

(
Were made highly visible by the media.

(
Were scrutinized by State or Federal legislatures.

(
Reflected legislative authority issues (Stafford Act, National Flood Insurance Act, etc.).

(
Inhibited FEMA's ability to meet our collective program customer service standards.

(
Restricted our ability to mitigate future damage from hazards.

We will use the information you provide to refine operations and policies and/or build upon successful experiences and procedures.  Thank you.

Individual After-Action Report
FEMA-DR-xxxx-XX

Name:  ________________________________________________________________

Section:  _______________________________________________________________

Primary Position:  _______________________________________________________

Issue #1:
Recommendation #1:
Issue #2:
Recommendation #2:
(Continue on reverse side if needed or on a blank page for additional issues.)

Performance Appraisal for the Disaster Assistance Program (Sample)
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PERFORMANCE APPRAISAL FOR THE DISASTER ASSISTANCE PROGRAM

NAME . — POSITION TITLE . GRADE (PFT/TEMP) OR LEVEL (DAE)
CHrlis Jones DF 7D TRAIN NG Instrucfor
REGION AND PROGRAM AREA EVALUATION PERIOD DR OR EM NUMBER
fegior IT M sssi/95”  T°u/3/75 | FEMA-DR- 166 F- VL

NOTE TO EVALUATOR: Part [ must be completed for all employees. Part Il must be completed on all employees in a supervisory capacity. A
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employee prior W its being signed by either party. This evaluation must be completed prior to the employee’s departure from the Disaster Field
Office.

The following definitions are o be used:

S SATISFACTORY - Consistently meets normal requirements
U UNSATISFACTORY - Fails to meet normal requirements
N/A UNABLE TO EVALUATE - No opportunity W observe performance
PART!- ALLEMPLOYEES PART Il - SUPERVISORS
ELEMENTS RATING ELEMENTS RATING
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