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PURPOSE OF COURSE

The purpose of the FEMA Disaster Field Office (DFO) Orientation course is to enable the students to function successfully and comfortably in a DFO.

COURSE OBJECTIVES

Upon completion of this course, the students will be able to:

· Describe FEMA and its partners’ roles in disaster operations.

· Explain the purpose of the Disaster Field Office.

· List the major types of disaster assistance.

· Identify where to go for additional information on disaster assistance, administrative policies, safety and security, and network issues.
TARGET AUDIENCE

The target audience for this course includes inexperienced personnel assigned to work in a Disaster Field Office.  Personnel from voluntary agencies (VOLAGs) and other Federal agencies should be encouraged to attend this course.

THIS COURSE IS NOT DESIGNED FOR USE WITH PERSONNEL WHO HAVE HAD PREVIOUS DISASTER EXPERIENCE!

COURSE MATERIALS

Course materials include:

· Disaster Field Office Orientation Instructor Guide
· Your Guide to FEMA (referred to as the Guide)

· Videotape:  “How America Responds”

· Videotape:  “Welcome to the Team”

· Course Visuals

COURSE UNITS

The course units are listed below:

	
	Approximate Length

	
	Version A
	Version B

	Unit
	Length
	Length

	Unit 1:  Course Overview
	5 minutes
	10 minutes

	Unit 2:  FEMA’s Role in Disaster Operations
	25 minutes
	40 minutes

	Unit 3:  Disaster Field Office
	15 minutes
	20 minutes

	Unit 4:  Policies and Procedures
	15 minutes
	30 minutes

	
	60 minutes
	100 minutes


It is common in DFOs for instructors to be asked to present this Orientation either in 1 hour, or in a longer period of time to facilitate additional presentations such as a welcome by the FCO, or the opportunity to meet key personnel in the DFO.  It may also be the case that additional time is needed for a presentation required only in a specific situation, such as security requirements in a less secure area.

Therefore, both a 1-hour orientation (Version A) and an approximately 2-hour orientation including a break (Version B) are reflected above.  In Version B, additional time is provided in Unit 1 for extra introductions or introductory remarks  Unit 2 is increased primarily by showing the video “How America Responds.”  Unit 3 is increased to include showing the video “Welcome to the Team.”  Time in Unit 4 is increased to accommodate individual presentations by the Security Officer and the Equal Rights Officer, as well as Safetyand Administrative staff members.  Vary the length of the orientation based on the requirements that exist at the DFO.  The longer version is the most complete.

PREPARING

Use the preparation checklist on the following page to prepare for this course.

NUMBER OF INSTRUCTORS

One or two instructors may be used to teach this course.

INSTRUCTOR QUALIFICATIONS

Instructors should be Disaster Field Training Operation experienced trainers, and should have previous experience working in a Disaster Field Office.  This course should not be taught by instructors without previous DFO experience.  If you are inexperienced, request that an experienced instructor co-instruct the first session with you.

PREPARATION CHECKLIST

Supplies and Equipment

Gather the following supplies and equipment:

· Projector and computer for visuals
· Videotape:  “How America Responds” (optional—for use if you have more time)

· Videotape:  “Welcome to the Team” (optional—for use if you have more time)

· VCR and monitor

· Chart paper, easels, and markers

· Masking tape

· Name cards

· Pens and note paper

Handout Materials

Make a copy of the following materials for each student:

· Your Guide to FEMA
· Disaster Fact Sheet

· Map/Floor Plan Illustrating the Disaster Field Office Setup

· Current Disaster Field Office Organizational Chart(s)

· Disaster Field Office Directory with Names and Telephone Numbers

· Disaster-Specific Policies and Procedures (Administrative, Safety, Security, Network)

· Local Resources Handout (listing fitness centers, restaurants, markets, shopping centers, laundries, banks, recreation activities)

· Course Evaluation

You may need to prepare these handouts if they do not exist.  Check with Planning (ESF-5) to determine what disaster-specific resources may be available.
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Disaster-Specific Information

Disaster-specific information needs to be infused throughout the training.  An “arrow” icon is used to point out areas where instructors need to research and add disaster-specific content.  Before training, make sure that you have gathered all needed disaster-specific information.

Visuals

Before training, make sure you have visuals 1 – 20 and can project them onto a wall or screen.
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