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	OVERVIEW


	At the completion of this unit, students will be able to:


Describe different types of briefings. 


Develop objectives for a briefing. 


Identify the characteristics of effective presentation skills. 


Present a short briefing. 



	TARGET AUDIENCE

The target audience for this training includes all staff who might provide briefings in a disaster situation. 



	APPROXIMATE LENGTH



	2½ hours



	CONTENTS


	This course consists of the following sections:


Optional Introductory Video


Lesson Overview


Presentation Skills:  Self-Assessment


Types of Briefings


Creating Objectives


Activity:  Developing an Objective


Planning the Details


Using Effective Presentation Skills


Controlling Nervousness


Delivering Key Content


Thinking on Your Feet


Responding to Difficult Questions


Activity:  Thinking on Your Feet


Handling Hostile Participants


Activity:  Presentations


Summary 




	PREPARING

Use the following checklist to help you prepare for this course:



	Supplies and Equipment



	· Visuals 1 through 16 

· Overhead projector with screen or Power Point projection system


Chart paper, easels, and markers


Masking tape


Name cards


Pens, pencils, and note paper


TV and VHS-format videotape player


Video:  “May I Present . . .”

Handout Materials 

· Briefing and Presentation Skills Student Handout


Copies of Your Guide to FEMA (Do not hand out copies if students have received the Guide in other courses.  Rather, have copies available for use in the class.)



	NUMBER OF INSTRUCTORS

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

	

	INSTRUCTOR QUALIFICATIONS

Instructors should have training experience, as well as previous experience working in a Disaster Field Office or Disaster Recovery Center.  This course should be taught by someone who has extensive experience giving briefings.  If you have not conducted many briefings, you may want to co-instruct the first session with someone who has this experience.  


	OPTION - INTRODUCTORY VIDEO
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Handling Hostile Participants

Understand and empathize

Maintain control

Take charge of the situation



	Explain that this lesson will focus on the skills required for making effective briefings.  Note that this lesson begins with a short video that models a successful briefing.  Tell the students to pay close attention and jot down any particularly useful techniques that the speaker demonstrated.

Show the video titled “May I Present . . .” with Tim Conway.  Next, ask the following discussion questions.



	OPTION – ROLE PLAY



	
	If you do not have access to the videotape, present a role play with a co-instructor.

One person opens the class session as a bumbling presenter.  Use your imagination to do things poorly. You may include:

· Have blurred or upside down transparency on the screen.

· Talk to the screen.

· Point up at the screen directly.

· Fumble with pens, change in pocket or click-click a ball point pen.

· Tip over a cup (with plan for limited spill).

· Drop note cards.

The second instructor follows the brief demonstration with the discussion questions.
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	What are some steps that briefers can take to avoid the problems encountered in this briefing?
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	Can anyone describe a particularly difficult briefing experience that you’ve encountered when working with FEMA?

	
	

	
	Summarize the discussion by noting that preparation is the key to effective briefings.  Explain that this course will focus on planning effective briefings and effective presentation skills.



	
	


	COURSE TITLE


	Visual 1
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Course Objectives

Describe different types of briefings

Develop objectives for a briefing

Identify the characteristics of effective 

presentation skills

Present a short briefing



	
	· Often during a disaster, staff are called upon to provide briefings.  These briefings may be internal, with other staff from the DFO, or external, with the public.

· This course will help you prepare to give a briefing.
· Distribute Student Handout on Briefing and Presentation Skills. Explain that this document will help the participants follow along in the course.  


	COURSE OBJECTIVES

	Visual 2
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Types of Briefings

Phone Briefings

Basic Briefings

Special Issue Briefings
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	Review the following key points:

By the end of this workshop, you will be able to:

· Describe different types of briefings

· Develop objectives for a briefing

· Identify the characteristics of effective presentation skills

· Present a short briefing
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	PRESENTATION SKILLS:  SELF-ASSESSMENT

1.
Tell the students that before the course begins, you would like them to take a few minutes to assess their presentation skills.



	
	2.
Refer student to the “Presentation Skills:  Self-Assessment” in the handout.  Tell the students to take 5 minutes to complete the assessment.  Explain that they will not have to share their responses with anyone in the class.

3.
Give the students 5 minutes to complete their assessments.

4. After 5 minutes, tell the student to keep their responses in mind as they are completing the course.



	
	PRESENTATION SKILLS:  SELF-ASSESSMENT

	
	

	Instructions:  Read each statement and check how often the statement applies.  Develop strategies for improving items receiving “almost never” or “sometimes” checkmarks.


	
	Almost 

Never
	Sometimes
	Usually
	Almost Always

	1.
I feel comfortable and relaxed when addressing groups.
	
	
	
	

	2. I avoid making myself anxious before a speaking engagement.
	
	
	
	

	3. I anticipate the audience’s needs and questions before conducting a briefing.
	
	
	
	

	4. My voice sounds calm, not nervous, throughout the briefing.
	
	
	
	

	5. My stance makes me looked relaxed while speaking.
	
	
	
	

	6. I maintain eye contact with the audience throughout the briefing.
	
	
	
	

	7. I make sure that my dress/appearance is appropriate for the target audience.
	
	
	
	

	8. I vary my tone and inflection to help maintain interest.
	
	
	
	

	9. I select words that I know my audience will understand (and avoid FEMA acronyms).
	
	
	
	

	10. My pace is fast enough to maintain interest while slow enough not to lose anyone.
	
	
	
	

	11. I can adjust my speaking volume as needed for the situation.
	
	
	
	

	12. I use appropriate gestures while avoiding distracting gestures.
	
	
	
	

	13. I keep my composure when asked a difficult question or confronted by a hostile person.
	
	
	
	

	14. I practice my presentations.
	
	
	
	

	15. I stay within the allocated timeframes.
	
	
	
	


	TYPES OF BRIEFINGS



	Visual 3
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The Starting Point

Analyze Your 

Audience

Determine 

FEMA’s 

Needs

Establish 

Objectives
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	Review the following key points:

· A phone briefing is a quick explanation of FEMA policies or programs to a staff person over the telephone.  You can use this quick briefing method when you are unable to visit in person.


· A basic briefing is a briefing that provides general information.


	
	· A special issue briefing is used to clear up misunderstandings about a program or an issue or may be targeted toward the needs of a specific audience.
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	Can anyone provide an example of a special issue briefing?

	
	

	
	· Identifying the type of briefing you need to conduct is the first step toward putting your presentation together.


	CREATING OBJECTIVES



	Visual 4
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Using Objectives to Plan

Use your objectives when determining…

–

Briefing Points

–

Handouts

–

Logistics

–

Concluding Statements



	
	Note that it is critical to analyze your audience ahead of time.
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	What should you know about your audience before conducting a briefing?

	
	· If not mentioned by the students, add:
· Motivation for attending the briefing/hidden agendas.
· Time available.
· Pressures they are facing.
Stress that the second key element is understanding FEMA’s needs.
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	What are some common examples of needs that FEMA may have that can be addressed during a briefing?

	
	

	
	· If not mentioned by the students, add:
· Present information on the status of recovery efforts.
· Control rumors/manage expectations.

· Collect trends/information.

· Get buy-in on proposed policy/procedure changes (e.g., mitigation).


	CREATING OBJECTIVES



	Visual 4
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	Continue showing Visual 4 while reviewing key points:

· Establish objectives for the briefing.
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	Why is it important to have objectives for your briefing?

	
	· If not mentioned by the group, note that objectives help ensure that the briefing will meet both the audience’s and FEMA’s needs.

Explain that objectives are simple statements of what you are hoping to achieve.
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	ACTIVITY:  DEVELOPING AN OBJECTIVE

1.
Explain to the students that they have been asked to give a briefing to a group of citizens about the role of their office in providing disaster assistance. 



	
	2. Tell the students to take 5 minutes to write down one objective for their briefing.  

3. After 5 minutes, ask for a volunteer.  Tell that volunteer to:

· Identify his/her office.

· State his/her objective.


4. Have the other students present their offices and objectives.


Point out that you can have more than one objective for a briefing.  Note, however, that trying to address too many objectives may make your briefing confusing and unclear.

	
	


	PLANNING THE DETAILS



	Visual 5
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Outline Briefing Points

Make sure your content…

Will achieve your purpose

Will meet your audience's needs

Anticipates the audience’s questions

Is current and accurate

Includes appropriate detail 

Is not subject to interpretation



	
	Stress that objectives should drive all decisions about the briefing, including:

· The content you present.

· The handouts you distribute.

· The logistical equipment you use.

· The concluding statements you make.



	
	


	PLANNING THE DETAILS



	Visual 6
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Select Handouts

Check handouts to make sure they are…

Relevant and timely

Current and accurate

Intended for public distribution

Clean, clear, and simple



	
	Review the factors listed on the visual.  Next, ask:
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	Are there additional factors to consider when selecting content to present in your briefing?

	
	Point out that it is important to anticipate questions and do your homework.  Stress that you should avoid being caught by surprise.
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	What techniques do you use to be responsive to your audience when you do not know the answer to a question?

	
	Emphasize the importance of not answering questions when you don’t know or are unsure of the answer.


	PLANNING THE DETAILS



	Visual 7
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Identify Logistical Needs

Examine logistical requirements to…

Identify what media can ensure 

information is displayed clearly

Determine any logistical constraints

Ensure you are familiar with all 

equipment



	
	Review the factors listed on the visual.  Next, ask:
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	Are there other factors that should be considered in selecting handouts?

	
	Stress the importance of reviewing all handouts carefully before distributing them.


	PLANNING THE DETAILS



	Visual 8
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Plan Concluding Statements

Plan Concluding Statements that…

Review key points presented

Clarify what has been promised



	
	Review the factors listed on the visual.  Next, ask:


	[image: image24.wmf]
	Are there other factors that should be considered when addressing logistical considerations?

	
	Point out to the students that using equipment such as overheads, computer projections systems, and handouts can significantly aid in presenting information.  Note, however, that it is extremely important to be familiar with the equipment beforehand.  Misusing equipment during a presentation not only distracts from the content you are trying to present, it can cause you to lose credibility with your audience.

Emphasize that there are many different types of systems.  Always try to arrive a few minutes early to an unfamiliar location to become familiar with the layout and equipment available.




	PLANNING THE DETAILS



	Visual 9
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Effective Presentation Skills

Verbal

Words

Tone & Inflection

Pacing

Non

-

Verbal

Eye Contact

Gestures & Expressions

Stance/Movement

Appearance
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	Review the following key points:

· Concluding statements should help direct the energy of your subject.


· By directing energies, you are contributing to meeting the overall DFO objectives.
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	What are some strategies for successfully concluding briefings?

	
	Acknowledge the students’ suggestions.




	USING EFFECTIVE PRESENTATION SKILLS



	Visual 10
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Controlling Nervousness

Rehearse!

Practice you introduction again and again

Make sure your materials are organized

Anticipate potential problems

Accept that some nervousness is normal

Rely on your own unique style, skills, and 

abilities
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	Review the following key points:

· As demonstrated by Tim Conway, effective presentation skills are a combination of verbal and nonverbal skills.  

· Presentation skills can improve with practice.
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	Refer student to the section of the handout called Tips for Presentation and Delivery.

Refer the students to the tips for using effective presentation skills.  Tell the students to take a moment to review the tips provided.  Stress that the students should only these two pages.  

After the students have read through the tips, ask if the students have other tips to add to those in the handout.

	
	


	CONTROLLING NERVOUSNESS



	Visual 11
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Delivering Key Content

Don’t overwhelm the audience

Tell your audience what your are going to say, 

say it, and review what you said

Keep program information simple, current, and 

the point

Use handouts to support your information

Avoid addressing individual situations
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	Review the following key points:

· Most people are nervous before a big presentation, but because they control it well, you may not notice it.


· Nervous energy can be used as an energizer that keeps you focused and performing at your best.

· The key to overcoming nervousness is to rehearse your briefing until you feel comfortable with it.  If you are using visuals, you should practice with the visuals to become comfortable with the equipment.

· The more briefings you do, the more comfortable you will be!

	
	


	DELIVERING KEY CONTENT



	Visual 12
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Thinking on Your Feet

Prepare for questions

Listen carefully to the 

question

Pause to organize your 

thoughts

Repeat the question

Support your answer

Do not end on an excuse!
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	Review the following key points:

When delivering your content it is important to:

· Avoid using technical language, jargon, or acronyms that your audience may not understand.

· Make sure your language is nonsexist and nondiscriminatory.

· Encourage questions from your audience.  Ask frequently, “Does anyone have any questions at this point?”

· Pay attention to looks of confusion or frustration in the audience.

When addressing program information:

· Address specific program areas that are confusing or typically cause problems for people.

· Carefully cover any recent changes to programs.

· Allow time for the audience to clarify program information and ask questions.
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	Can anyone give an example of complex program information that they have seen presented well in a briefing?  What made it a good presentation?

	
	


	DELIVERING KEY CONTENT



	Visual 12
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	Continue showing Visual 12.

When addressing individual situations:

· Acknowledge how the person is feeling.

· Tell the person you would be happy to discuss the situation after the meeting.

· Explain that you will be able to spend more time and provide more detailed guidance in private.

· If you can’t answer the individual’s specific questions after the meeting, refer him or her to the appropriate program expert.
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	What are some other ways of handling individual situations?

	
	


	THINKING ON YOUR FEET



	Visual 13
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Responding to Difficult Questions

Don’t get flustered

Ask to have the question 

repeated or clarified

Respond with positive words to 

negative questions

Promise to get an answer if you 

can’t answer it now



	
	Review the steps on the visual.

Refer the students to turn to their Briefing Tips handouts.  Tell them to take a few minutes to review the supporting content.  Explain that we will practice these skills in the next activity.

	
	


	RESPONDING TO DIFFICULT QUESTIONS



	Visual 14
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	What makes a question difficult to answer?

	
	

	
	Possible responses include questions that are:

· Long, complex, confusing, or not well thought out.

· Inappropriate for the meeting.

· Of concern to only one individual.

· Designed to intimidate you.

· Phrased in a negative way.

· Ones that should be addressed to someone else.
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	Review the following key point:

· When answering a difficult question, it is important not to become flustered.  Follow the steps you just learned for answering questions.

Tell the participants to turn to pages 8 and 9 in the Briefing Tips handout.  Ask them to take a few minutes to review the tips before completing the next activity.
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	What have been some of the most challenging questions you have faced?  How did you respond?  What are some other strategies for responding?
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	ACTIVITY:  THINKING ON YOUR FEET

Preparing for the Activity:

Prior to this activity, take a few minutes to review the questions on the following page.  Modify the questions as necessary to make them appropriate to this disaster and the skill and knowledge level of your students.

Conducting the Activity:

1.
Tell the students that you have some basic questions about the disaster.  Reassure the students that these are not “trick” questions or meant to be extremely difficult but some of the questions are challenging.

2. Explain that you will randomly ask these questions to different students in the class.  

3. Point out that they should respond using the model presented on Visual 12.  

4. Begin by asking a question to a student.  Continue until all the students have responded at least once.  Provide positive constructive feedback to each student.

	
	


QUESTIONS:  THINKING ON YOUR FEET

Instructions:  Review the questions and modify them as necessary to make them appropriate to this disaster and the skill and knowledge level of your students.  Then ask the questions randomly to the students, until all students have answered at least one question.

1. What is FEMA’s role in this disaster?

2. How do I register for assistance?

3. What do I do if I have a question about my application?

4. What is your primary duty at the DFO?

5. What is the role of your office in the DFO?

6. Who is the Federal Coordinating Officer and what is his/her role?


7. What is the purpose of the DFO?


8. How many disasters have you worked and what positions have you held?


9. What does mitigation mean?


10. I thought all disaster workers were volunteers.  Now I hear that you are being paid.  How much do you get?


11. You say you know how I feel.  How can you say that?  Have you ever been through a disaster?


12. I hear my neighbor got more money than I did.  Why?


13. I hear that FEMA is going to buy out my community and move it.  I don’t want to go!


14. I applied for assistance 3 weeks ago and I haven’t heard a single thing from FEMA.  What do I do?


15. I keep calling the teleregistration number and can’t seem to get through.  Is there someone I can speak with in person?

	HANDLING HOSTILE PARTICIPANTS



	Visual 15
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	Review the following key points:

· It is important to remember that many people in the community have experienced devastating losses and are feeling a range of emotions including sorrow, frustration, and anger.  

· You may encounter hostile participants at your briefings.  As a representative of FEMA, you may be a target for their anger and blame.  If you come across a hostile participant at your briefing, consider using the following strategies: 




	HANDLING HOSTILE PARTICIPANTS (continued)


	
	· Understand and Empathize

· Try to understand why the person is angry.

· Calmly acknowledge and respond to the person’s anger to help defuse the situation.  Say things like, “You’re feeling extremely angry because . . ..” 

· Never downplay the person’s feelings by saying things like, “It’s not that bad,” “So and so has it worse than you,” or “I understand exactly how you’re feeling.” 


· Maintain Control

· Control your own anger. 

· Avoid counterattacks—they only add fuel to the fire.

· Lower your voice to achieve greater control and reduce negative emotions.

· Try to keep the audience from getting overly excited.


	
	· Take Charge of the Situation

· State that you will not tolerate aggressive behavior at the meeting.

· Tell the individual that you will be happy to discuss the situation after the meeting.

· Stand your ground; refuse to be pressured.  Don’t be forced into promising the person something that can’t be delivered.

· 
If the person continues to disrupt the meeting or appears dangerous, seek assistance in dealing with the situation.



	[image: image46.wmf]
	ACTIVITY:  PRESENTATIONS

Note:  Prior to this activity:


Determine the number of students you expect in the training.  If there are more than 10 students, try to arrange for another instructor to join you in conducting this activity.  This will allow you to divide the students in half during the presentations.


Develop a model briefing to present to the students based on the instructions included in the activity.

Setting Up the Activity:
1.
Explain to the students that they will now have a chance to practice their briefing skills.

2. Tell the students that they have been asked to provide a 2-minute briefing on the role of their office in providing disaster assistance in this disaster.
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	3. Refer students to the section in their handout called “Briefing Presentation.”  Review the instructions with the students.

4. Model the briefing by presenting the information that you have developed about the role of your office.

5. Remind the students to think back to the objective they developed earlier in this course.

6. Tell the students that they will have 20 minutes to develop their talking points.  (Adjust preparation time between 10 and 20 minutes, depending upon class experience levels.)

7. Point out that students should watch each other’s presentations and prepare to give feedback that identifies strengths and provides suggestions for improvements.


8.
Model the types of comments you want the briefers to give each other.

(
Be specific when you provide sample feedback.
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	ACTIVITY:  PRESENTATIONS

Conducting the Activity:

	
	1.
Divide the students into two groups and use a second instructor if there are more than 10 students in the class.


2. Assign an order for the briefers.  Ask the students to remember their order so that there is little down-time between speakers.


3. Tell the students to stand where they feel comfortable and deliver their talking points.

4. Monitor the time.  After each speaker has finished, ask him/her:
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	What do you think went well in your presentation?
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	What would you like to improve?

	
	

	
	5. Ask the group to provide feedback, including strengths and areas for improvement.

Stress that practice and constructive criticism are keys to strengthening public speaking skills.  Tell the students that they may want to deliver their talking points to their supervisor prior to a briefing and ask for suggestions about their delivery.


	
	


	
	BRIEFING PRESENTATION


Purpose:  The purpose of this activity is to practice using effective briefing skills.


Instructions:  Develop a 2-minute presentation using the outline below.  Your presentation will focus on the role of FEMA and your office in providing disaster assistance.  You should include a strong welcome and demonstrate empathy for the community.

Your presentation should cover the following topics:

· Welcome

· Purpose of Your Briefing

· The Role of FEMA

· Agency mission

· Disaster mission

· Role of Your Office in the Disaster Recovery Process

· Key activities

· Conclusion

You have 20 minutes to prepare for your presentation.

	SUMMARY
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	Summarize this course by asking each student to recall one important lesson learned.

Tell the students that if they would like to work regularly on improving their public speaking skills, they should look for a “Toastmasters” organization in their community.  This organization is made up of people who want to regularly practice public speaking skills and provides a safe and supportive environment in which to practice these skills.
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	Ask the students to complete the course evaluation form.
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	Distribute a course completion certificate to each student.
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	Thank the students and the instructional staff.









