�Course Objectives















�At the conclusion of this training, you will be able:



To identify the types of meetings that DFO supervisors conduct.

To discuss how meetings can be structured to ensure that DFO supervisors accomplish their objectives.������Managing Meetings













�DFO supervisors attend, schedule, and conduct a variety of meetings.

Meetings are an effective and efficient means for exchanging information, solving problems, and building a team.



Your Notes:
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��DFO Meetings



�

�DFO-wide meetings are held regularly to coordinate the efforts of all of the organizations within the DFO and to ensure that everyone receives current disaster status and policy information.

These meetings are usually conducted by ESF-5 the Information and Planning Section.  Two distinct types of meetings occur:

Federal/State Coordination Meetings

Planning Meetings

As a supervisor, you may be asked to attend these meetings.  You should understand the purpose of each type of meeting and the ground rules.



Your Notes:
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�Federal/State Coordination Meetings



�

�The Information and Planning Section conducts Federal/State Coordination Meetings daily.

The meetings are attended by representatives from each functional organization in the DFO and State emergency response organizations.  The FCO usually attends.

The purpose of this type of meeting is to disseminate and collect information.

The Federal/State Coordination Meeting is an appropriate forum for raising issues.  However, solutions will not be discussed at this meetings.  Instead, a follow up may be scheduled, probably a Planning Meeting, to address particular issues that may have been raised.



Your Notes:

















�����Planning Meetings



�

�The purpose of DFO Planning Meetings is to discuss and solve problems and issues.

The Information and Planning Section, with input from the FCO, decides when it is necessary to schedule a Planning Meeting and who should attend.  Relevant DFO functional representatives will be asked to attend.

Planning Meetings are less structured than Federal/State Coordination Meetings in order to facilitate collaboration and problem solving.



Your Notes:

















���

Types of Meetings



�

�As a DFO supervisor you are likely to conduct:



Informational/briefing meetings

Planning/problem-solving meetings



The third type of meeting, team building/stress relief/morale boosting, is extremely important because:



Disaster work can be physically and emotionally stressful.

Personnel working in the field may not otherwise have adequate opportunities to communicate with and support one another.



Your Notes:

















��

Types of Meetings



�

�

In the early days and weeks of a disaster, time is critical.  Meetings should be kept short.  The 30-minute ground rule is reasonable.

Always set clear objectives for your meetings.

Based on your objectives, identify which type of meeting is appropriate.



Your Notes:
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Teleconferences



�

�Teleconferences are most effective for informational/briefing meetings where the focus is on reporting facts.

Teleconferences should be controlled by a facilitator who determines the agenda and ensures that participants adhere to it.

The topics and timeframes may need to be limited.  Teleconferences should not be used when an extended meeting is needed with much interaction.



Your Notes:





















�����Degree of Structure and Control



�

�For informational/briefing meetings, the degree of structure and control required is high.



Your Notes:























���

Degree of Structure and Control



�

�Meetings used for team building/stress relief/morale boosting require a low degree of structure and control.



Your Notes:























�����Degree of Structure and Control



�

�Planning/problem-solving meetings require a moderate degree of structure and control.



Your Notes:

























�����Wrap-Up



�

�Effective meetings are a vital component of managing your function and relating to the rest of the DFO.

Focusing on the purpose of the meeting is key to its success.

Meetings need planning, preparation, and direction.��

�
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