Session 20: Presentations (optional)

Instructor Guide


Session No. 20

Session Title:
Presentations (Briefings)

Time:

1 hour

Objectives

By the end of this session, the student should—

20.1
Be familiar with guidelines for preparing and delivering formal presentations.

20.2
Be familiar with one formal presentation that can be used as a model. 

Scope

Presentations are important to emergency management professionals in communicating with colleagues and management, as well as with members of the public.  This is an opportunity to present ideas and findings in a situation where the listeners have your undivided attention. Therefore it is very important that the presentation be well designed and delivered. This optional session contains some tips on speaking in front of a group, on organizing the presentation, and on preparing graphics and handouts. 

Reference

The Allyn and Bacon Internet site on Public Speaking located at:  http://www.abacon.com/pubspeak/organize/organize.html
Remarks

Objective 20.1.
Guidelines for preparing and delivering formal presentations.

GENERAL GUIDELINES FOR FORMAL PRESENTATIONS

· Simply tell your audience what you did, why you did it, and what you found.  You are talking to a group of people who are interested in your presentation.

· Always check out the room you are presenting in before your presentation.  Stand at the podium or wherever you will be positioned during your talk.  Think about how you will have to coordinate the AV apparatus, the microphone, the lights, your notes, etc. 

· Try not to use written notes or to memorize your talk.  

· Create overheads (or slides) that provide key words to guide you. Do not read your talk to your audience.

· Be as visual as possible.  For example, don’t just describe equipment or facilities; show a picture or schematic representation of them.

· Never leave the screen blank or leave a slide up on the screen for too long.  Try to create a new visual for each and every point.

· A good exercise after practicing your talk is to ask yourself the proverbial question, “So what?” In other words, are you conveying to the audience the importance of your study and what they should take way from it?

DEVELOPING THE PRESENTATION

Develop an Organizational Pattern 

Check out notes about types of organizational schema that you can use to guide your research strategy and to outline the main ideas of your presentation. 

Write an Introduction and a Conclusion 

Develop creative ideas for the introduction and conclusion to your speech. 

Look It Up 

Along with regular dictionaries and other standard reference documents, you’ll find excellent sources from the FEMA Internet site.

Say It with Style 

Check out notes and examples of quotes from respected officials or attention-grabbing statistics.

Use Writing Tools 

Use style galleries, style and grammar checkers, etc., to polish the form of your presentation, outline ideas and cite your sources.

DELIVERING THE PRESENTATION

Select a Mode of Delivery 

Compare the merits of reading from a manuscript, memorizing your presentation using the slides as cues, or speaking extemporaneously. 

Delivery Dynamics 

Check out notes on effective use of vocal and physical nonverbal delivery. 

Multimedia Tools 

Some of these tools can also help you develop a multimedia

presentation and write a Web page as the channel for presenting your speech. 

PowerPoint Tutorials 

Get online help using PowerPoint to create audiovisual aids

for your presentation.

Objective 20.2.
Model slide presentation.

An Overview of the Jonesboro County Comprehensive Emergency Response Team

Robert Smith

Emergency Planner

Jonesboro County Office of Emergency Management

Presentation to the Jonesboro County Commissioners

January 10, 1999

Objectives of the Comprehensive Emergency Response Team (CERT)


1. Addresses the post-disaster emotional environment and the steps that rescuers can take to relieve their own stressors and those of survivors.

2. Has an organizational structure and documentation requirements.
CERT Structure

 







Need for CERT Organization


Grew from perceived need for—

· Effective communications among agency personnel

· Well-defined management structure

· Accountability

Also has advantages of—

· Shared terminology

· Consolidated action plan

· Comprehensive resource management

· Manageable span of control

Objectives of CERT Organization







Be flexible in this process!

Emotional First Aid for Rescuers


CERT leaders should—

· Brief personnel

· Emphasize teamwork

· Encourage breaks

· Provide for proper nutrition

· Rotate personnel as teams for breaks or new duties

· Phase out workers gradually

Steps to Help CERT Members

Deal with Stress


· Establish rapport

· Listen

· Empathize

· Provide confidentiality 

Don’t take ownership of victim’s problems!

Summary—

Purpose of On-Scene Management


· Ensure safety of disaster workers

· Provide clear leadership for rescuers

· Improve efficiency of rescue efforts

Interactive Activity

Using the presentation slides as a model, as well as the guidelines presented in this session, have students discuss how they will develop slides for their own presentations.
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This organizational system requires accountability and documentation.
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Identify the scope of the incident.





Determine an overall strategy.





Deploy resources.
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