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Section A:

Disaster Field Training Operation   
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FEMA Vision:  

A Nation Prepared

FEMA Mission:

Lead America to prepare for, prevent,

respond to, and recover from disasters.
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The DFTO Vision:

A Workforce Trained, Prepared, Effective

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.


Disaster Field Training Operation: Overview  

· The quality of FEMA’s response and recovery efforts is directly linked to the knowledge and skills possessed by those working in disaster operations.  

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

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

· Some FEMA disaster workers may not have worked in many months and may not have current information.  

· Disaster programs and policies may vary from disaster to disaster depending on the FEMA/State Agreement and other disaster-specific nuances.  

· These challenges create the need to provide quality “just-in-time” training at the disaster site.
· To address this need, the Agency created Disaster Field Training Operation (DFTO), which has been fully operational since September 1995.  

· DFTO is designed to provide a professional training resource at the Disaster Field Office (DFO) and other disaster facilities.  

The DFTO – Examples of Services:

· 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.

Organizational Structure

· The DFTO is deployed as part of the Emergency Response Team (ERT).  

· The DFTO may be part of the Administration Section of the ERT.  

· The DFTO Training Manager may report to the Administrative Chief or the Employee Services Branch Chief.  

· The FCO has the discretion to move the DFTO within the organizational structure.  In many past disasters, the DFTO has been located within the FCO’s office with the Training Manager reporting directly to the FCO or Chief of Staff.

The following chart illustrates the relationships among all the key players within the DFTO.
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Roles and Responsibilities

	National Coordinator

	

	Overall Responsibility

The National Coordinator is responsible for the overall management of the DFTO during disasters and in non-disaster time.  Note:  The National Coordinator may occasionally act as the Training Manager when regional assets are unavailable for deployment or in the case that the ERT-N is deployed.

Disaster-Related Duties

· Assess disaster training requirements with the RTM and/or Regional Office Management.

· Coordinate with the RTM, and/or Training Manager, and program liaisons to ensure that appropriate staffing resources are deployed and disaster field training requirements are met.

· Coordinate with the RTM and program managers to ensure support of the disaster operation.

Program Maintenance Duties

· Recruit, hire, and manage a cadre of National Disaster Assistance Employees.

· Assign job titles, proficiency levels, and specialty skills information for all National DFTO cadre members.

· Develop, administer, and implement training programs for all team members.

· Update DFTO training materials to reflect Agency changes in policies, procedures, and regulations.

· Oversee the development and distribution of the field training curriculum and disaster training plans.

· Coordinate with program managers to identify any changes in policies, procedures, regulations, and standard operating procedures affecting the training curriculum.

· Ensure that the RTM are informed of changes in policies, procedures, and regulations that affect established disaster training plans.

· Maintain a database of all DFTO training delivered and analyzing data to track and report DFTO accomplishments.

· Analyze after-action report recommendations related to field training and taking action to correct identified problems with field training plans, curriculum, and training materials.


Roles and Responsibilities

	Regional Training Manager

	

	Overall Responsibility

The RTM coordinates the management of the DFTO at the regional level.  The RTM coordinates disaster field training with regional program managers and the National Coordinator.  Once a disaster is declared, the RTM may assume the responsibilities of the DFTO Training Manager or assist the regional staffing point-of-contact (SPOC) and/or the National Coordinator to appoint an alternate DFTO Training Manager.

Disaster-Related Activities

· Coordinate the activation of the DFTO with the regional staffing point-of-contact (SPOC).

· Contact the National Coordinator with information that DFTO is being activated and providing information on staff selections.
· Act as the Training Manager when available and authorized by the Division Director and/or Branch Chief.
· When unavailable for deployment, coordinate the deployment of a Training Manager with the regional SPOC through the Deployment Support system.
· Assist the DFTO Training Manager to determine the scope and magnitude of the disaster by obtaining statistics about the affected area from the preliminary damage assessments, as needed.
· Assist the DFTO Training Manager in the logistical requirements for the training office.
Program Maintenance Duties

· Provide input to the National Coordinator on regional policies and procedures that affect field training.

· Assist the National Coordinator to market the services of the DFTO to regional program managers and staff.

· Assist the National Coordinator to obtain regional support for DFTO initiatives.
· Assist the National Coordinator with the recruiting of new training team members by reviewing resumes and sharing potential candidate information, participating in and/or conducting the interviews, and overseeing the distribution of DAE paperwork for new hires.
· Assist the cadre managers with regional DAE training by providing DFTO instructors and training materials.
· Recommend the development of new DFTO courses based on input from regional Cadre Managers and regional program managers.

· Review newly developed DFTO courses and providing comments to the National Coordinator.
· Maintain DFTO Go-Kit for deployment in the field.


Roles and Responsibilities

	Training Manager

	

	Overall Responsibility

The DFTO Training Manager coordinates disaster field training with support from the Regional Training Manager (RTM), the ERT section chiefs, and the National Coordinator.  Note:  The RTM may serve as the DFTO Training Manager. 

Disaster-Related Duties

· Identify and request team members needed based on the magnitude and type of the disaster and the qualifications of the DFTO personnel; coordinating needs with the RTM and/or National Coordinator. 

· Establish a Disaster Field Training Office, in coordination with the Logistics Chief.

· Oversee the activities of the Disaster Field Training Team in coordination with the National Coordinator and RTM.

· Conduct a training needs assessment and use data collected to create a training plan, outlining the specific disaster training requirements of the disaster.
· Provide evaluation of all DFO training and prepare a written evaluation plan.
· Coordinate the development of disaster-specific training materials at the DFTO, as needed.
· Coordinate with the ERT section chiefs any changes in policies, procedures, or regulations to ensure the accuracy of the field curriculum.
· Coordinate the necessary disaster-specific curriculum changes and inform the instructors of these changes.
· Oversee the logistics and field training (i.e., training room space, scheduling, training materials, equipment, supplies, room setup, etc.).
· Provide for field training instruction.
· Provide weekly report information to the National Coordinator and the RTM.
· Write performance appraisals for DFTO Instructors and Training Technicians.
· Write and analyze After-Action issues related to field training and forward recommendations to the RTM and National Coordinator.
· Ensure that course rosters are provided to deployment support personnel at MWEOC for entry into the ADD system.
· Ensure the maintenance of a database that tracks the names of all State and OFA individuals receiving training through the DFTO, what training was received, and when it was received.


Roles and Responsibilities

	Instructor/Computer Instructor

	

	Overall Responsibility

Instructors design, develop, deliver, and evaluate disaster field training materials to enhance performance of the disaster workforce.

Disaster-Related Duties

· Conduct courses and other field training.  May occasionally be asked to conduct disaster-related training in the regional office or at the EMI or MWEOC during nondisaster time.

· Assist the Training Manager with conducting and compiling training needs assessment information.

· Assist the Training Manager in developing and/or revising such needed training materials as lesson plans, instructor guides, student manuals, job aids, and evaluations. May occasionally be asked to provide such assistance in the regional office or at the EMI or MWEOC during nondisaster time.

· Assist the Training Manager in conducting end-of-course evaluations by participants for all courses taught in the field.

· Assist the Training Manager in conducting cross training for field employees to increase their knowledge of other FEMA programs.

· Assist the Training Manager in conducting evaluation to ensure that training has transferred to the job and performance has improved.
· Assist the Training Manager in maintaining office systems.
· Provide input on issues pertaining to field training for the After-Action Report.
· Keep updated on program policies, procedures, regulations, and related revisions to program issues.
· Assist with the development of new techniques for delivering and evaluating disaster field training.


Roles and Responsibilities

	Designer/Developer

	

	Overall Responsibility

Designer/Developers create new training materials and adapt existing materials for the Disaster Field Training Operations.

Duties

· Assist in conducting needs assessments.
· Conduct job/task analyses.
· Tailor DFTO courses to meet disaster-specific needs.
· Design and develop job aids.
· Design and develop training curriculum.
· Design and develop evaluation instruments.


Roles and Responsibilities

	Training Technician

	

	Overall Responsibility

Training Technicians provide logistical and administrative support to the entire Training Team.  Training Technicians also provide classroom support (e.g., operating audiovisual equipment, distributing handouts, ordering supplies) to the Instructors.

Duties

· Maintain training equipment inventory and ensure equipment is in “workable” condition.

· Maintain inventory and stock of field training materials and supplies.

· Assist training team members with logistical needs of disaster training in the field.

· Set up the disaster training office and training rooms. 

· Provide support in the development and revision of training materials.

· Copy materials for training sessions.

· Maintain course rosters, sign-up sheets, certificates, and DFTO reports.

· Maintain a schedule of training sessions.

· Create and maintain a database of training received by disaster employees.
· Provide classroom support such as operating audiovisual equipment, distributing handouts, taking notes, etc.
· Coordinate the ordering of training materials, supplies, and equipment.
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 PURPOSE OF THIS DFTO TOOLKIT


The toolkit is provided to help you during your field deployment. It is filled with information and can guide your work and answer your questions as you work in the DFTO during a disaster.





The Toolkit can also be found in its entirety on the DFTO website


 � HYPERLINK "http://training.fema.gov/EMIWeb/dfto" ��http://training.fema.gov/EMIWeb/dfto�. There you will find printable report forms, sample documents, course materials and other training resources.
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