[image: image7.wmf]Unit 4:  FEMA Policies and Procedures

OVERVIEW

The purpose of this unit is to overview FEMA policies and procedures.

CONTENTS

This unit includes the following sections:

· Equal Rights Policies

· Safety and Security Procedures

· Stress Management

· Confidentiality

· Human Resources and Administration

· Course Summary

APPROXIMATE TIME

Version A
Version B

15 Minutes
30 Minutes

MATERIALS

· Visuals15 through 19
· Handouts:

· Copies of Disaster-Specific Policies and Procedures (one copy per student)

· Copies of Local Resources Handout (one copy per student)

· [image: image8.wmf]Copies of Course Evaluation (one copy per student)

Instructor Note:  Prepare or secure these handouts before conducting the training.

YOUR GUIDE TO FEMA:  RELATED SECTIONS

The following sections of the Guide relate to this unit:

	Section Title
	Page

	What are FEMA’s policies and procedures?
	41

	What is “FEMA speak”?
	68

	How can I manage my stress?
	22

	How do I get feedback on my performance?
	25
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Equal Rights Policies

FEMA does not tolerate discrimination in 

the Disaster Field Office

If you feel that you have been 

discriminated against or harassed, contact 

the Equal Rights Officer


Refer the students to pages 35, 36, and 42 of the Guide.  Encourage the students to read these policy statements following class.

[image: image11.wmf]Remind the students that they will be held accountable for their actions based on these policies.

[image: image12.wmf]Provide the name of the Equal Rights Officer for this disaster.  Note that the Equal Rights Officer is a resource person who can provide advice and guidance.

[image: image13.wmf]Tell the students that the Disaster Field Office staff and the community are made up of diverse individuals.  Explain that FEMA succeeds when this diversity is valued and all individuals feel free to contribute to the effort.

Refer the students to pages 47 through 50 of the Guide.  Explain that these guidelines can help the students ensure that their actions promote good relationships among the diverse groups.

SAFETY AND SECURITY PROCEDURES
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Safety and Security

Remember to . . .

• Report any hazards you see

• Report any injuries

• Wear your badge in the DFO

• Be careful after working hours


Refer the students to pages 66 and 67 of the Guide.  Tell the students that they should review this information following the class.

[image: image16.wmf]Provide the name of the individual or office they should contact if they have questions about safety and security matters.  Make any safety or security announcements that are specific to this disaster (or distribute any relevant materials).
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Stress / Wellness

• Stress is a normal reaction to working in a 

disaster situation

• People have different stress thresholds. 

Don’t compare yourself to others.  If you 

need a break, say so!

• Taking care of yourself is the first step in 

being able to help others


Refer the students to pages 22 - 24 of the Guide.  Tell the students that they should read these tips on stress management following the class.

[image: image19.wmf]
[image: image20.wmf]Provide the name of the individual or office they should contact if they want additional information on stress management.  Make any announcements about stress management workshops.

Distribute a handout listing local resources such as fitness centers, restaurants that serve healthy foods, markets, shopping centers, laundries, banks, or recreation activities.
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Guarding Confidentiality

• DFO employees cannot release any 

information about applicants without their 

consent

• Do not leave applicant information where it 

can be viewed by others


Refer the students to page 51 of the Guide.  Tell the students that they should read this information carefully.

[image: image23.wmf]
Provide the name of the individual or office they should contact if they have questions about confidentiality.

[image: image24.wmf]Point out that if they have any requests for information from the media, these requests should be referred to a Public Affairs Officer.

Provide the phone number and point of contact for the Public Affairs Office.

HUMAN RESOURCES AND ADMINISTRATION
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Human Resources and 

Administration

• Conditions of Employment

• Recordkeeping

– Check-in / Check-out Forms

– Timesheets / Quick Time

• Travel Reimbursement

• Performance Appraisals


Refer the students to pages 51-65 of the Guide.  Walk the students through the major topics covered on these pages. Or invite the appropriate staff person from the Administrative Section to cover this material with the class.
[image: image27.wmf]
[image: image28.wmf]Instructor Note:  Do not explain travel reimbursement issues in detail.  Instead, direct participants to the travel staff for advice and directions. A representative from Admin/Travel may be able to address the group.
Point out the sample appraisal form in the Guide (p. 26).  Note that these forms are not required for local hires, but local hires can receive useful feedback on their performance by asking their supervisors to complete an appraisal.

Tell the students that they should review this information following the class.

[image: image29.wmf]Provide the name of the individual or office they should contact if they have questions about these human resource/administrative procedures.  Make any administrative announcements that are specific to this disaster (or distribute any relevant materials).  Tell the students when their first timesheets are due and when they will receive their first paychecks.

[image: image30.wmf]COURSE SUMMARY

Tell the students that their next step is to learn more about their assignments from their supervisors.

[image: image31.wmf]
Refer the students to page 16 -21 of the Guide.  Explain that these questions can help structure a first meeting with their supervisors.
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Orientation Summary

• FEMA’s Role in Disaster Operations

• The Disaster Field Office

• Policies and Procedures


Display Visual 20 and review the course objectives with the group. Clarify questions or concerns.

[image: image33.wmf]Distribute the evaluation form and ask the students to take a few minutes to complete it.

Thank the class and encourage them to visit the Disaster Field Training Operation any time or to call if they have a training-related need.
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Safety and Security

Remember to . . .

		Report any hazards you see

		Report any injuries

		Wear your badge in the DFO

		Be careful after working hours
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Equal Rights Policies

	FEMA does not tolerate discrimination in the Disaster Field Office



	If you feel that you have been discriminated against or harassed, contact the Equal Rights Officer
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Guarding Confidentiality

		DFO employees cannot release any information about applicants without their consent

		Do not leave applicant information where it can be viewed by others
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Stress / Wellness

		Stress is a normal reaction to working in a disaster situation

		People have different stress thresholds. Don’t compare yourself to others.  If you need a break, say so!

		Taking care of yourself is the first step in being able to help others
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Human Resources and Administration

		Conditions of Employment

		Recordkeeping

		Check-in / Check-out Forms

		Timesheets / Quick Time

		Travel Reimbursement

		Performance Appraisals
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Orientation Summary

		FEMA’s Role in Disaster Operations

		The Disaster Field Office

		Policies and Procedures












