Instructor Guide—Emergency Management Operations Course



Unit 1

Introduction, Overview and Administrative Announcements
TIME:  60 min

OBJECTIVES:

At the conclusion of this unit, participants will be able to: 

· Discuss the course purpose and objectives.

· Describe the course framework to include scope, methodologies, exercise design and time plan.

SCOPE:

· Welcome and introductions; local official remarks; administrative announcements; review of course objectives, agenda and exercise.

METHODOLOGY:


· Lecture/discussion

INSTRUCTOR QUALIFICATIONS:

· The instructor of this unit should be familiar with the design and logistical arrangements of the course. Preferably, the course manager would instruct this unit.

EQUIPMENT/MATERIALS NEEDED:

· Instructor Guide

· Student Manual

· Course Agenda

· Participant List

· PowerPoint visuals 1-1 thru 1-8

· Acetate visuals 1-1 thru 1-8 (backup)

· Overhead or computer image projector (with spare bulbs)

· Screen

· Slide projector (if 35 mm slides are added)

· VCR/TV monitor(s) (if video(s) are added)

· Extension cords and surge protection

REFERENCES:

· Course Instructor Guide

· Course Student Manual

NOTES:


A suggested time plan for this unit is as follows:

Welcome to the Course

 
 5 min

Introduction of Course Manager
 5 min

Remarks by Local Govt. Official
10 min

Administrative Announcements
10 min

Purpose of the Course


10 min

Overview of the Agenda

 5 min

Exercise Overview


10 min

Summary and Questions

 5 min





Total:

60 min

INSTRUCTOR NOTES

Unit Time: 60 min

Topic Time: 5 min

SM: 1-2

Visual: 1-1

Topic Time: 5 min

SM: 1-2

Visual: 1-2

Topic Time: 10 min

SM: 1-2

Visual: 1-3
CONTENT/ACTIVITY

Welcome to the Course

· The instructor should introduce him/herself to the participants and welcome them to the course.

· The instructor should also thank the participants for their commitment to this training activity.

Introduction of Course Manager

· Introduce the course manager if the person is someone other than the instructor.

· If the person is the same individual, the State Training Officer or Exercise Training Officer can be introduced here.

· The person should echo the welcoming remarks and add any additional comments as necessary.

Remarks by Local Government Official

· A local government official (County Administrator, City Manager, Mayor, Chairman of the Board) should address the participants.

· Comments should indicate appreciation for the participants’ commitment to the course and the desire to improve the jurisdiction’s overall emergency management capabilities.

· Additional comments should provide support and motivation to the participants for the classroom and exercise portion of the course.

INSTRUCTOR NOTES

Topic Time: 10 min

SM: 1-2

Visual: 1-4

Topic Time: 10 min

SM: 1-2

Visual: 1-5


CONTENT/ACTIVITY

Administrative Announcements

The instructor should review the following administrative information for the course:

· Fire alarm and exits

· Sign-up sheet

· Course materials

· Location of restrooms

· Breaks

· Lunch

· Phone calls/messages

· Parking

· Location of the exercise

· Lodging (if necessary)

Purpose of the Course

The instructor should review the purpose of the course as outlined in the Plan of Instruction.

The fundamental purpose of the EMOC is to improve the operational capabilities within the participating locality and to improve the ability to manage emergencies through preparedness, response, recovery and mitigation.

The EMOC course also provides local government officials and key staff, an opportunity to increase their knowledge of emergency management procedures and their local emergency management system and plan.

INSTRUCTOR NOTES


CONTENT/ACTIVITY

In support of this goal, EMOC is designed to accomplish these measurable and verifiable objectives:

· Analyze plans and procedures.

· Assess resources.

· Initiate team-building activities.

· Improve coordination.

· Clarify roles and responsibilities.

· Identify areas of strength and those needing improvement.

· Stimulate interest for mitigation actions.

· Examine plans and systems in “dynamic” situations.

In addition, the course will: 

· Motivate public officials to support the emergency management program.

· Improve individual performance.

· Foster cooperation among participating organizations.

· Help formulate the locality’s public policy for issues related to emergency management.

· Improve EOC procedures and support functions.

· Improve hazard vulnerability assessment and risk analysis.

INSTRUCTOR NOTES

Topic Time: 5 min

SM: 1-3

Visual: 1-6

Topic Time: 10 min

SM:  1-3

Visual: 1-7

Topic Time: 5 min

SM: 1-3

Visual: 1-8


CONTENT/ACTIVITY

· Enhance local staff’s understanding of exercise development.

Overview of the Agenda

The instructor should review the Student Agenda found in the Plan of Instruction.

· Identify the classes that will be presented in the recommended time slots.

· Outline any changes that need to be made.

Exercise Overview

Briefly discuss the purpose of the exercise portion of the course:

· Review the activities of the second and third day exercise, along with the intended outcome or objectives.

· Review the logistical requirements of the exercise.

· Reinforce the need for participants to be on time and ready to function in their assigned roles.

· Depending on the exercise selected, provide any pre-exercise messages (scenario build-up, weather, etc.) as necessary.

Summary and Questions

Answer any questions the participants might have concerning the information provided in this unit.
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