Instructor Guide—Emergency Management Operations Course



Unit 8

Conducting Briefings in the EOC
TIME:  45 min

OBJECTIVES:

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

· Organize an EOC briefing.

SCOPE:

· EOC briefings.

METHODOLOGY:


· Lecture/discussion/small group activity

INSTRUCTOR QUALIFICATIONS:

· The presenter for this unit should be familiar with various types of briefings that could be made in an EOC. The instructor should have experience in developing and presenting informational briefings.

EQUIPMENT/MATERIALS NEEDED:

· Instructor Guide

· Student Manual

· Course Agenda

· Participant List

· PowerPoint visuals 8-1 thru 8-5

· Acetate visuals 8-1 thru 8-5 (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:

Introduction and Overview

  5 min

Why Conduct Briefings?

10 min

Small Group Activity


25 min

Summary



  5 min


Total:

45 min

INSTRUCTOR NOTES

Unit Time: 45 min

Topic Time: 5 min

SM: 8-2

Visuals: 8-1, 8-2

Topic Time: 10 min

SM: 8-2

Visual: 8-3


CONTENT/ACTIVITY

Introduction and Overview

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

· Organize an EOC briefing.

Why Conduct Briefings?

Give a brief presentation on why briefings are needed and how to prepare for them.

You must have clear objectives for conducting briefings for EOC personnel. Typically, you will be conducting a briefing for one or more of the following reasons:

· To orient personnel to the EOC.

· To review SOPs and introduce new SOPs.

· To acquaint personnel with new systems, equipment, and/or physical layout.

· To conduct training sessions for personnel in major functional areas such as communications and information management.

· In an emergency, to keep EOC staff abreast of what is happening in the EOC and at the site of the emergency.

Once you have defined the objectives of the EOC briefing, you can begin preparing for it. A key element for a successful briefing is advance preparation.

INSTRUCTOR NOTES


CONTENT/ACTIVITY

One of the more visible means of preparation is the development of an agenda. An effective agenda does the following:

· Sets forth the issues to be addressed.

· Determines in what order the issues will be addressed.

· Helps to focus on the achievement of desired objectives.

After you have prepared the agenda, you can begin preparing the briefing.

Let’s review some key points in preparing for and conducting a briefing. 

Updating EOC Personnel on the Status of the Emergency

During an emergency situation, you will need to keep EOC personnel up to date on the crisis. You want to control rumors and unnecessary worry about what is happening in the EOC, the community, and EOC’s family members.

To keep EOC personnel updated, provide the following information during your briefings. (This same information could be conveyed by the public information officer to the public.)

· Extent of the disaster.

· Number of casualties.

· Nature and severity of injuries.

· Agencies involved in response.

· Scope of agency involvement.

INSTRUCTOR NOTES

Topic Time: 25 min

SM: 8-4

Visual: 8-4

Topic Time: 5 min

SM: 8-4

Visual: 8-5

CONTENT/ACTIVITY

· EOC’s current status (personnel staffing, telecommunications equipment and other resources, and security issues).

Small Group Activity

Break participants into groups of five. Each group will select a topic and present a 2-minute briefing.

Do not limit participants to a particular topic. If some groups are hesitant to select a topic, you can suggest topics to get them started.

Give the participants freedom to proceed with this activity as they like. Encourage them to select one person from their group to deliver the briefing.

Allow the groups about 15 minutes to prepare for their briefing.

When the groups reassemble, ask for volunteers to present their briefings. If no one volunteers, select a group at random. A member from each group should be prepared to present the briefing.

Ask participants to evaluate each group’s briefing, using the Briefing Evaluation Checklist for their evaluation. Emphasize that this activity is a constructive evaluation mechanism to provide positive feedback to the groups.

Ask the participants to provide the groups with specific constructive feedback.

Summary and Questions

EOC Briefing Evaluation Checklist

Rate each of the following statements on a scale of 1-5—“1” is the lowest rating; “5” is the highest rating. Circle the response closest to your opinion.

Group:

1.  Purpose of the briefing was clearly stated.

1   2   3   4   5

2.  Information presented was relevant to the topic.

1   2   3   4   5

3.  Briefing was organized.




1   2   3   4   5

4.  Presenter demonstrated respect for the audience.
1   2   3   4   5

5.  Presenter conveyed enough information.


1   2   3   4   5

To calculate the group’s score, total the numbers that you circled. Enter that figure in the score box.







SCORE:
__________

Be prepared to provide specific feedback on your assessment.
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