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	Firewise Communities

Local Workshop Planning Guide


Conducting a Local/Regional Firewise Workshop

The national Firewise Communities program supports regional and local organizations interested in hosting a one-day Firewise Communities workshop using materials supplied by the national program. These dynamic workshops prepare community leaders and members of the fire service to recognize wildland/urban interface fire hazards, make homes and landscapes Firewise, deliver fire education to residents, and incorporate Firewise planning into existing and developing areas of communities. 

Local Firewise Communities workshops can feature interactive discussions, mapping, and simulations. Firewise workshops are most successful when they are attended by a variety of community representatives, such as planners, business leaders, homeowner association members, and emergency service professionals.

This instruction guide provides interested individuals with guidelines and instructions for conducting a local workshop. 

Criteria for conducting a local workshop:

All workshops meeting the following criteria are eligible to receive certificates from the national Firewise Communities program office. Timing of each session may vary; the following time allotments are the minimum required to qualify for certificates and continuing education units.
· Local workshop coordinator must have attended a national workshop or have been trained as a coordinator or facilitator at a state-run Firewise workshop. 

· Local workshop coordinator must use the 4-CD set that contains the Firewise Communities workshop materials and the GIS-based community scenario.
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The workshop must include the sessions outlined below:

· Presentation of Firewise concepts (CD #2 Powerpoint), 30 min.

· Introduction of simulation exercise (video and PowerPoint presentations), 20 min.

· Completion of Tasks #1 and 2—Bear Heights, 90 min.

· Reporting of Tasks #1 and 2 by selected groups, 20 min.

· Completion of Tasks #3a and b—Lake Heights, 90 min.

· Reporting of Tasks #3a and 3b by selected groups, 20 min.

· Closing and summary Q&A, 30 min.

· Total minimum time, 300 min. (5 hrs)

Alternately, a “Living on the Edge” community leaders workshop provided by your state forestry agency qualifies as an equivalent workshop program. The workshop content and materials developed by Interactive Training Media, Inc., with the cooperation of selected state agencies and the Firewise Communities program, is consistent with the workshop criteria listed above. Visit http://www.itm-info.com/lote/ to learn more about the Living on the Edge workshops, including whether your state is offering workshops and how to register.

Organizing a Firewise Workshop

Workshop Steering Committee
The Firewise Communities program’s strength lies in its approach. The program encourages residents to work together as a community, along with local fire staff, builders, community planners, and developers. Establishing a Workshop Steering Committee composed of representatives from the target participant list is a good way to begin outreach to these professions or segments of the community. Outreach to all organizations and companies that have an interest in the wildland/urban interface is critical. 

Inviting Participants

Develop an invitation list that includes a variety of professions, such as homeowner associations, builders associations, city planners, developers, fire suppression and mitigation professionals, lawyers, Red Cross, local city officials, utility companies, etc. Consider reaching out to professional organizations to encourage broader participation by their members. Remember, invite more than capacity. Some will not be able to attend. Your contact list should include name of organization, name of contact, phone, fax, e-mail, and mailing address. See the sample invitation letter below.

Registration mailings and calls should start as soon as the workshop coordinator is identified and the date is confirmed. Invitation packets should be mailed at least four to six weeks prior to the workshop. Don’t rely on mail alone. Follow up with personal phone calls to encourage participation. 

Invitation packets should include:

· Cover letter that summarizes the workshop and invites the recipient to attend.

· Registration form with space for participant’s name, organization, address, e‑mail, and phone number. Form should also include specific directions for returning the registration form, including your phone number, address, e-mail, and fax number. 

· Length of workshop and, if possible, an agenda.

· Dress code and list of items a participant should bring.

· Map to the workshop location.

Location

The location for the workshop should have a general session room and break-out rooms for each working group (a good rule of thumb for the size of each group is between 12 and 16 people). The available space at your workshop location, as well as the number of facilitators you have available for the breakout sessions, will dictate the maximum number of people who can participate.  Providing lunch is a good way to facilitate networking among the groups. If lunch will be served, make sure there is a place at your chosen location for set-up. Workshop coordinators should review the logistics checklist (below) for more considerations about workshop location and organization.

Technology
The GIS (satellite mapping software) scenario on CD #3 may be installed temporarily on as many computers as required for local workshops. HOWEVER, due to licensing agreements between ESRI and the Firewise Communities program, it may not be permanently installed on multiple computers, or provided to participants.

Publicity

Workshop coordinators are encouraged to work with local media to share the Firewise Communities message. You will need to locate a media distribution list and consider making someone available to speak with the media, should they request it. 

A sample press release is provided for your reference. A more detailed media relations guide is available by contacting the national Firewise Communities media relations team:

Amy Schneider

314.982.8638

schneida@fleishman.com
Speakers

Plan on scheduling one local speaker who can address fires in your area and another to introduce the Firewise Program and facilitate the day’s activities. In addition, plan to have two facilitators for each break-out session.

A workshop participant database is available on the Firewise Communities Web site (www.firewise.org/communities). The database contains potential instructors or speakers who have participated in national workshops. In addition, you may contact the Firewise Communities program staff for ideas for speakers.

Materials

Workshop materials are available free of charge from the Firewise Communities program office (there is a small shipping fee, however). Please allow at least one month for delivery of materials. Materials include: participant workbooks, CDs #1 and 2, copies of the facilitator/operator “Insider Guides” and Firewise informational brochures. In addition, you may order videotapes and DVDs on the Firewise Web site (www.firewise.org/catalog/audiovisual). Give-away items such as lapel pins and magnets are also available at cost and can be ordered at www.firewise.org/catalog under Firewise Outfitters. 
Exhibits

The Firewise Communities program has provided a number of Firewise exhibit displays to workshop coordinators around the country. They measure approximately 8 feet wide by 4 feet tall and are to be used as a tabletop display. These are available on request to be loaned for local workshops or other outreach activities. Check with Firewise program staff for a list of the locations and contacts for the Firewise exhibit displays.

National Certificates and Continuing Education
National certificates will be awarded to participants after the workshop attendance list is submitted by the local workshop coordinator and processed by the Firewise Communities national office. An electronic file in which all participant information must be recorded is available for download at www.firewise.org/communities. Completed lists should be sent to:

Kathy Murphy

Firewise Communities

1 Batterymarch Park 

Quincy, MA 02269 

(617) 984-7494

kmurphy@nfpa.org 

These certificates document continuing education units for participants. Depending on the length of the workshop, participants can earn 0.5 to 0.7 CEUs. The National Fire Protection Association (NFPA), a sponsor of the Firewise Communities Program, has been reviewed and approved as an Authorized Provider of continuing education and training programs by the International Association for Continuing Education and Training (IACET). Participants are awarded 0.1 CEU for each hour of instruction and 0.7 CEU's for a full day of instruction. Attendance is required to earn educational credits. 

NFPA cannot guarantee acceptance of CEU's by various professional boards or licensing organizations. You must verify applicability of specific courses or sessions directly with your affiliated organization.

Firewise Communities Workshop Logistics

Workshop Checklist

Workshop site: 

· Large room for general sessions

· Small rooms for breakout sessions

Registration:

· Name tags and holders 

· Registration table 

· Registration packets, including:

· Writing tablets and pencils for participants 

· Firewise Communities Workshop Participant Workbook

· Firewise lapel pins (can be ordered at cost at www.firewise.org)

· Firewise Around Your Home brochure

· Firewise CD set #1 and #2

· List of workshop participants, including facilitators and speakers

· Evaluation sheet

General session: 

· Adequate number of chairs

· TV/VCR/videos/remote

· Overhead projector

· Laptop computer

· Power strip and extension cord

· Flip chart/magic markers

Break-out sessions (you will need as many of the items below as the total number of sessions/rooms ____)

· Tables and chairs for 12-16 in each room 

· Projector and screen

· Flip chart/magic markers

· Laptop

· Power strip and extension cord 

· Trash can

· Available restroom directions

Lunch: 

· Provided by____________________________

· Paper products and drinks

· Delivery of lunch to workshop location

General Needs:

· Tables for refreshments, such as coffee and tea

· Road signs to direct participants to workshop and/or parking

· Room signs to direct participants to breakout sessions

Firewise Community Workshop Invitation Letter


(on agency letterhead)

September 16, 2002

Dear Dennis Clark,

Although headline news stories tend to feature wildfire threatening homes in California, the wildland/urban interface problem they describe is not exclusively a western phenomenon. 

In South Carolina we fight more than 4,000 wildfires a year – many more than most western states. The difference has been that, until relatively recently, rural and urban areas in our state had discrete boundaries. You might see the occasional home nestled in the woods but rarely an entire community. All that has changed. Urban sprawl is rampant in South Carolina. And wildfire in these areas is tough to control. As development increases, lives and property will be threatened as never before.

To learn more about the problem and begin working with us on some solutions, I invite you to participate in South Carolina’s first Firewise Community workshop to be held at Harbison State Forest Environmental Education Center on Tuesday, October 15. 

This one-day workshop will bring together citizens and community leaders involved in planning, developing, building, sustaining and protecting wildland-urban interface communities. Its format emphasizes participation and creative problem solving. I believe you will find it an informative, enjoyable, interesting and productive experience.

I have enclosed directions to Harbison State Forest along with a workshop agenda and registration form. Please complete the registration form and fax to: 803-896-8880. If you are not able to attend and have a colleague who might be interested, please share the registration information. There is no charge to participate in this workshop.

I look forward to seeing you on October 15. We’ll begin at 9 o’clock. If you have questions about the workshop, contact Jennie Morris, 803-896-8852 (jmorris@forestry.state.sc.us) or Anne Kyle 803-896-8845 (akyle@forestry.state.sc.us). 

Sincerely

Bob Schowalter

State Forester

FIREWISE Communities

Workshop Registration

Time

Date

Meeting Place

Address

Name:______________________________________________________

Affiliation/Organization:_________________________________________

Address:_____________________________________________________

City, State Zip:________________________________________________

Phone:______________________________________________________ 

FAX:________________________________________________________

E-mail:______________________________________________________

Completed registration forms can be faxed to {name} at {fax} or mailed to {address} by {date}. If you have questions, please call {phone number}.

FIREWISE Communities 

Workshop Agenda

Sponsored by 

Location

SCHEDULE

8:30 

Registration & Coffee

9:00 

Welcome

Chancellor Tom Hallman, USC Aiken

9: 15 

Wildfire in South Carolina: Communities at Risk

Calvin Bailey, Wildland-Urban Interface Program Coordinator, SCFC

9:45 

"Protecting Your Home From Wildfire” video

10: 15 
Wildland Fire Close to Home: Aiken Communities at Risk

Peter Frommer, Aiken Dept. of Public Safety

10:45 
Orientation to Firewise Communities Exercise

Jennie Morris, SC Forestry Commission

11: 15
Breakout Groups

12:30 
Lunch

Group Reports & Discussion

Where Do We Go From Here?

1 :30 

Adjourn
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NASHVILLE HOSTS FIREWISE COMMUNITIES WORKSHOP

Broad ranges of participants gather 
To address multiple aspects of wildfire preparation

NASHVILLE, Tenn. (July 2, 2003) – A local partnership of government agencies, private companies, and professional associations is working together to host a regionally oriented workshop on a growing American trend: wildfire in residential areas.

The Tennessee Firewise Communities Workshop is scheduled for September 22-24 at the Marriott Airport Hotel in Nashville. More than 100 people from the region are being invited to attend the event. Participants range from community planners, elected officials, builders and landscapers to insurance professionals, real estate and homeowner association representatives, emergency managers, and fire officials. 

While Tennessee tends to experience smaller fires than Western states, the state's relatively dense population means more homes may be at risk per acre. In fact, more than 65 Tennessee homes were lost to wildfire in 2001, according to state fire reports. That's why Tennessee Department of Agriculture Wildfire Manager and the Workshop Geographic Coordinator Robin Bible is pleased to have this opportunity to network with the variety of people who can truly influence how safe communities are from wildfire.

“The participants at this workshop are the people who affect how communities in the South are designed, built, and protected from wildfire,” he said. “We’re particularly interested in hearing from local land developers, planners, architects, builders and landscapers, since these are the professions often most impacted by fire codes and community preparation needs.”

- more -

FIREWISE WORKSHOP / ADD ONE
Firewise Communities workshops prepare community leaders and fire service professionals to recognize wildland/urban interface fire hazards, make homes and landscapes Firewise, deliver fire education to residents, and incorporate Firewise planning into existing and developing areas of communities. These dynamic workshops feature interactive discussions, mapping, and wildfire simulations. Firewise workshops are most successful when they are attended by a variety of community representatives, such as planners, business leaders, homeowner association members, and emergency service professionals. 

To learn more about the Nashville Firewise Communities Workshop and how to register, contact Robin Bible (615.837.5537, robin.bible@state.tn.us).

The National Firewise Communities Program is an interagency program designed to encourage local solutions for wildfire safety by involving homeowners, community leaders, planners, developers, firefighters, and others in the effort to protect people and property from the risk of wildfire. The National Firewise Communities Program includes Firewise Communities workshops, Firewise Communities/USA recognition program, and support for fire organizations and community groups. The National Firewise Communities Program is sponsored by the National Wildfire Coordinating Group’s Wildland/Urban Interface Working Team, a consortium of wildland fire agencies that includes the USDA Forest Service, the Department of the Interior, the National Association of State Foresters, the U.S. Fire Administration, and the National Fire Protection Association. For more information, visit www.firewise.org.

###

Staff Contact Information

Firewise Communities

1 Batterymarch Park

Quincy, MA 02269

617-984-7486

www.firewise.org
Michele Steinberg

617-984-7487

Community Support

msteinberg@nfpa.org
Kathy Murphy

617-984-7494

Certificates


kmurphy@nfpa.org
Amy Schneider

314.982.8638

Media Relations

schneida@fleishman.com
The ideal size for a breakout session is 12 to 16 participants.





Invite homeowner associations and professional organizations to announce the workshop in their newsletters and/or make an announcement at an upcoming meeting.





Do not rely on news media alone to announce your workshop. Placing direct phone calls to area professional organizations and other invitees is the most effective approach in recruiting participants.
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Sponsoring agency logo or state Firewise logo here
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