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INFORMATION & GUIDANCE MEMO


08-02-05
DATE:
August 2, 2005
TO:
County Emergency Management Directors
FROM:
Johnnie L. Smith, Administrator

Wisconsin Emergency Management
SUBJECT:
REQUESTS FOR TRAINING & EXERCISE PROJECTS
The purpose of this Information and Guidance (I&G) memo is to assist county emergency managers in preparing requests for training and exercise projects.  Much of this information will be general in nature.  You are encouraged to continue to contact your Regional Directors and/or the WEM Training Section Supervisor with specific questions.

Requesting WEM Exercise Officers to assist in WMD Exercises
When requesting exercise funds from OJA for WMD exercises county directors are encouraged to use WEM Exercise Officers to assist in the development, conduct and evaluation of the exercise.  To assist in preparing estimated budgets please use the following table:
	Type of Exercise
	Cost Per Hour
	Estimated # of hours Per Exercise
	Estimated Cost Per Exercise

	Tabletop Exercise
	$55.50
	41
	$2,275.50

	Functional Exercise
	$55.50
	49
	$2,719.50

	Full Scale Exercise
	$55.50
	57
	$3,163.50


The estimated number of hours is for each exercise.  The number of hours needed to complete an exercise is only an estimate to assist in preparing the grant application.  Please include the number of hours needed to complete each exercise if you are planning on multiple exercises.  The Exercise Officer(s) will track actual hours used on each exercise and submit them to the county for their closeout report. 

Requesting WEM Exercise Officers to assist in non-WMD Exercises
Counties wishing to request the WEM All-Hazards Exercise Officer assistance for non-WMD exercises may do so by contacting their Regional Director as they have done in the past.  Currently there is no funding available to offset the cost of non-WMD exercises.  Counties will not be billed for services performed by the All-Hazards Exercise officer when assisting with non-WMD exercises.

Requesting the use of WEM Instructors or Adjunct Instructors for OJA funded courses.

WEM adjunct instructors are those instructors who have normally taught WEM courses in the past as a private contractor.  This does not include technical colleges.  Counties will be responsible for paying WEM adjunct instructors and/or technical college invoices with reimbursement from OJA.

Counties requesting OJA funded training delivered by WEM staff instructors or adjunct instructors can use the following costs when developing their budget request.  WEM will present the county with an invoice for courses taught by WEM instructors. 

	WEM Staff 
	$55.50 per hour or $444.50 per day (this includes all travel expenses)

	WEM Adjunct Instructors
	$250.00 per day plus expenses at state rates.

	Expenses for Adjunct Instructors

	Reimbursement for meals will be allowed when the instructor leaves their headquarters city at the following rates:

	Breakfast
	$8.00 if the employee departs before 6:00 a.m.

	Lunch
	$9.00 if the employee leaves the headquarters city before 10:30 a.m. and returns after 2:30 p.m.

	Dinner
	$17.00 if the employee returns home after 7:00 p.m.

	Break Materials


	(This applies to WEM funded courses only.)  Counties may, at their option provide students and instructors with break materials, (coffee, juice, rolls, etc.)  up to a maximum of $3.50 per person per day.


· No reimbursement is allowed for alcoholic beverages.

· Maximums listed include tax and gratuity.

· Meals reimbursed for travel that does not include an overnight stay will be reported as taxable income in accordance with IRS regulations.


	Lodging
	$62.00 per night ($72.00 in the Milwaukee, Racine and Waukesha area) when the instructor travels over 50 miles one-way from their headquarters city.

	Mileage
	Reimbursed at .385 per mile from the instructor headquarters city


Expenses for training taught by technical colleges will be determined by the technical college. 

When requesting OJA funds for training courses involving WEM staff or WEM adjunct instructors the County Director must include the cost of the instructor(s) and instructor expenses, the cost of course materials and any costs that might be incurred for facility rental. 

For WEM funded courses only: County directors may include the cost of break materials at their discretion using the maximum allowable costs listed above.  Receipts will be required for reimbursement.

County Directors are strongly encouraged to contact WEM to determine instructor availability before requesting training involving WEM staff or adjunct instructors.  WEM will determine the correct number of instructors per course.

Course materials costs should include the cost of printing and delivering course handbooks, handouts, and disposable equipment.  WEM can arrange to have materials printed through the DMA print shop; however, counties wishing to have WEM print class materials must include this cost in their grant request.  WEM will need four weeks lead-time to print class materials.  WEM will bill the county for the cost of the materials. 

Requesting the use of WEM Instructors or Adjunct Instructors for WEM funded courses.

Counties wishing to deliver training courses funded by HMEP or EMPG (see list below) may continue to use the training request form found in the I&G dated 9-01-97 (enclosed).

The following courses may be funded by WEM.  This list is not all-inclusive.  Please contact your Regional Director or State Training Officer if you have specific questions.

	HMEP Funded Courses
	EMPG Funded Courses

	· Hazardous  Materials Technician 165.15

· Hazardous  Materials Operations

· Hazardous  Materials Awareness

· CAMEO

· Confined Space (for non-specialty team members only)

· Refresher courses at the Awareness, Operations or Technician level
· Specialized Hazmat training (for additional information on specialized hazmat training courses contact the Hazardous Materials Safety Officer, Ron Kasperski, at 608-242-3228)
	· Debris Management G202

· Donations Management Workshop G288

· Emergency Management Operations Course (EMOC) for Local Governments G110

· Emergency Operations Center (EO) Management & Operations G275

· Evacuation and Re-entry Planning Course G358

· Flood Fight Operations G361

· Hazardous Materials Contingency Planning G311

· Homeland Security Planning for Local Governments G408

· Instructional Delivery Skills (formerly G261, Instructional Presentation Skills) G265

· Managing People in Disasters:  A Local Perspective G249

· Mass Fatalities Incident Response G386

· Multi-hazard Emergency Planning for Schools G362

· Public Information Officers (PIO), Basic and Advanced G290

· Public Officials’ Conference G200

· Resource Management G276

· Domestic Preparedness for 911 Dispatchers DP911

Other courses from the EMI developed course training list may be requested as needed.  The complete list of courses can be obtained at the following website:
http://www.training.fema.gov/emiweb/stcourses/nrcrs.asp 


The courses listed below are found in the Homeland Security Bulletin 05-2 Attachment A: High Priority Courses and are eligible for funding through OJA.  http://oja.state.wi.us/
Exercise Design Training

These exercise courses will be taught by Wisconsin Emergency Management staff and/or adjunct instructors and will incorporate the guidelines outlined in the Homeland Security Exercise Evaluation Program (HSEEP).

· Exercise Design G 120

· Exercise Evaluation G 130
Incident Command System Training

In order for Incident Command System courses to be eligible for reimbursement, they must teach the basic system outlined in the NIMS version 7.1.  Training on other types of Incident Command System will not be reimbursed. The example courses listed below are from the Emergency Management Institute and National Fire Academy Curriculum from the National Wildfire Coordinating Group (NWCG) or FIRESCOPE curriculum will also meet these requirements. Incident Command System courses taken through independent study or Internet based will not be reimbursed.

· Incident Command System (ICS) Introductory Incident Command System (ICS) Basic

· Incident Command System (ICS) Intermediate

· Incident Command System (ICS) Advanced

· Incident Command System (ICS) Law Enforcement

· Incident Command System (ICS) Public Works

· Incident Command System (ICS) for Public Officials Conference

· Incident command for Structural Collapse Incidents

· Incident Command System for Emergency Medical Service(National Fire Academy catalog)

· Incident Command System Train the Trainer - Wisconsin Emergency Management

National Fire Academy Courses

Course information on these courses available at the National Fire Academy Website

· Command and Control of Fire Department Operations at Target Hazards R314

· Command and Control of Incident Operations R801

The Following additional courses are also high priority courses but are not eligible for reimbursement of overtime/backfill and travel expenses:

Course No. Course
Agency

Advanced Chemical and Biological Integrated Response Course (ACBIRC)--Technician Level 
DOD

Advanced Life Support Response to Hazardous Materials Incidents
FEMA

Advanced Radiation Incident Operations (AR)
FEMA

Agent Characteristics and Toxicity--First Aid and Special Treatment (ACT FAST)
FEMA

Emergency Response to Criminal/Terrorist Incidents
FEMA

Emergency Response to Terrorism: Awareness
FEMA

Emergency Response to Terrorism: Basic Concepts
FEMA

Emergency Response to Terrorism: Strategic Concepts for Chief Officers
FEMA

Emergency Response to Terrorism: Tactical Considerations--Company Officer
FEMA

Emergency Response to Terrorism: Tactical Considerations—EMS
FEMA

Emergency Response to Terrorism: Tactical Considerations--Hazardous Materials
FEMA

Field Management of Chemical and Biological Casualties
DOD

Fundamentals Course for Radiological Response
DOD

Incident Command for Structural Collapse Incidents
FEMA

Incident Safety Officer
FEMA

Personal Protective Equipment
FEMA

Preparing for and Managing the Consequences of Terrorism
DOD

Re-ACT FAST II Video/DVD (Refresher of Agent Characteristics and Toxicology
First Aid and Special Treatment)
FEMA

Security Training Courses: Response to Weapons of Mass Destruction
DOT

Senior Officials Workshop: Preparedness and Response for Terrorist 
Incidents Involving Weapons of Mass Destruction
FEMA

Use of Auto-Injectors by Civilian Emergency Medical Personnel
FEMA

Use of Biological Agent Detection Materials--Bio-Assay (SMART) Tickets
ODP

Use of Chemical Agent Detection Materials--M8, M9, and M256A I Kit
ODP

Weapons of Mass Destruction Crime Scene Management for Emergency Responders 
Weapons of Mass Destruction
DHS

HazMat Evidence Collection
DOJ/ FBI/DOD

Weapons of Mass Destruction/Terrorism: An Overview (ARC 3079-2)

AWR-1 03
WMD Crime Scene Management for Emergency Responders’
ODP

AWR-1 20
Law Enforcement Response to Weapons of Mass Destruction-Awareness
ODP

AWR-121
Law Enforcement Response to Weapons of Mass Destruction-Awareness
 (Train the Trainer) 
ODP

AWR-122
Law Enforcement Prevention and Deterrence of Terrorist Acts
ODP

AWR-122-1
Law Enforcement Prevention and Deterrence of Terrorist Acts
ODP

AWR-130
Incident Response to Terrorist Bombings-Awareness
ODP

AWR-1 40
WMD Radiological/Nuclear Awareness Course
ODP

AWR-141
WMD Radiological/Nuclear Awareness Course (Train the Trainer)
ODP

AWR-1 60
WMD Awareness Level Training Course
ODP

AWR-1 60-1
WMD Awareness Level Training Course (Train the Trainer)
ODP

AWR-1 70
Leading from the Front: Weapons of Mass Destruction Awareness for
the Law Enforcement Executive
ODP

PER-200
Managing Civil Actions in Threat Incident (MCATI): Basic Course
ODP

PER-201
WMD HazMat Evidence Collection
ODP

PER-202
Managing Civil Actions in Threat Incident (MCATI): Protester Devices
ODP

PER-210
Public Works: Planning for and Responding to a Terrorism/WMD Incident
ODP

PER-21 i
Emergency Medical Services (EMS): Operations and Planning for WMD Incidents
ODP

PER-2
WMD/Terrorism Incident Defensive Operations & Emergency Responder
ODP

PER-220
Emergency Response to Domestic Biological Incidents-Operations Level
ODP

PER-22
Weapons of Mass Destruction Tactical Operations Course-Technician 
Level
ODP

PER-222
Public Safety Response- Sampling Techniques and Guidelines
ODP

PER-225
Law Enforcement Response to WMD Incidents-Operations
ODP

PER-225-1
Law Enforcement Response to Weapons of Mass Destruction-
Operations Level
ODP

PER-226
Advanced Chemical and Biological Integrated Response Course (ACBIRC)
-Technician Level 
ODP

PER-24o
WMD Radiological/Nuclear Responder Operations Course
ODP

PER-241
WMD Radiological/Nuclear Course for HazMat Technicians
ODP

PER-25
Emergency Response to Terrorism: Operations Course
ODP

PER-251
Emergency Response to Terrorism: Operations Course(Train the Trainer)
ODP

MGT-300
Managing Civil Actions in Threat Incidents (MCATI): Command Course
ODP

MGT-31 0
WMD: Threat and Risk Assessment (T&RA) (Local Jurisdiction)
ODP

MGT-31 i
Mayoral Institute for WMD/Terrorism Incident Preparedness
ODP

MGT-312
Senior Officials Workshop for WMD & Terrorism Incident Preparedness
ODP

MGT-31 3
Incident Management/Unified Command for WMD/Terrorism Incidents
ODP

MGT-314
Enhanced Incident Management/Unified Command
ODP

MGT-31 5
Enhanced Threat and Risk Assessment (ET&R) (Local Jurisdiction)
ODP

MGT-320
Computer-Aided Management of Emergency Operations (CAMEO)
ODP

MGT-320-1
Computer-Aided Management of Emergency Operations (CAMEO)
(Train the Trainer) WMD
ODP

MGT -360
Incident Command Training Course
ODP

MGT -380
WMD Homeland Security Initiatives: An Executive-Level Program for
Sheriffs
ODP

MGT-390
Hospital Emergency Management: Concepts and Implications of WMD
Terrorist Incidents
ODP

SPEC-S00
Domestic Preparedness Equipment Technical Assistance Program 
(DPETAP)
ODP

This I&G memo is intended to answer questions about the process for requesting training and exercising funds. Please contact your Regional Director or OJA if you have further questions or concerns about applying for training or exercising funding.

Distribution:


MG Albert Wilkening, TAG, Department of Military Affairs
Attachments:
Training Request Form (from I&G dated 9-01-97)
*Previous Information and Guidance Memo:  08-01-05: United States Postal Service/Emergency Management Partnership
Wisconsin Emergency Management
Application for Training Funds
Course Title:


County Name(s):
  Date of Request:


County Point of Contact:
Name:
  Phone:


Address:
  Fax:



  E-mail:

# In Attendance:  Fire:

Law Enforcement:

EMS:

Other:

Course Dates:

Course Location:

Course Provider Point of Contact:
Name:
  Phone:


Address:
  Fax:



  E-mail:

Comments/Course Descriptions:

Course Expenses:

Instructor Fees:
 
Materials Fees:

Other Fees:

Total Course Costs:

Signature:


County Director:


LEPC or Oversight Committee Chair:


Regional Director:

State Use Only:

Request received:

Approved:

Not Approved:

Funding Source:

Signature:


Comments:


STATE OF WISCONSIN \ DEPARTMENT OF MILITARY AFFAIRS


WISCONSIN EMERGENCY MANAGEMENT





	2400 WRIGHT STREET


	P.O. BOX 7865


	MADISON, WISCONSIN 53708-7865


		Telephone (608) 242-3232


		Facsimile (608) 242-3247


		24-Hour Emergency Hotline:  1-800-943-0003


		� HYPERLINK "http://emergencymanagement.wi.us" ��http://emergencymanagement.wi.us� 





		








PAGE  
- 7 -

