INSTRUCTIONS FOR THE
TRIBAL PLAN OF WORK

Those Tribal Nations intending to receive EMPG funding must submit letters of intent, applications, reports, and billings within designated time frames.  These requirements are established on the Plan of Work and referenced in the grant policy.  Use the Checklist for Submission of Plan of Work Documents to determine which forms and other documents need to be submitted.  Progress reports will be on a six-month basis and are due in the Regional Office within ten (10) working days after the close of each six month reporting period (first half ends March 31 and second half ends September 30).

At the time of application, work activities for the fiscal year are to be listed under each of five functional areas.  The period of the fiscal year in which the work activity will be carried out must be listed in the space provided (first or second half).  Space is provided on the right side of the form to report on the status of the listed work activity or to note when the project was completed and submitted to the Regional Office.  When the Plan of Work is submitted as a progress report, it should be accompanied with a narrative statement of one to two pages which highlights accomplishments in measurable terms (numbers, amounts, times, dates).
The EPMG grant application must be submitted to the appropriate WEM Regional Office no later than October 17, 2008.
I.  
Planning
Wisconsin Emergency Management has been developing the Wisconsin Emergency Response Plan.  The emergency response plan is structured around the Basic Plan and 15 emergency support functions (ESF’s), identified in the National Response Framework.  The packet being provided to the Tribes for the Wisconsin Emergency Response Plan will include a state plan, county plan and municipal plan template.  

Wisconsin Emergency Management will provide not later than October 31, 2008:

Basic Plan, ESF 1 (Evacuation/Transportation)

Mass Evacuation Annex

ESF 2 (Communications)

ESF 3 (Public Works/ Engineering)

ESF 5 (Emergency Management)

ESF 7 (Resource Support)

ESF 15 (External Affairs).  

The state Basic Plan, ESF 2, 5, and 15 are reissues with no change.  However, municipal plans will be included with this distribution.   The final distribution of ESF’s is scheduled to occur by January 31, 2009.  The will include the state and municipal plans for:

ESF 4 (Firefighting)

ESF 6 (Human Services)

ESF 8 (Public Health)

ESF 9 (Urban Search & Rescue)

ESF 10 (HAZMAT)

ESF 11 (Agriculture)

ESF 12 (Energy)

ESF 13 (Public Safety)

The state and county ESF 10 are a reissue with no change.  

All ESF’s may not apply to each Tribe. The applicable ones will be determined during your negotiations with your Region Director.  For FY2009 the expectation is that the Tribes develop/update the Basic Emergency Response Plan and update/develop the following ESF’s:
ESF 2 (Communications)

ESF 5 (Emergency Management)

ESF 8 (Public Health)

ESF 13 (Public Safety and Security

ESF 15 (External Affairs) 

Full-time Tribal directors will have until 2010 to complete the development of their ERP and supporting ESF’s and 2011 for part-time Tribal directors.
Section A – Tribal Emergency Operations and Emergency Response Plan
Transformation of any Tribal EOP format, to the Tribal Emergency Response Plan (ERP) with Emergency Support Functions (ESF) is a part of the 2009 EMPG grant.  The ERP and ESF’s will remain in draft form until the entire plan is completely developed.  In the interim, Tribal Directors will need to maintain, at a minimum, contacts and phone numbers in the Tribal Emergency Operations Plan.  For this fiscal year, full-time Tribal Directors will be expected to update their entire Tribal EOP. Part-time directors will be required to update half of their Tribal EOP.
All EOP update submissions must include the appropriate Transmittal Sheet, signed by the tribal Emergency Management Director, and a current signature page from the body of the annex.  At a minimum, the signature page must include the signatures of the tribal Emergency Management Director and that of the tribal representative.  
Section B – Regional Planning
The regional planning emphasis for the Tribes will focus on continuing development of Tribal Emergency Management mutual assistance agreements leading toward the goal of development of Incident Management Teams. 
Section C – Tribal Hazard Analysis
The Tribal Hazard Analysis discusses and provides a record of the hazards impacting the county.  This all hazards document is an EMPG requirement and must be updated on an annual basis.  Tribes that have an approved All Hazards Mitigation Plan, or are developing an All Hazards Mitigation Plan, or have applied for a planning grant to develop that plan, are not required to update any previous Hazard Analysis.
Section D – Mitigation Plans
Tribes developing or updating their Tribal mitigation plans should list that in this section.  Tribes are required to have a FEMA-approved all hazards mitigation plan in order to be eligible for hazard mitigation grant dollars to implement mitigation projects.  Once a plan is approved, it must be updated and re-approved by FEMA every five years.  The Tribe should begin to update the plan two years to eighteen months from the five-year due date to ensure that there is sufficient time to evaluate, update the plan, and obtain the formal adoptions by all participating jurisdictions as well as allow time for the state and federal review and approval process.

Section E – Local Plans
In addition, Tribes should list in this section other local planning activities as applicable to reflect a complete scope of emergency planning.  This should include, but is not limited to, such items as development or updates of individual agency plans, or other local plans.
II. Training

It is required that every EMPG-supported employee completes at least one (1) emergency management training course during the fiscal year. 
Section A – New Directors

New tribal Emergency Management Directors are required to attend and complete the New Directors Educational Series (with the exception of Module B (EPCRA Planning)) as negotiated with the Regional Director in the Plan of Work.  Each module focuses on a specific program and is presented during a day-long session in Madison with the appropriate WEM staff.  Modules are taught sequentially and are scheduled for the 3rd Wednesday of December, March, June and September.
Section B – Hazard Mitigation
Those Tribes that are developing, or intend to develop, an all-hazards mitigation plan are required to attend a hazard mitigation planning workshop during the fiscal year. 
Section C – Emergency Management Institute/Independent Study
Anticipated attendance at EMI courses by Emergency Management Directors, as well as by local officials, should also be noted in your Plan of Work.  Submit your application form FEMA 75-5 (dated July 2000), through the regional office.  FEMA now supports an open enrollment period with the following conditions:

· Applications for course vacancies must be received at least 6 weeks before the course start date for the applicant to be considered for the course.

· Vacancies within 6 weeks of the course start date shall only be filled from the established wait list, so it is important to apply early.
Application forms are available from FEMA’s web site:  www.training.fema.gov/emiweb/EMICourses.  
All emergency management employees are encouraged to complete any of the currently available FEMA independent study courses.  FEMA correspondence courses may be downloaded and test results submitted online at http://training.fema.gov/EMIWEB/IS.

Section D – State-Sponsored Courses

Courses that WEM will offer during the fiscal year are listed on WEM’s web site at http://emergencymanagement.wi.gov/sublink.asp?linksubcat2id=25&linksubcatid=53&linkcatid=79&linkid=30&locid=18.  Additional training may be offered by WEM as new courses are developed, made available, or requested.
Section E – Local and Other Training

Tribes are encouraged to provide a listing of any local training initiatives, either received or offered, as part of the Plan of Work under this section.  These could include, but are not limited to, such things as tornado spotters training, terrorism, school safety training, Flood Insurance Workshops, Hazard Mitigation Workshops, specialized Law Enforcement, Fire or EMS training, First Aid, and CPR, as well as local hazmat training.

Section F – Conferences & Meetings
All Tribes are encouraged to attend the Wisconsin Emergency Management Association Conference on October 29, 2008 in Madison.

The All Counties/Tribes Meeting will be October 30, 2008 in Madison at WEM headquarters.  Tribal directors are strongly urged to attend.  

Tribal directors are strongly encouraged to attend the annual Governor’s Conference on Emergency Management.  The 2009 Conference will be held in Madison at the Marriott Hotel - Middleton on March 24-26, 2009.
All Tribes are encouraged to attend WITEMA meetings and to participate in LEPC/TERC meetings. 

III.
Exercising

At least one exercise is required per tribe, per year (tabletop, functional, or full scale).   All exercises must follow the Homeland Security Exercise Evaluation Program (HSEEP) exercise methodology.  
Tribes are to follow Information and Guidance (I&G) Memo 08-03-05 for the development and execution of exercises.
For full-scale exercise credit, the full scale must be based on the themes established by a jurisdiction in previous tabletops and functional exercises and include activation of an Emergency Operations Center.
The Regional Directors as well as the Exercise Training Officer and other central staff are available to assist in exercise development.  All tribal exercises should be developed for specific local potential disaster situations as identified in the local hazard analysis.
Notice of intent to conduct an exercise for exercise credit shall be made to the Regional Office at least 30 days prior to the date of the exercise. The After Action Report Form, Improvement Matrix and all supporting documentation shall be submitted to the Regional Office within 60 days of completion of the exercise. The Regional Director will forward copies of the documentation to the Exercise Training Officer. 

Tribes seeking exercise credit for an actual occurrence must submit an After Action Report to the Regional Office, including supporting documentation, within 90 days of the conclusion of the emergency response effort.
IV.
Outreach
Copies of print media articles, PSA scripts and related materials should be retained at the local Emergency Management Office.  A narrative summary of all Public Education and Emergency Information activities shall be submitted with each progress report.  Existing state and federal materials can be utilized and may be modified to reflect local needs.

Program participants are encouraged to incorporate a mitigation element into public education and emergency information activities.

Section A – Tornado Awareness Campaign

All EMPG supported tribes will develop a comprehensive Tornado Awareness Campaign which will include, at a minimum, at least three (3) of the following types of activities: 

Print Media Articles
Broadcast Media Appearances
Public Service Announcements (PSAs)
School Visits
Speaking Engagements
Brochure Distribution

Section B – Additional Outreach Campaign

All EMPG supported Tribes with a full time director shall identify and conduct one additional public education public outreach campaign.  The topic for this campaign will be determined by the individual Tribe based upon local needs. This campaign shall include at a minimum three (3) of the six (6) types of activities noted in section 4A.
V.
POW and Disaster Grant Administration
All directors must attend scheduled regional meetings unless specifically excused.

The semi-annual Plan of Work Progress Report covering EMPG accomplishments must be submitted in order to effect the processing of EMPG claims.  Failure to submit the semi-annual report within ten (10) working days after the close of the 6-month reporting period will delay processing of any payments and may result in the recommendation of a loss or the withholding of EMPG funds.
In disaster situations, tribal Directors are responsible for coordinating damage assessments and for submitting damage reports to WEM. Based on these reports, WEM will work with the tribal Director to determine if the damages would qualify for the Wisconsin Disaster Fund or a Presidential Disaster Declaration. When the tribe is the recipient of assistance through the Wisconsin Disaster Fund or a Presidential Declaration, it may have to amend its Plan of Work to accommodate the associated administrative requirements. This includes working with local units of government in obtaining paper work and documentation and doing appropriate follow-up for applications under the Wisconsin Disaster Fund and/or the Public Assistance and Mitigation Grant Programs made available under a Presidential Disaster Declaration.
The documents that set out these administrative requirements must be on file at the appropriate Regional Office and at a minimum, must be reviewed annually.

Any modifications or updates to these documents must be noted in the Plan of Work and submitted with the progress report or within the reporting period in which the changes or corrections were made.

VI.
Local Initiatives
A complete list of local programs will provide the state and federal government with the ability to conduct a review of the breadth and scope of specific tribal/municipal emergency management programs.  The tribe should list local program initiatives that enhance and give a complete picture of the overall emergency management program.  These should be areas or programs where the tribe does considerable planning, developmental work or holds regular meetings.
As a local initiative Tribes should meet with local jurisdictions/county to discuss command and control and lines of authority.  This may be accomplished as a regional facilitated tabletop exercise or discussion.
Verifications of listed local program initiatives should be retained at the local emergency management office.  A summary of local program initiatives should be included as a part of the written narrative submitted with each progress report.
Tribes interested in applying for a Planning or Project Grant under the Pre-Disaster Mitigation (PDM) program, Flood Mitigation Assistance (FMA) Program or the Hazard Mitigation Grant Program (HMGP) will be required to submit the application within the specified deadlines.   Tribes receiving a grant are required to submit quarterly reports and proper documentation for requesting reimbursement.  Only those tribes or communities with a WEM and FEMA approved Flood Mitigation Plan are eligible to apply for a FMA Project Grant.  Only those tribes or communities with a WEM and FEMA approved all-hazard mitigation plan will be eligible to receive a PDM or HMGP Project Grant.

Tribes interested in applying for a Hazardous Materials Emergency Planning (HMEP) Grant must apply directly to the US Dept. of Transportation.  The grant may be listed in this section.
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