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State Homeland Security Exercise Training and Funding Policy: The following policy establishes the Indiana Department of Homeland Security’s (IDHS) standard for conducting training events utilizing specifically designated State Homeland Security (SHSP) funding for training events within each of the ten (10) IDHS Districts.
· In order for a district to utilize SHSP grant funds to reimburse the costs of district level training events the points  below must be followed at all times:
Allowable Training Expenditures:  Training events should complement the current State and Federal strategies and initiatives (e.g., District Task Force Development).  In addition, training events that have been identified as necessary through after action reporting and improvement planning may be allowable upon IDHS approval.
Determination of Training Event: Training events must be predetermined by the District Planning Council via the annual Training & Exercise Planning Workshop (TEPW).  During the TEPW, the DPC and/or the District Training & Exercise Subcommittee will be required to place these training events into the Multi-Year Training & Exercise Calendar/Schedule which is a component of the Multi-Year Training & Exercise Plan.  Courses identified on the Multi-Year Training & Exercise Calendar must be approved USDHS/IDHS courses.  

· Courses not on the approved list will be considered “Special Training” requests and will need prior approval from IDHS before being identified on a District Training & Exercise Calendar.    
Reimbursement requirements for Training Event:  A district utilizing dedicated SHSP funding must meet the following predetermined requirements:
· Individual attending training must be a member of the District Planning Council or a rostered member of the District Response Task Force in order to request reimbursement.
· Any non-members of the above groups requesting funding support for training activities must be approved by the District Planning Council and IDHS with sufficient justification.
· Training must be approved by the District Planning Council or District Training & Exercise Subcommittee if granted authority by the District Planning Council.
· Application must be submitted to the IDHS Preparedness and Training Division at least 60 days prior to the course start date.

Support Materials:  Cost that are allowable in the SHSP exercise funding include those related to planning, meeting space, facilitation costs, consumable materials and supplies, travel, and documentation. Some examples of allowable expenses include:

· Paper

· Writing utensils

· Copying fees

· Printing manuals

· Identification badges

· Signs

· Rental items

· Light refreshments

Travel Expenses:  Travel costs (e.g. mileage, subsistence, and hotel) are allowable expenses by employees who are on travel status for official business related to planning, conduct or participation in the training event.  If mileage is claimed, the mileage rate shall be based on the current rate paid by the State of Indiana.  This travel reimbursement is restricted to travel within the State of Indiana.

· Mileage or Fuel (Not both)

· Subsistence (in accordance with Indiana State Financial Management Circular No. 2003-1, Chapter 7)
Lodging Expenses:  IDHS recognizes the following State policy:
Students eligible for lodging during the course are those who will be traveling more than fifty (50) miles to the training venue. Students traveling more than ninety (90) miles are eligible for lodging the night before the first day of the course.  If a district wishes to deviate from the state policy, the District Planning Council must submit a request in writing to IDHS stating the reason to deviate from the IDHS policy.  Decisions concerning deviation from the lodging policy will be made on a case by case basis with sufficient justification.
Consultants/Contractors: The services of a contractor/consultant may also be procured to support the conduct of a training course. The applicant's formal written procurement policy or the Federal procurement standards established in 44CFR13.36, whichever is more stringent, must be followed.  In no case is dual compensation allowable.  That is, an employee of a unit of government may not receive compensation from their unit or agency of government AND from an award for a single period of time (e.g., 1:00 pm to 5:00 pm); even though such work may benefit both activities.  The sub grantee shall be responsible for any agreements or contracts for the procurement of contractors/consultants for the execution of the training event.  The contractor/consultant expenses shall be part of the detailed estimated budget and the final detailed District training budget.

Personnel Expenses (Overtime):  Actual wages paid by an employer incurred by participating agencies to personnel involved in training courses over and above their normal scheduled work hours may be reimbursed as overtime.  Supporting documentation must contain the following:

· Names of employees involved 

· Normal pay 

· Overtime rate
· Hours involved in training (This does not include travel time)
· Proof employee is overtime eligible 

· Copy of the employer’s overtime policy

· Original signature of agency executive officer

Overtime may include part time or half time employees who work over and above their normal scheduled work hours or work week.

Overtime reimbursement will not exceed 12 hours per 24-hour period.
Backfill (Also called overtime as backfill):  Personnel costs of employees who work over and above their normal scheduled work hours, or work week, in order to perform the duties of those temporarily assigned to participate in approved training course outside their core responsibilities may be reimbursed as backfill.  Supporting documentation must contain the following:

· Names of employees involved 

· Normal pay 

· Overtime rate
· Hours involved in training (This does not include travel time)
· Proof employee is overtime eligible 

· Copy of the employer’s overtime policy

· Original signature of agency executive officer

This may include part time or half time employees who work over and above their normal scheduled work hours or work week.
Backfill reimbursement will not exceed 12 hours per 24-hour period.
Paid-For-Call/Paid-On-Call/Paid-By-Call personnel:  If a department relies upon paid-for-call/paid-on-call or paid-by-call personnel, and opts to include them in approved homeland security training events, grant funds may be used to pay for their participation in accordance with their departments established payroll policy, to include both hourly and flat rate costs.  In no case is dual compensation allowable.  Supporting documentation must contain the following:

· Names of employees involved 

· Normal pay 

· Overtime rate
· Hours involved in training (This does not include travel time)
· Proof employee is overtime eligible 

· Copy of the employer’s paid for call/paid on call policy

· Original signature of agency executive officer

Paid-For-Call/Paid-On-Call/Paid-By-Call personnel reimbursement will not exceed 12 hours per 24-hour period.
Volunteers: Certain volunteers may receive a stipend when participating in a training funded by the National Preparedness Directorate (NPD) Homeland Security Grant Program (HSGP).  

For the purpose of this stipend, a volunteer is defined as an individual who is a member of an emergency response organization and are completely unpaid and no legal agreement exists to support pay for training and exercise activities. This includes volunteer firefighters as defined under IC 36-8-12-2.  The volunteer may not receive payment from any other source while participating in the training activities; this includes vacation or sick time for their employer.  This does not include volunteers from specific exempt organizations such as the American Red Cross or Community Emergency Response Teams (CERT), who are not eligible for reimbursement. 

Stipend –The stipend for volunteers is $15.00 per hour for each hour the volunteer is present at the training course that includes the time actually at the training venue. This stipend includes any time spent in planning for the training course including attendance at planning conferences and meetings in accordance to Homeland Security Exercise and Evaluation Program HSEEP guidelines.

If a district determines that they want to provide this stipend to eligible volunteers, the stipends shall be included in the organization’s budget and will be distributed by the district fiscal/legal agent to the organization.

In no case will a volunteer receive dual funding from his/her full/part-time paid job and from National Preparedness Directorate (NPD) Homeland Security Grant Program (HSGP) funding for participation in the same approved Homeland Security training activity.  An employee is eligible for the stipend if the training is outside his or her normal work hours. An employee is not eligible for the stipend if the training occurs during his or her vacation, personal or sick leave.  It is the responsibility of the approving authority to record all volunteer hours for which stipends are requested and to provide a written report to IDHS as part of final budget documentation.

Unauthorized Training Course Costs:  USDHS Grant funds for training are “reimbursement” grants and do not allow payment for any expense until all conditions set forth in this policy are met. In addition, there are some expenses that are not allowed which include: 
· Costs incurred prior to the effective date of the sub-grant agreement (the date the sub-grant agreement has been fully executed) are not allowable.  
· Reimbursement for maintenance and/or wear and tear costs of general use vehicles (e.g., construction vehicles) and emergency response apparatus (e.g., fire trucks and ambulances). 
· Equipment that is purchased for permanent installation and/or use, beyond the scope for training conduct (e.g., radios, vehicles, furniture, computers, projectors, etc).
· Replacement cost for lost, stolen or broken equipment.
· Fringe benefits.
· Supplanting (replacing a currently budgeted full-time position with one or more full time employees or using federal funds to pay for expenses previously budgeted for payment using state or local funds.
· Any fees or costs related to an individual that does not successfully complete the approved training course.  Documentation such as certificate of completion, agendas, and course sign in sheet must be turned in with reimbursement requests).
Funds are not allowed to be used for the development of any training program or curriculum.
Training Course Reimbursement:  The following applies to jurisdictions or agencies that request to utilize SHSP grant funds for the purpose of planning and conducting training courses.  Funding for approved training courses shall be disbursed after all of the following conditions have been met:

· A fully executed sub-grant agreement is in place between the Indiana Department of Homeland Security and the jurisdiction responsible for managing the grant funds for the district. 
· All required training course documentation is submitted to the State Exercise Training Officer or State Training Officer.  All documents and materials shall be submitted within 45 days after the execution of the training course.  (Electronic format is desired for reporting of all exercise documentation (MS Word, PDF, Excel, Scanned Documents).  Failure to submit training documentation within 45 days may result in denial of reimbursements. 
· All supporting documentation with the exception of PowerPoint files, video files, sound files should be uploaded into iGMS Indiana Grants Management System).
Documentation Required for Reimbursement:
· All Sign-in forms 
· Training participant rosters and evaluations
· Personnel cost documentation 
· Minutes and sign-in forms from planning meetings
· Multimedia presentations including PowerPoint files, video files, sound files, etc.
· Topics covered in training course or course curriculum
· Syllabus
· Evaluation/surveys used in training course
· Number of hours spent participating in the training program
· Hourly rate of participant
· Overtime rate of the participant
· Total amount of stipend for volunteers (must include the name, number of hours and rate for each volunteer)
· Copies of training attendance sheets must be included in this documentation verifying the person’s participation
· An agency overtime policy, backfill or call policies must accompany the reimbursement request
· Any other documentation requested by IDHS
The final detailed budget shall be accompanied by the invoices or readable receipts for all allowable expenses including vehicle costs, (fuel or mileage, not both), planning and conduct consumable costs, personnel costs, consultant/contractor costs, and all other allowable and approved expenses related to the total project, and presented in a format acceptable to IDHS.

Reimbursement for fuel or mileage:  All mileage or fuel reimbursement shall be documented by the district and included in the final detailed budget.  Either mileage or fuel may be reimbursed for training--not both.

Mileage: Copies of all mileage logs indicating miles traveled during the planning and execution of the training event are received by IDHS.  The reimbursement rate for mileage shall be based on the rate currently paid by the State of Indiana.

Mileage logs shall include date(s) of travel, starting location address, destination address, total miles driven, and signature of the individual requesting the mileage reimbursement.

An overtime reimbursement document must be completed by each agency requesting overtime/backfill/volunteer reimbursement for participation in training activities on a form approved by IDHS.  All overtime/backfill/volunteer reimbursement submissions shall be completed, signed, and submitted by the Chief Executive Officer of the submitting agency.

The training event is entered into the online database of the National Exercise Schedule (NEXS) via the Homeland Security Exercise Evaluation Program (HSEEP) portal.

The Indiana Department of Homeland Security will approve request for reimbursement after all documentation has been reviewed and approved.  It shall be the responsibility of the requesting agency or jurisdiction fiscal/legal agent to ensure that all parties eligible for reimbursement receive payment.

The reimbursement provided shall not exceed the amount of the signed sub-grant agreement.

Special Training Requests:  Requests for training not identified or approved by USDHS/IDHS, must correlate with current State and Federal strategies and initiatives (e.g., District Task Force Development).  Special training requests are those trainings not identified on the multi-year plan or schedule.  Special Training requests utilizing SHSP Training & Exercise Grant funding must be focused on improving previously identified capabilities at the district level.  

Requests for these trainings are required to be turned in 90 days prior to the training course being conducted to allow IDHS to evaluate the training.   These requests must be submitted to Indiana Department of Homeland Security’s Training Division.
The District must submit to the IDHS Preparedness and Training Division an official request to participate in training.  This proposal letter must have the concurrence of the District Planning Council.

Required Documents for Special Training Events:
· The requesting District needs to submit a letter of intent to request specialized training not identified or approved by USDHS/IDHS to the IDHS  (DPC Executive signatures are required on this document to validate the request). 
· Name/address/contact information (phone number and email addresses) and background summary of the training provider.
· Agenda of day to day activities.
· Course Description and course materials
· Breakdown of cost per individual that can include:
· Lodging
· Per Diem
· Backfill or Overtime
· Travel costs (fuel or mileage)
· Justification of how the requested training will enhance the district’s capabilities.
Upon receipt of all required documentation, the request for special training will then be reviewed by IDHS. Once the request has been reviewed, the district planning council will be notified of IDHS’s decision. 
At no time will the training request be reviewed if not endorsed by the District Planning Council.
