[bookmark: _Hlk123894333][bookmark: _Hlk123894334]MI RRT Sample Team Exercise Planning Toolkit – 2022 Version
Part 1: Planning Resources
	The intent of this document is to provide a set of resources used by the planners of the 2022 Sample Team Exercise (STE). These documents serve as a reference or model for future exercises, events, and real-world responses. 

To ensure manageable document size, the toolkit consists of three parts:
· Part 1: Planning Resources – documents to assist the overall planning team with planning and coordination.
· Part 2: Incident Management Team Resources – documents to assist Incident Management Teams (IMTs) with creating Incident Action Plans and executing STE sessions. 
· Part 3: Examples and Response-Specific Resources

These documents can also be found in MS Teams > Emergency Planning > Incident Command System > Sample Team Exercise Toolkit.

	Document Name
	Resource
	Description & Comments

	Overarching Goals and Objectives
	

	May use some or all of these goals and objectives to drive the exercise development and create alignment with leadership, partners, and stakeholders. 

	Budget Spreadsheet
	

	Obtain approval for STE budget early in planning process. Set criteria for allowable travel reimbursements to achieve consistent application and use of RRT funds. 

	Dates and Locations
	

	2019 and 2022 Information. 

	Planning and Execution Timeline
	

	This is a rough guideline for planning an exercise or event, actual event will vary.

	Planning Team Email Templates
	

	Email templates for Director Announcements, Registration Email, and IMT Welcome

	Attendance Tracker
	

	This is a tabbed spreadsheet with filterable tables and dropdown menus to easily plan for exercise roles and team assignments.

	Agendas
	

[bookmark: _MON_1734506915]
	Full, detailed agenda for planners, IMT, and presenters.

Agenda for participants and attendees.

	Exercise Evaluation
	

	Includes survey questions from 2016, 2019, and 2022 sessions. 

	2022 STE Session IMT Orientation
	

	Powerpoint slides to orient IMT members to STE, ICS, and the Planning P. 
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4 - Budget Worksheet.xlsx
Sheet1

		Date		Location		Attendees		Lunch Costs		Trainer		Trainer Mileage		Kits / Supplies		Samples		Room Fee		Brad Mileage		Elizabeth Mileage		Jamie Mileage		Brad Lodging		Elizabeth Lodging 		Brad Meals*		Elizabeth Meals*

		28-Mar		Kalamazoo		50

		9-Apr		Traverse City		40

		14-May		Warren		50

		30-May		Bay City		50

		18-Jun		Marquette		20

		9-Jul		Atlanta		25

		23-Jul		Lansing		50

		31-Jul		Taylor		70

								$0.00		$0.00		$0.00		$0		$0		$0		$0.00		$0.00				$0.00		$0.00		$0.00		$0.00

																														Total		$0.00

				Total Projected Participation				355

				Budgeted from 2016 expenditures

				* does not include lunches; that's included in lunch costs



				Future STE Budgets should consider travel costs for IMT members and EM seniors. Criteria should be set for travel reimbursement allowability to ensure consistent application and use of RRT funds.






image3.emf
7 - 2019 and 2022  Dates and Locations.docx


7 - 2019 and 2022 Dates and Locations.docx
Michigan Department of Agriculture and Rural Development

 Sampling Team Exercise 

2022 and 2019 Dates and Locations



[bookmark: _Hlk870007]2022 Locations:

Thursday, March 3, 2022: Rockford- Unity Methodist Church, 159 Maple ST NE Rockford, MI 49341

Wednesday, April 13, 2022: Troy- Clawson-troy Elks Lodge 2169, 2549 Elliot Ave, Troy MI 

Wednesday, May 11, 2022: Travers City- VFW 3400 Veterans Drive, Traverse City, MI 

Wednesday, May 25, 2022: Hillman- Hillman Community Center 24220 Veterans memorial Hwy, Hillman, MI 

Wednesday, June 8, 2022: Marquette- Northern Michigan University 1401 Presque Isle Ave, Marquette, MI 

Wednesday, June 22, 2022: Marshall- Calhoun County Fair 720 Fair Street, Marshall MI

Wednesday, July 13, 2022: Bay City- Double tree Hilton 1 Wenonah Park Place, Bay City MI 

Thursday, August 4, 2022: Lansing- MDOT Aeronautics Building 2700 Port Lansing Road, Lansing MI 

Wednesday, August 24, 2022: Taylor- Wayne County Community College District 2100 Northline Road, Taylor, MI 

Wednesday, September 21, 2022: Mason- Ingham County Fairgrounds 700 E. Ash Street, Mason MI 



2019 Locations:

Thursday, March 28, 2019: Kalamazoo – MDOT Administrative Office, 1501 E. Kilgore Road (Capacity: 50)

Tuesday, April 9, 2019: Traverse City – MDOT Administrative Office, 2084 US-31 (Capacity: 40)

Tuesday, May 14, 2019: Warren – Warren MDEQ District Office, 27700 Donald Ct (Capacity: 50)

Thursday, May 30, 2019: Bay City – Saginaw Bay MDEQ District Office, 401 Ketchum (Capacity: 50)

Tuesday, June 18, 2019: Marquette – U.P. MDEQ District Office, 1504 W. Washington (Capacity: 20)

Tuesday, July 9, 2019: Atlanta – MDARD Field Office, 16860 M-32 (Capacity: 25)

Thursday, July 23, 2019: Lansing – Horatio Earle Learning Center, 7575 Crowner Dr., Dimondale (Capacity: 50)

Wednesday, July 31, 2019: Taylor – Wayne County CC, 21000 Northline Road (Capacity: 70)
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		Timeline--including, but not limited to: 



		Date

		Significant Activity



		4-5 months prior to exercise

		· Provide or determine objectives

· Provide or determine general locations

· Consider prior session attendance levels, locations, and current distribution of field staff around state



		1-4 months prior 

		3-4 months prior

· Identify participants and regional locations using Divisional employee lists

· Develop scenario(s)

· Create exercise description(s) and agenda

· Prepare and assemble handout materials 

· Request Logistics assistance for locations 

· Prepare and obtain approval of budget 



2-3 months prior

· Create registration link through Absorb (w/Brewer) 

· Procure equipment (w/Wells)

· Contact Director/ MDARD staff via email with STE information



1 month prior

· Send registration email to all staff 

· Send instructions to all Supervisors

· Identify retail locations w/ regional supervisors

· Identify planned attendance at each location

· As able, pack equipment kits for each team w/Emergency Management Senior Workgroup

· Consider providing snacks and beverages

· Send initial calendar hold to registrants of each session; this will need to be updated with added or deleted attendees prior to each session



		1-2 weeks prior to each session

		· Identify course registrants from Absorb 

· Identify Team Leaders and IMT participants

· Update calendar hold for registrants of each session with added or deleted attendees

· Provide instructions and resources to Team Leaders

· What to bring and what to expect

· Clean out car

· Provide instructions, resources, and Incident Action Plan to IMT participants; survey for special dietary needs and lunch orders

· Assign teams and complete ICS 204

· Notify laboratory about the number of sample to expect

· Provide for extra teams/supplies in case they are needed



		1-2 days prior to each session

		· Send deployment email to participants 

· Print sign-in sheet 



		Exercise Day

		· Deployment and briefing, 

· Debrief and demobilization



		Same day Post-session

		· Notify lab of exact number of samples and delivery details 

· Verify attendance in Absorb 



		2-3 days 

Post-session

		· Review team reports 

· Tally evaluation findings make necessary improvements



		7-10 days

Post-session (after sample results are in)

		· Send email to all session participants:

· thank them for participating

· share sample results 

· share the numbers of assignments completed

· review reimbursement instructions



		1-2 months Post-session 

		· Prepare a brief summary 

· Debrief planners 

· Debrief lab

· Prepare After Action Report 
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Michigan Department of Agriculture and Rural Development 

Sample Team Exercise – Planning Team Email Templates

Sample Team Exercise – Announcement from Director



From: Director (MDARD)

To: MDA-Staff



Dear Staff,



As part of our ongoing efforts to keep staff trained for various emergency situations, the department is once again conducting several Sampling Team exercises throughout the state this spring and summer.  These exercises are mandatory for our field staff.  Because this is a major undertaking and test of our capabilities to respond to a large scale emergency, I want all staff to be aware this is happening.  If Lansing staff are interested in participating, please discuss with your supervisor.  



The core focus of this one-day multi-divisional training exercise is to improve the MDARD’s emergency response capacity through education, training, and development of existing staff resources.  MDARD’s Sample Team Exercise is being offered in eight (8) locations in March – July 2019.  The morning session of each course date will consist of a departmental update provided by the Executive Office, an overview of the Incident Command System planning process, personal safety training, and an operational briefing simulating a coordinated MDARD response to an emergency scenario.  The afternoon will consist of an opportunity to team up with MDARD employees from other divisions to complete one or more of the following (as assigned):  sample collection, traceback or traceforward, recall audit check, chain of custody, or other sampling activities.  All samples collected during the exercise will be analyzed by the laboratory.    



I look forward to kicking off these sessions and providing you an opportunity to share your feedback.



We have identified eight areas of the state where they will be held.  I ask that all field staff register for a session nearest your work station.  If the date and location absolutely do not work, please coordinate with your supervisor to attend one of the other sessions.  More information, including registration details, will follow from Elizabeth Weier, who will be coordinating the exercise logistics.



Sampling Team Dates:

Thurs., March 28 – Kalamazoo

Tues., April 9 – Traverse City

Tues., May 14 – Warren

Thurs., May 30 – Bay City 

Tues., June 18 – Marquette 

Tues., July 9 – Atlanta

Tues., July 23 – Lansing

Wed., July 31 - Taylor



Thank you for your continued investment in our emergency response efforts.



Gary McDowell

MDARD Director 

Sample Team Exercise – Notification to All Supervisors

**Please disregard this email if you or your staff will not participate in the sample team exercises… apologies if this does not apply to you**. 

Hi Supervisors and Managers,

As you've likely noticed, the sampling team exercise registration links were sent out via email today, but I have some additional information and requests for some of you. Note that in the past, we’ve stuck with one scenario for all of the sessions. This year, to demonstrate increased capacity to plan/prepare and MDARD’s ability to respond to all-hazards incidents, we will have at least four unique exercise scenarios.



• All Supervisors: Please register for the session(s) you are interested in attending. 



• All Supervisors: We need multiple supervisor (and/or designee) volunteers at each session to fill the Incident Management Team for the ICS planning exercise. Hopefully Supervisors can coordinate regionally to ensure at least one Food, Dairy, or PPPM manager is at each session and then fill in with the other divisions (I can help with this process). Lansing specialists and managers will be needed to help fill these roles as well. This is a great opportunity to practice ICS and try out new roles! IMT positions needed will include:

o Incident commander

o Operations section chief

o Planning section chief

o Safety officer (may be combined with another role)

Let me know which position(s) you’re interested in and what session(s) you’ll be attending, then I can identify and share the team make-up. FYI—The EM seniors will likely be heading up some of the specialized field assignments...so many won't be available to fill these roles. 



• All Supervisors: If you have field staff that you want to identify as field team leads please let me know. We'll be selecting folks with experience to lead teams, but we want to make sure anyone you recommend is selected. Also if you have office staff interested in attending we will likely have some room for them too...have them register. 



• Food, Dairy, or PPPM supervisors: We'll need a list of firms near the training locations so we can hand out assignments and avoid duplication and excessive travel. As we firm up scenarios, I will reach out to you for this information, but in the meantime, please think of locations near the training locations that would work.



As we get closer to the sessions, myself or the EM seniors will touch base with team leads to provide specific assignments and details to ensure preparedness. 



Please feel free to contact me with concerns, questions, and suggestions. I’m really looking forward to collaborating with all of you to ensure we have a successful and productive series of exercises this year!



Thank you,

Sample Team Exercise – Registration Instructions

Hello MDARD Staff, 

Please find below the registration links for each of the upcoming sample team exercises along with the locations of each event. A generic agenda (subject to change) can be found near the bottom of this email.

To Sign Up:

We highly recommend you sign up for your preferred course as soon as practicable. We do have capacity limitations at each of the venues. We are utilizing the International Food Protection Training Institute for registration and tracking these exercises, so please follow these instructions:

· Decide which session you will attend and click on the corresponding link below. 

· Once you click on the link, you will be directed to the IFPTI website. 

· If you are not an IFPTI member, then you will need to create an account prior to actually registering. If you are a member, you’ll need to log-in. 

· After registration, you should receive a confirmation email within the next several minutes. 

· For specific questions regarding registration, please contact Heather Brewer at 517-284-5698.

Other considerations:

· Additional session details will be sent to you prior to your session.

· Any other questions, including any needs for special accommodations, can be directed to me, Elizabeth Weier (see contact information below). Requests for special accommodations should be me at least 2 weeks prior to your session so we can plan for the accommodation. 

Registration Links:

Kalamazoo - March 28, 2019 (Capacity: 50)

Traverse City - April 9, 2019 (Capacity: 40)

Warren - May 14, 2019 (Capacity: 50)

Bay City - May 30, 2019 (Capacity: 50)

Marquette - June 18, 2019 (Capacity: 20)

Atlanta, MI - July 9, 2019 (Capacity 25)

Lansing - July 23, 2019 (Capacity: 50)

Taylor - July 31, 2019 (Capacity: 70)



Generic Agenda for Each Session (Subject to Change):

8:00 – 8:30 am: Doors open, registration, coffee

8:30 – 8:45 am: Director Welcoming Remarks

8:45 – 10:15 am: Safety / De-escalation Training

10:15 – 10:30 am: Break

10:30 – 11:00 am: ICS Overview

11:00 – 11:45 am: Operations Briefing

11:45 – 2:30 pm: Checkout, Lunch on your own, Sampling Activities

2:30 – 4:00 pm: Team return to Incident Command Post, Check-in, Hotwash

Sample Team Exercise – Incident Management Team Welcome Email

Good morning! 

You’ve been selected to staff the Incident Management Team (IMT) or staff the exercise for the Mason Sample Team Exercise session on Thursday, September 21. This is an opportunity to get a feel for what it’s like to serve on an IMT. This year, IMTs for each session have used the ICS Planning P to create the Incident Action Plan During this opportunity, you will be supported by Brad, myself, and others with ICS experience. You will be provided with resources and coaching to make this a worthwhile learning opportunity. See below roster for your assignment. 

This exercise scenario is response to Highly Pathogenic Avian Influenza. The emergency scenario will cause a need for MDARD staff to collect deceased birds (simulated) to transport to the MSU Veterinary Diagnostic Laboratory. During the exercise, we will practice donning and doffing of personal protective equipment, use of a clean/dirty line, and collection of the samples.  This is a repeat of a scenario we used at the 6/22 exercise in Marshall, MI – the Incident Action Plan (IAP) is attached for your reference. 

To create the IAP, we will use the ICS Planning Cycle (Planning P). Based on feedback from previous STE IMT staff, we are including all of you on these meetings as a training opportunity. This afternoon, you’ll receive a series of Teams appointments. We understand this training opportunity involves extra calendar time, so please let me know if you have concerns and we will make adjustments or catch you up offline. Deputies, Assistants, Technical Specialists, Exercise Staff, and Station Managers are encouraged but not required to participate in the Planning P meetings. If at all possible, please attend the Command and General Staff meeting, where we will provide orientation to the exercise and opportunity for Q&A.

Meetings:

1. Command and General Staff Meeting – all members are strongly encouraged to attend as this will be our initial meet & greet, review of the Planning P, and 1st official meeting of the Planning P. 

1. Tactics Meeting – attended by Planning, Operations, Logistics, Safety; all other members encouraged to observe. This meeting is typically only attended by Planning, Ops, Logistics, and Safety, but everyone is invited to observe and learn. 

1. Planning Meeting + Operations Briefing Prep and Rehearsal – attended by Command and General Staff (IC, PIO, Liaison, Safety, Ops Chief, Plans Chief, Logs Chief, Finance Chief); all other members encouraged to observe. 

1. Post-Exercise Facilitated Discussion: Encourage all to attend. This is a facilitated discussion we normally lead while sample teams are in the field collecting samples. We will lead you through a discussion on an “incident within an incident” that requires team communication to solve, and results in better understanding of the ICS team structure and “lanes.”



Mason 9/21 Incident Management Team Roster

1. Agency Administrator – Jeff Schaner, MDARD Animal Industry Division

1. Unified Commander – Jennifer Calogero, MDARD Animal Industry Division

1. Unified Commander – Cherie Collins, USDA-APHIS-VS

6. Deputy Incident Commander – Jereme Huss, MDARD Food and Dairy Division

6. Liaison Officer – Christine Kosmowski, MDARD Executive Office-Legal/EM

1. Assistant Liaison Officer – Joel Perez, Washington Department of Agriculture, Rapid Response Team Program

1. Assistant Liaison Officer – Jamie Zmitko-Somers, MDARD Agriculture Development Division

6. Safety Officer – Greg Harris, MDARD Animal Industry Division

2. Assistant Safety Officer – Chris Chamberlain, MDARD Laboratory Division 

6. Public Information Officer – Chelsea Lewis-Parisio, MDARD Executive Office-Comms

6. Operations Section Chief – Elizabeth Saletta, MDARD Animal Industry Division

4. Deputy Operations Section Chief – Stevie Glaspie, MDARD Pesticide and Plant Pest Management Division

6. Planning Section Chief – Jennifer Eyde, MDARD Environmental Stewardship Division

5. Deputy Planning Section Chief – Heather Brewer, MDARD Food and Dairy Division

5. HR Technical Specialist – Selena Conklin, MDARD Human Resources

5. Meteorologist Technical Specialist – Jim Maczko, National Weather Service

6. Logistics Section Chief – Will Wells, MDARD Food and Dairy Division

6. Deputy Logistics Section Chief - Jamie Guardiola, MDARD Executive Office-Legal/EM

6. Finance Section Chief – Melissa Maker, MDARD Animal Industry Division

7. Deputy Finance Section Chief – Sylvia Renteria, MDARD Executive Office-Finance and Office Services

1. Exercise Staff

7. Exercise Staff: 

0. Controllers: Brad Deacon, Elizabeth Zay

0. Safety Advisor: Jon Kujat

0. Station Management & Evaluation:

2. Station Manager & Evaluation Lead - Erik Nielsen, MDARD Animal Industry Division

2. Note: detailed assignments will be created through the Planning Process and will be provided to you as part of the IAP. 

1. Jeff Schaner, MDARD Animal Industry Division

1. Shawn Ewing, Michigan State Police Emergency Management and Homeland Security Division

1. Danica Frederick, MSP-EMHSD

1. Cathy Martin, MDARD Food and Dairy Division

1. Joseph Smith, MDARD Food and Dairy Division

1. Caitlin Burkman, MDARD Pesticide and Plant Pest Management Division

1. Molly Mott, MDARD Pesticide and Plant Pest Management Division



Attached are a few resources to provide you with additional background: 

1. 2022 STE Exercise Series Overarching Goals & Objectives

1. 2022 STE Draft Full Day Agenda including Ops Briefing Agenda  (Note that we ask IMT staff to arrive at the exercise location at 07:30 to assist with exercise setup and we usually wrap up all of our activities by 16:00)

1. Marshall 6/22 STE Incident Action Plan



Finally, If you don’t have an ICS Reference Flipbook and would like one, let me know – you can pick one up from us in Constitution Hall or I can drop one in the mail for you. 



I know this email was a LOT. If you have any questions about this opportunity, please give me a call. 







12/2022
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3-28 Kalamazoo

		Thursday, March 28, 2019 - Kalamazoo, MI (Capacity: 50)

		Scenario: Radiological Release

		Last Name		First Name		Division		Position		Comments		Dietary

























































































































4-9 Traverse City

		Tuesday, April 9, 2019 - Traverse City, MI (Capacity: 40)

		Scenario: Lusterdust  / Spices

		Last Name		First Name		Division		Team #		Position		Sample Type		Comments































































































5-30 Bay City

		Thursday, May 30, 2019 - Bay City (Capacity: 50)

		Scenario: Pesticide 

		Last Name		First Name		Division		Position		Name Tag 













































































































5-14 Warren

		Tuesday, May 14, 2019 - Warren, MI (Capacity: 50)

		Last Name		First Name		Division		Position		Column1		Nametag		Comments

						FDD- Food		Field Team Member		FT2		Field Team 1

						FDA		IMT				Liaison Officer

						FDD- Food		IMT				Cyber Command Branch Director		Cyber Command Ops 

						MDNR		Observer						DNR Observer

						FDD- Food		Cyber Command				Cyber Command		Lead Worker on Cyber

						FDD- Food		Field Team Member		FT1		Field Team 1

						Lab		Field Team Member		FT6		Field Team 6

						Exec		IMT

						Lab		Field Team Member		FT4		Field Team 4

						EGLE		Observer						EGLE Observer

						AID		IMT				Safety Officer		Safety Officer

						FDD- Food		Field Team Leader		FT6		Field Team 6 Leader		Bulk Spice - Al Shorja International Market

						EGLE		Observer						EGLE Observer

						FDD- Food		IMT				Deputy Planning Section Chief		Deputy Planning Chief / Ringer

						FDD- Food		Field Team Member		FT6		Field Team 6

						FDD- Food		IMT				Incident Commander		Incident Commander

						PPPM		Cyber Command				Cyber Command		Logistics Section Chief

						Lab		Field Team Member		FT4		Field Team 4

						AID		Field Team Member		FT1		Field Team 1

						FDD- Food		Field Team Leader		FT5		Field Team 5		Bulk Spice - Ninawa Market

						FDD- Food		Field Team Member		FT3		Field Team 3

						Lab		Field Team Member		FT5		Field Team 5

						Exec		Observer

						FDD- Food		IMT				PIerations Section Chief		PIO

						FDD- Food		Field Team Leader		FT4		Field Team 4		Bulk Spice - Desi Market

						Lab		Field Team Member		FT3		Field Team 3

						FDD- Food		IMT				Operations Section Chief		Ops

						FDD- Food		IMT				Planning Section Chief		Planning

						FDD- Food		Field Team Leader		FT1		Field Team 1		Luster Dust - Fredal wholesale 

						FDD- Food		Field Team Leader		FT2		Field Team 2		Luster Dust - heinrich's Decorating Nook

						AID		Field Team Member		FT2		Field Team 2

						FDD- Food		Field Team Leader		FT3		Field Team 3		Luster Dust - Sweet Dreams Bakery

						FDD- Food		Cyber Command				Cyber Command

						FDD- Food		Cyber Command				Cyber Command

						Exec		IMT				Logistics Section Chief

						FDA		Observer

						FDD- Food		Cyber Command				Cyber Command

						PPPM		Field Team Member		FT5		Field Team 5













































6-18 Marquette

		Tuesday, June 18, 2019 - Marquette (Capacity: 20)

		Scenario:  Animal Disease

		Last Name		First Name		Division		Position		Comments		Name Tag







































































7-9 Atlanta

		Tuesday, July 9, 2019 - Atlanta, MI (Capacity: 25)

		Scenario: GIS Surveillance - Animal Disease

		Last Name		First Name		Division		Position		Comments

















































































7-23 Lansing

				Tuesday, July 23, 2019 - Lansing, MI

				Scenario: food fraud, recall effectiveness checks, skimmers 

		#		Last Name		First Name		Division		Position		Team		Team Number		Comments		Column1		Column2















































































































































































































































































































7-31 Taylor

		Wednesday, July 31, 2019 - Taylor, MI (Capacity: 70)

		Scenario: Multiple

		Last Name		First Name		Division		Position		Column1		Comments







































































































All

		Last Name		First Name		Role		Location		Division
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2022 Sample Team Exercise: Tentative Agenda for All Sessions 


07:30 – 08:30: Setup – Exercise Staff Only 


08:30 – 09:00: Doors & Doughnuts 


09:00 – 09:30: Director Welcome, Introductions, Q&A 


09:30 – 10:45: Verbal Judo + 15 Minute Break 


10:45 – 11:15: Emergency Management & ICS Refresher 


Field Staff Meeting Portion of the Day Ends; Exercise Portion Begins 


11:15 – 12:00: Just-in-Time Training + Operations Briefing 


2022 Sample Team Exercise - Operations Briefing Agenda  


1. Planning Section Chief opens briefing, covers ground rules and agenda, and takes roll 
call of Command and General Staff and Operations Section Team Leaders.  


2. Planning Section Chief reviews IC Objectives and notes any changes to the IAP (e.g. 
pen and ink changes).  


3. Planning Section Chief (or Situation Unit Leader, if position is filled) conducts Situation 
Briefing.  


4. Operations Section Chief discusses current response actions and accomplishments.  


5. Operations Section Chief briefs Operations Section personnel on their assignments 
and reviews ICS 204 forms in the IAP.  


6. Logistics Section Chief covers transport, communications, and supply updates.  


7. Finance/Administration Chief covers any financial issues and provides any specific 
instructions.  


a. Sample purchases  


b. Time coding  


c. ICS 214s, if required  


8. Safety Officer covers safety issues.  


9. PIO covers public affairs and public information issues.  


10. Liaison Officer covers interagency issues.  


11. Incident Commander provides closing remarks.  


12. Planning Section Chief identifies any unassigned resources and announces upcoming 
meeting schedule. Adjourn. 


12:00 – 15:00:  Field Teams: Lunch on Your Own + Field Assignments 


IMT: Working Lunch + Planning Cycle Facilitated Discussion 
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2019 MDARD Sample Team Exercise – Traverse City, April 9, 2019





		Agenda

		



		8:30 am - 9:00 am

		Registration and Sign-in



		9:00 am – Noon

		On-Site Meeting

· Welcome & Introduction—Brad Deacon, Director, Office of Legal Affairs Emergency Management Coordinator

· MDARD Update with Q & A—Gary McDowell, Director of Michigan Department of Agriculture and Rural Development

· Safety Training—Renee Gavin

· ICS Planning Cycle Review—Cadre 

· Operational Briefing—Cadre  





		Noon – 3:00 pm 

		Field Team Deployment

· Lunch (on your own)

· Complete assignments as instructed

*Incident Management Team Planning Cycle (for Supervisors and others not deployed for field assignment)





		3:00 pm - 4:00 pm

		Return to Command Center

· Drop off samples and assignments

· Debrief

· Demobilization





		4:00 pm 

		Dismissal

[bookmark: _Hlk5271610]*Finance Notes:

Purchase samples and use SIGMA Accounting Template 791EXECEMFDASAM for reimbursement; use Expense Type 6040 (Sample, Non-Travel, Non-Taxable) from your dropdown.



Use your own division’s accounting information for all lunch, travel, and time expenses 



EM Seniors (M. Luurtsema, Lorry Klinger & A. Rowell) should use RRT time coding.
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Michigan Department of Agriculture and Rural Development

Sampling Team Exercise – Sample Feedback Survey Questions

2022 MDARD Sample Team Exercise – MS Forms Survey Questions: 

Session Attended:

I appreciate opportunities to work with people from other parts of the Department.

I appreciate being able to do things that are outside my normal job duties.

The opportunity to interact with the Director is important to me.

The Verbal Judo module provided useful information for someone in my position.

The Emergency Management / ICS Overview improved my understanding of my role in an emergency response. 

What was the most valuable part of this training and why?

What could be adjusted or improved to make this training better?

2019 MDARD Sample Team Exercise – Survey Monkey Questions:

I appreciate opportunities to work with people from other parts of the Department.

I appreciate being able to do things that are outside my normal job duties.

The opportunity to interact with the Director is important to me.

The Safety Training module provided useful information for someone in my position.

The Emergency Management / ICS Overview improved my understanding of my role in an emergency response. 

Please provide any other comments or recommendations on how this exercise or future exercises could be improved or enhanced.

2016 MDARD Sample Team Exercise – Hard Copy Survey Questions:

The exercise was well structured and organized.

The exercise scenario was plausible and realistic.

The exercise documentation was provided to assist in participation in the exercise was useful.

Participation in the exercise was appropriate for someone in my position.

The participants included the right people in terms of level and mix of disciplines.

The exercise allowed my division to practice and improve priority capabilities. 

After this exercise, I believe my division is better prepared to deal successfully with the scenario that was exercised.

Please provide any other comments or recommendations on how this exercise or future exercises could be improved or enhanced.

Considerations for future feedback surveys:

· Make sure every question is necessary.

· Keep it short and simple! Indicate that the survey will only take a few minutes to complete. 

· Ask direct questions. Strive for clear and precise language.

· Ask one question at a time. Be careful of questions that include the word “and!”

· Avoid leading and biased questions. Scrutinize adjectives and adverbs in your questions. When not needed, take them out.

· Speak your respondents language – be care of technical terminology.

· Use response scales whenever possible.

· Rephrase yes/no questions if possible.

· Ask for feedback from a focus group before you finalize your survey.

· Send the survey link to a captive audience whenever possible! If people are still gathered at the incident command post, consider sending the survey link during the demobilization process to increase response rates. 
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What is Sample Team Exercise?


• Part regional staff meeting, part field staff 
exercise, part IMT exercise


• Sessions at locations around the state over 
the course of ~6 months


• Agenda:
• Director Welcome and Q & A 
• Safety Training
• EM Overview and ICS Refresher
• IMT Operations Briefing
• Sampling / Field Assignments 


• IMT Tabletop Exercise & Lunch
• Hotwash & Demobilizations







↑ Employee engagement
↑ Surge capacity
↑ Incident Command System
↑ Technology 
↑ Safety 
↑ Coordination w/ FDA
↑ Sample collection
↑ Chain of custody
↑ Evaluate risk in marketplace


Overarching Goals & Objectives







Example Organization Chart: 
July 23, 2019 - Lansing
Multiple Sampling Activities


Accomplishments: 
- 78 participants (largest session)
- Enhanced demobilization plan 
- Several activities: feed (pig ears), food (fish speciation), gas pump 


skimmer checks, Cyber Command (pig ears)
- Attendees from:  FDA, Ingham County Health Department, MSP-


EMHSD, DNR 







2022 Sample Team Exercise Sessions


• Thurs., March 31: Rockford – Plant Pest Survey


• Wed., April 13: Warren Area – Food 


• Wed., May 11: Traverse City area – Food or Feed 


• Wed., May 25: Atlanta area – Plant Pest Survey (likely)


• Wed., June 8: UP (Marquette) Food or Feed 


• Wed., June 22: Kalamazoo area – Animal Disease Response (TBD)


• Wed., July 13: Bay City area – Food or Feed


• Thurs., August 4: Lansing area – Food or Feed


• Wed., August 24: Taylor area – Radiological Sampling 







• 2022 Sample Team Exercise: Tentative Agenda for All Sessions
• 07:30 – 08:30: Setup – Exercise Staff Only


• 08:30 – 09:00: Doors & Doughnuts


• 09:00 – 09:30: Director Welcome, Introductions, Q&A


• 09:30 – 10:45: Verbal Judo + 15 Minute Break


• 10:45 – 11:15: Emergency Management & ICS Refresher


• 11:15 – 12:00: Just-in-Time Training + Operations Briefing


• 12:00 – 15:00: Lunch On Your Own + Field Assignments


• 15:00 – 15:30: Return to the Incident Command Post, Return Samples 
and Demobilize


your date here större - a multipurpose PowerPoint template 6


Sample Team Exercise Agenda







• Common terminology
• Modular organization
• Integrated communications
• Unity of command
• Manageable span of control
• Comprehensive resource management
• Designated incident facilities
• Delegation of authority


7


Concepts & Principles of ICS







Source: FEMA; Intermediate ICS for Expanding 
Incidents, ICS 300. March 2018. 


8


ICS – Who Does What?


Command staff  report 
to the IC and carry out 
functions to support the 
IC. 


PIO – Public 
Information


Liaison – POC for 
agency reps


Safety – Overall 
authority for safety 
of the response







Exercise Prep IMT


Agency Administrators Exercise Director


Operations Section 
Chief


Planning Section 
Chief


Logistics Section 
Chief


Food Unit


Supply Unit


Facilities Unit


Finance Section Chief


Director Visits (AgD + 
Comms)


Exercise Safety 
Advisor


Laboratory 
Coordination







Planning Cycle: Repeat for Each Session


Prep IMT


Prep IMT Prep IMT


Session IMT 
presents the 
IAP at each 
exercise 
session


Prep IMT: prepare the 
Incident Action plan by 
using the Planning P 


Prep IMT


Hand off IAP







Questions?


@MichDeptofAg


@MIDeptofAgriculture


@MichiganAgriculture


Michigan Department
of Agriculture & Rural 
Development


Michigan Department
of Agriculture & Rural 
Development



https://www.linkedin.com/company/michigan-department-of-agriculture-&-rural-development/

https://www.facebook.com/MIDeptofAgriculture/

https://twitter.com/MichDeptofAg

https://www.instagram.com/michiganagriculture/

https://www.youtube.com/user/MIagriculture

https://twitter.com/MichDeptofAg

https://www.facebook.com/MIDeptofAgriculture/

https://www.instagram.com/michiganagriculture/

https://www.youtube.com/user/MIagriculture

https://www.youtube.com/user/MIagriculture
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Goals

1. Improve employee engagement, communication, and interaction

2. Improve the Department’s ability to respond to emergencies through building surge capacity and improve abilities to manage a large, complex incident

3. Improve use and understanding of the Incident Command System and apply knowledge gained from introductory and advanced ICS courses

4. Identify and utilize technology to improve response

5. Advance safety assessment skills in potential high-pressure situations

6. Improve coordination & communication with FDA and other federal, state, and local partner agencies

7. Practice real world scenarios to receive, process, and test a range of products for a variety of concerns to demonstrate core capabilities, evaluate risk in the marketplace, and prepare for all hazards testing and sampling scenarios



Objectives

1. Create:

a. Venues around the State of Michigan for multi-divisional MDARD field staff to meet, interact, and receive training

b. An opportunity for the Director / Deputy Director to meet with field staff and exchange information

c. Opportunities for staff at all levels to use ICS and IMT roles for leadership and management development

2. Test capabilities to:

a. Activate Incident Management Teams

b. Provide just in time/cross training

c. Accomplish a task, simulating core activities necessary to respond to many threats and hazards including documentation and chain of custody

d. Provide instruction on finance & administration procedures and achieve consistent accounting of time and expense

3. Facilitate:

a. Emergency Management leads from across the Department to jointly prepare ICS plans, practice delivery of just in time training, and evaluations

b. Use of ICS principles and IMTs to generate Incident Action Plans for each venue

c. Engagement of Lansing office & Lab staff to fulfill or shadow roles they might have in a real emergency, particularly in Finance and Logistics

d. Safety planning and preparedness

e. Collection of a variety of samples from the marketplace for pathogens, drugs, pesticides, or other contaminants for testing, and training for all hazards response, including bio-security provisions and plant pest detection

f. Effective hotwashes to evaluate each exercise and identify successes so they can be repeated in the future

4. Provide:

a. Safety training covering personal safety and de-escalation techniques to staff, and

b. Briefing on exercise subject matter and ICS principles to staff 

5. Test procedures for collecting samples including:

a. Chain of custody, 

b. Conducting recall audit checks and traceback/trace-forward investigations

c. Documentation

6. Engage with partner agencies
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