
Job Action Sheet

Communications Lead


Communications Lead
Mission:  The Communications Lead reports to the Lead PIO and is responsible for handling and disseminating information to non-media partners. The Communications Lead is responsible for managing key partner information, stakeholder information, special needs populations, rumor control and ensuring that accurate information is posted on all Web pages and distributed to the call center.


	Immediate (Operational Period 0-2 Hours)
	Time
	Initial

	Receive appointment from Lead PIO and/or JIC Manager and receive situation briefing
	
	

	Review communications objectives with Lead PIO and/or JIC Manager
	
	

	Read this entire job action sheet, review EOC and JIC org charts
	
	

	Prioritize and assign communications tasks and activities to unit staff
	
	

	Oversee unit staff to ensure tasks are carried out and review progress
	
	

	Instruct Rumor Control to activate information line and/or call center
	
	

	Instruct Rumor Control to acquire call center staff
	
	

	Instruct Key Partners Liaison to develop partner and stakeholder contact lists and establish contact
	
	

	Instruct Special Needs Liaison to develop special needs populations contact lists and establish contact
	
	

	Ensure Web Master and Rumor Control follow technical protocols and procedures
	
	

	Work with Research and Writing Lead and JIC Manager to draft materials such as fact sheets, phone scripts, FAQs, Web content and key partner, stakeholder and special needs population messages
	
	

	Obtain from Research and Writing Unit all approved key messages, fact sheets, FAQs, phone scripts, Web content, etc.
	
	

	Review release of information protocols with Lead PIO for stakeholders, key partners, special needs populations, Web site and call center
	
	

	
	
	

	Intermediate (Operational Period 2-12 Hours)
	Time
	Initial

	Assess communications needs and allocate resources to meet those needs
	
	

	Provide approved information to stakeholders, partners and special needs populations on a regular and timely basis
	
	

	Update call center and Web site information in a regular and timely fashion
	
	

	Work with special needs populations to ensure messages are culturally sensitive, accessible, understandable and able to be acted upon
	
	

	Share information on rumors, FAQs and other calls to the call center with other Units for action
	
	

	Works with Media Monitor to ensure applicable Web sites are being monitored for accurate content, misinformation, lack of information and rumors
	
	

	Ensure materials are translated when necessary
	
	

	Acquire bilingual spokespersons when requested
	
	

	Monitor employee communication for misinformation, rumors, etc. and report findings back to Rapid Response staff and Lead PIO
	
	

	Work with Rapid Response staff to address misinformation and rumors
	
	

	Continually assess the effectiveness of unit operations and make changes as necessary
	
	

	Ensure all Communications Unit activities are documented
	
	

	
	
	

	Extended (Operational Period Beyond 12 Hours)
	Time
	Initial

	Work with Lead PIO to assess long term communications needs and organize resources to meet those needs
	
	

	Monitor unit staff to ensure tasks are being completed and issues addressed
	
	

	Continue to provide updated materials and information to unit staff and audiences as necessary
	
	

	Continue to obtain status reports from unit staff
	
	

	Continue to provide status reports to Lead PIO and/or JIC Manager
	
	

	Continually assess the effectiveness of communications activities and make changes as necessary
	
	

	Ensure personal physical readiness through healthy food choices, drinking water and taking occasional breaks for rest
	
	

	Ensure unit staff physical readiness by encouraging healthy food choices, drinking water and taking occasional breaks for rest
	
	

	Monitor unit staff for signs of stress and fatigue and adjust assignments as needed
	
	

	Provide detailed status report and materials to relief staff at shift change
	
	

	Evaluate communications unit operations
	
	

	
	
	

	Deactivation
	Time
	Initial

	Debrief with immediate supervisor
	
	

	Return all equipment and supplies to immediate supervisor
	
	

	Complete evaluation tool if provided
	
	

	Complete all paperwork and turn it in to immediate supervisor
	
	

	Sign out
	
	


Date:		Start:		End:		Report to:					


Print name:						Agency:					


Command Ctr Location:					Radio title:		Fax:		


Telephone:			Cell/Pager:			Email:				


Shift change to:							Initial at transfer:		
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