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Public Information Officer


Reports to:  Incident Commander
Emergency Operations Center Location:

Telephone:

Cell:

Radio:


Name of Event:

Date/Time Role Instituted:


Personnel normally assigned:

· Public Information Administrator

· Administrator of Community Health and Epidemiology (backup)

Paperwork:

· Unit Log (ICS Form 214).

· Personnel Roster Assigned Section – List personnel assigned to this section.

· An activities log specific to your section.

· Please write in the log any significant events taking place in your section during the event.  This is our permanent record of your section’s personnel and their actions.
· General Message (ICS Form 213).

· Use this page to write any messages you may wish to pass on to any other section or personnel.

These forms should be used:

· During an activation of the EOC.

· As a means of updating your replacement, should such a situation arise (e.g. shift change). 
· As a permanent record after the EOC is deactivated.

When your section has been deactivated please return these pages, and any additional notes you may have made, to the person designated to collect all EOC event records.

Mission:  Provide credible, timely, accurate information to all parties (including employees, command staff, partners, stakeholders, media and the public).  Act as spokesperson when requested to do so by IC.  Coordinate messages between other jurisdictions and agencies as necessary.

Immediate actions:

· Receive appointment from Incident Commander (IC)

· Read this entire job action sheet and review organizational chart

· Receive a full briefing from IC

· Identify restrictions in contents of news release information from IC

· Establish a public information work area

· Introduce self to command staff and point out work area

Intermediate actions:

· Ensure all news releases have the approval of IC

· Issue an initial statement to the media with cooperation from the Situation-Status Unit Leader (or other command staff as available) – include facts, what your agency is doing, process, statement of commitment, when and where to get more information and introduce self as incident Lead PIO with contact information

· Inform media about physical locations for information, limitations to access (coordinate with Safety Officer) and methods of communication

· Contact PIOs from other responding agencies or participate in JIC, if activated, to coordinate information released.  Inform Liaison Officer of this contact

· Determine spokesperson

· Schedule initial news conference

· Review incident specific policy, science and situation

· Work with subject matter experts (SME) to develop key messages and talking points

· Brief spokesperson on key messages and talking points

· Facilitate news conference

· Field media requests for interviews and information

· Approve information to be released via telephone hotline, Public Information Call Center (PICC) and website

· Review PICC’s rumor control logs

· Monitor media

· Communicate frequently with command staff and Communication Branch Director

· Document activity using NIMS and other forms

· Arrange VIP tours of incident site as requested

· Act as health PIO liaison with other partner agencies and entities.
Extended:

· Monitor incident to determine additional information that should be released

· Review progress reports from Section Chiefs as appropriate

· Attend command staff briefings

· Continue to keep all audiences informed

· Monitor media and rumor control logs for misinformation

· Field media requests

· Schedule news conferences as appropriate

· Arrange VIP tours of incident site as requested

· Document activity using NIMS and other forms

· Act as health PIO liaison with other partner agencies and entities.
· Observe staff for signs of stress and report issues to Safety Officer

· Plan for the possibility of extended coverage, shifts and backup PIOs

Wrap-up:

· Provide documentation of all activities

· Participate in hot wash

· Evaluate response for areas of improvement
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