<Job Action Sheet

Web Master

Web Master
Mission:  The Web Master reports to the Communications Lead and is responsible for posting and updating information on the incident Web site.  The position should be filled by a person with strong technical skills in creating, formatting, and posting Web pages and working with digital images.

and updates to all members of the public, including special populations. 
	Immediate (Operational Period 0-2 Hours)
	Time
	Initial

	Receive appointment and situation briefing from Communications Lead
	
	

	Review web objectives with Communications Lead
	
	

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

	Work with Research and Writing staff to obtain approved written information and materials for Web page copy
	
	

	Format and post all incident information approved by the Lead PIO, including news briefs,  news releases, fact sheets, Q&As, etc.
	
	

	Provide and distribute updated information for all emergency response Web sites and works with IS staff to post Web content when needed
	
	

	Monitor emergency response Web sites and Web-based information (except news media sites) to determine availability and accuracy of information
	
	

	Ensure that all information posted on the incident web site is timely, accurate, continuously updated, and approved by the Lead PIO
	
	

	
	
	

	Intermediate (Operational Period 2-12 Hours)
	Time
	Initial

	Provide material to other organizations for Web posting and, if practical, monitors those web sites
	
	

	Coordinate with Key Partners staff to ensure information is available to partners and stakeholders via Web when applicable
	
	

	Establish and maintain links to other emergency response Web sites
	
	

	Monitor for rumors, misinformation, issues and concerns on all key emergency and community Web sites, including blogs
	
	

	Utilize e-marketing, social Web sites and other new media methods when appropriate to reach various Web audiences
	
	

	Continue to ensure that all information posted on the incident web site is timely, accurate, continuously updated, and approved by the Lead PIO
	
	

	Work with Access/Functional Needs Liaison to ensure web content is accessible to and correctly formatted for special needs populations
	
	

	Work with Photo/Video and Graphics staff to include materials and links on website
	
	

	Offer creative input on making information more web-friendly, visible, accessible and able to be utilized
	
	

	Monitor web page hits to evaluate if messages are being received
	
	

	Brief Communications Lead on activities, progress and needs
	
	

	
	
	

	Extended (Operational Period Beyond 12 Hours)
	Time
	Initial

	Work with Communications Lead to assess long term web needs and organize resources to meet those needs
	
	

	Continues to monitor for rumors, misinformation, issues and concerns on all key emergency and community Web sites, including blogs
	
	

	Continues to ensure that all information posted on the incident web site is timely, accurate, continuously updated, and approved by the Lead PIO
	
	

	Maintains links to other emergency response Web sites
	
	

	Continues to Monitor emergency response Web sites and Web-based information (except news media sites) to determine availability and accuracy of information
	
	

	Continues to work  with Research and Writing staff to obtain approved written information and materials for Web page copy
	
	

	Brief Communications Lead on activities, progress and needs
	
	

	Evaluate the effectiveness of activities and alter as necessary
	
	

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

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

	
	
	

	
	
	

	Deactivation
	Time
	Initial

	Debrief with immediate supervisor
	
	

	Place indicator on website of deactivation and further instructions, if applicable
	
	

	Notify web users of deactivation, if applicable
	
	

	Return all equipment and supplies to immediate supervisor
	
	

	Deliver to immediate supervisor all electronic files and any hard copies
	
	

	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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