<Job Action Sheet

Content Development


Content Development
Mission:  The Content Development staff works closely with the Media Relations and Communications Units to identify and develop messages and materials.
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 Research and Writing Lead
	
	

	Review top three messages and messaging objectives with Research and Writing Lead
	
	

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

	Work with Rapid Response staff to identify needed information and restrictions
	
	

	Work with Rapid Response staff and Research and Writing Lead to identify information gaps and materials that should be created
	
	

	Conduct in depth research and talk with subject matter experts as necessary
	
	

	Utilize risk communication principles to ensure message quality
	
	

	Develop key messages, talking points, fact sheets, Q&A, etc.
	
	

	Get approval from Lead PIO on all materials and messages developed
	
	

	Ensure messages are posted in JIC and/or distributed to JIC staff
	
	

	Work with Rumor Control to develop scripts for call center staff and information line
	
	

	
	
	

	
	
	

	Intermediate (Operational Period 2-12 Hours)
	Time
	Initial

	Coordinate with Rapid Response staff to ensure message accuracy, timeliness and consistency
	
	

	Work with Access/Functional  Liaison to ensure messages are culturally appropriate, understandable and able to be acted upon
	
	

	Continue to do in depth research and talk with subject matter experts as necessary
	
	

	Develop key messages, talking points, fact sheets, Q&A, etc.
	
	

	Get approval from Lead PIO on all materials and messages developed
	
	

	Request assistance and/or product from Photo/Video, Graphics and Web Master as needed
	
	

	Continue to work with Rumor Control to develop scripts for call center staff and information line
	
	

	Provide approved information to Web Master for web updates
	
	

	Ensure messages are posted in JIC and/or distributed to JIC staff
	
	

	Brief Research and Writing Lead on activities, progress and needs
	
	

	
	
	

	Extended (Operational Period Beyond 12 Hours)
	Time
	Initial

	Work with Research and Writing Lead to assess long term content development needs and organize resources to meet those needs
	
	

	Continue to coordinate with Rapid Response staff to ensure message accuracy, timeliness and consistency
	
	

	Continue to work with Access/Functional Liaison to ensure messages are culturally appropriate, understandable and able to be acted upon
	
	

	Continue to do in depth research and talk with subject matter experts as necessary
	
	

	Continue to develop messages and get approval from Lead PIO 
	
	

	Continue to ensure all developed messages are posted in JIC and/or distributed to JIC staff
	
	

	Brief Research and Writing 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
	
	

	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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