<Job Action Sheet

Lead PIO


Lead PIO
Mission:  The Lead PIO is responsible for overall JIC operations and providing prompt and organized responses to the news media as well as coordinating all public information efforts out of the JIC.


	Immediate (Operational Period 0-2 Hours)
	Time
	Initial

	Report to the EOC and receive appointment from the Incident Commander
	
	

	Obtain situation briefing from Incident Commander
	
	

	Read this entire job action sheet, review EOC org chart
	
	

	Establish JIC location
	
	

	Contact agencies involved in disaster to request personnel at JIC
	
	

	Set up computer and printer and establish personal work space
	
	

	Notify media of JIC activation and point of contact
	
	

	Review JIC objectives with Incident Commander
	
	

	Identify audiences and dissemination methods
	
	

	Develop messaging objectives and top three messages
	
	

	Identify restrictions in messaging
	
	

	Identify additional information or resources needed
	
	

	Appoint JIC Manager and request he/she make JIC assignments and develop JIC org chart
	
	

	Request JIC Manager set up JIC
	
	

	Establish JIC operational protocols (communication, routing, updates, approvals, dissemination)
	
	

	Approve initial statement for release to media
	
	

	
	
	

	Intermediate (Operational Period 2-12 Hours)
	Time
	Initial

	Attend command staff briefings and report information back to JIC staff
	
	

	Instruct JIC Manager to act as Lead PIO while you are in meetings
	
	

	Review and approve all public information developed in JIC before release
	
	

	Ensure all information for release has been verified and approved by Incident Commander
	
	

	Obtain regular briefings and situational reports from JIC Manager and/or JIC Unit Leads
	
	

	Determine schedule for releasing information to media and/or holding media briefings
	
	

	Ensure all JIC activities are documented, including messages received, media contacts, interviews, information released, etc.
	
	

	Retain and log copies of all media advisories and media releases
	
	

	Ensure call center and/or information line are established and staffed
	
	

	Ensure messages are researched and subject matter experts consulted
	
	

	Assess media needs and ensure an efficiently response
	
	

	Ensure informational Web page is launched
	
	

	Assess need for Field PIO
	
	

	Ensure media is being monitored for content and accuracy
	
	

	Ensure staff is assigned to communicate with stakeholders, liaisons, media and special needs populations
	
	

	
	
	

	Extended (Operational Period Beyond 12 Hours)
	Time
	Initial

	Assess long term media needs and respond appropriately
	
	

	Continue to receive briefings from JIC staff
	
	

	Continue to attend EOC briefings
	
	

	Continue to verify and approve all messages before release
	
	

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

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

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

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

	Continuously evaluate JIC operations with Unit Leads and staff
	
	

	
	
	

	Deactivation
	Time
	Initial

	Recommend to Incident Commander that JIC be deactivated
	
	

	Notify JIC partners that JIC has been deactivated
	
	

	Notify EOC that JIC has been deactivated
	
	

	Ensure media is notified that JIC has been deactivated, and provide instructions on how to proceed with follow up media inquiries
	
	

	Debrief with Incident Commander and EOC
	
	

	Host debriefing meeting for JIC participants
	
	

	Return all equipment and supplies to logistics
	
	

	Complete evaluation and provide a copy to Incident Commander
	
	

	Complete all paperwork and turn entire paperwork package in to Incident Commander or his/her designee
	
	

	Ensure JIC is cleaned up
	
	

	Sign out
	
	

	Continue to provide public information services and PICC support as requested
	
	


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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