

Response PIO Checklist – First 48 Hours


Verify information

 
Let EOC know you are involved


Notify your boss if he/she is not already aware


Give your boss your first assessment and inform them of your next steps.

 
Notify key partners (other LPHA, hospital, home health, etc.)

 
Select spokesperson

 
Call in or designate extra PIO staff and give them tasks

 
Notify your organization’s employees and ask for their support

 
Release initial statement – “we are aware of situation & are involved in response”

 
Begin monitoring media


Provide key messages to volunteers answering phones

 
Establish phone hotline; launch website dark page

 
Begin rumor control log; update key messages to volunteers based on rumors


Send a basic statement to partners and stakeholders using pre-arranged systems.

 
Set up in EOC or JIC

 
Do event and needs assessments

 
Triage media requests

 
Establish media staging area as appropriate

 
Review ERC plan

 
Review key messages

 
Brief spokesperson

 
Hold first press conference

 
Develop follow-up public information messages
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