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Emergency Public Information Checklist

Instructions:  This checklist includes planning considerations for the emergency public information function.

	EMERGENCY PUBLIC INFORMATION CHECKLIST

	Purpose:  To describe the means, organization, and process by which local government will provide timely, accurate, and useful information and instructions to area residents throughout an emergency.

	Situation and Assumptions

	(
Which emergencies require activation of the emergency public information response organization

(
Means of dissemination available.

(
Principal means of dissemination (warning systems; TV; radio; cable; newspapers; specially printed material).

(
Coverage by each means (broadcast area, readership, etc.).

(
Vulnerability of dissemination systems.

(
Dependency on outside media.

(
Audience characteristics:

· Special-needs groups.

· Preparedness (ongoing preparedness efforts).

(
Assumptions about the media.  Examples of these assumptions are:

· Local media will cooperate on placing emergency public information ahead of regular news coverage.

· External media interest will create heavy demands on the emergency public information organization.

(
Assumptions about the audience.  An example of these assumptions are that people will want more information and will call to get it, if possible.


Emergency Public Information Checklist (Continued):

	EMERGENCY PUBLIC INFORMATION CHECKLIST

	Concept of Operations

	(
Who activates the emergency public information function.

(
How the emergency public information function is notified.

(
Where emergency public information personnel should report.

(
Priorities for emergency public information activity (e.g., production and dissemination of emergency public information, response to public inquiry, monitoring and rumor control, media relations).

(
Emergency public information general policies (e.g., single emergency public information release point, focus on specific types of information, provision of reassuring information when possible).

(
Actions and message content for phased activity (increased readiness, limited warning available, post-impact).

(
How emergency public information will be coordinated internally (coordination among Administrators, Public Information Officers (PIO), and other government entities).

(
Procedures for verifying and authenticating information and for obtaining approval to release information.

(
How the community will deal with media convergence.

(
Provisions for coordination (local-local, local-National).

	Organization and Assignment of Responsibility

	(
Emergency public information function in chart form.

(
Specific emergency public information responsibilities that are assigned to ministries, organization chiefs, and individuals.

	Administration and Logistics

	(
General support requirements for the emergency public information function.

(
Reporting and information flow for emergency public information.

(
How core emergency public information staff will be augmented, when necessary.

(
Facilities to be used for emergency public information, and how additional facilities will be obtained, if necessary.

(
Reference to standard operating procedures for setting up emergency public information facilities.

(
Special equipment needs for emergency public information, and how they will be met.

(
Agreements with suppliers (e.g., printers), including contact points.
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