[Hospital Name]
ICS Job Action Sheets  
Public Information Officer

Information included in this table includes considerations to get through the first hour of an incident.  

Information included here may or may not be required, but is provided to assist in decision making.  Additional response information can be found in response specific annexes to the CEMP.

	
MISSION


	Serve as the conduit for information to internal and external stakeholders, including staff, patients, residents, visitors, and the news media, as approved by the Incident Commander.

	
REPORT TO
	
Incident Commander

	 (
1
)INITIAL RESPONSE ACTIVITIES
 (
3
) (
2
)
	
· Assume the role of Public Information Officer.
· Obtain position binder.
· Contact your usual supervisor to inform them of your ICS role.


	
	
· Put on position identification.
· Participate in Command Center briefing.
· Provide initial event information to staff members.
· Establish a designated media staging and media briefing area located away from the HCC and response locations (see [add CEMP location] for location).
· Contact external Public Information Officers from community and governmental response partners to ascertain and collaborate public information and media messages being developed by those entities to consistent messaging.
· Develop public information and media messages to be reviewed and approved by the Incident Commander before release to the news media and the public. 
· Consider the implications of social media and discuss with the HCC. 
· Review appropriate Plan Annex for details regarding response actions.



	
	
· Participate in the leadership huddle.  This will provide a briefing of the incident and provide an opportunity to address any initial problems or concerns.
· Provide additional information to staff members as appropriate and approved by the IC.   
· Document all key activities, actions, and decisions on Form 214: Operational Log, on a continual basis.





