Responsibilities
Lead IIO
Works directly with IC

 Local/State/Other Federal Agencies PAO or Information Representatives

 Elected Officials

Develops written information strategies including communication and relationships goals, objectives, and actions. 
Works with Deputy IIO in creating staffing plan and initial resource orders. 
 Potential adverse reactions from public, media, others

Works with community leaders

Attends meetings & briefings

Makes RO/WO notificaitons

Rumor Control

Works with Line Officers

VIP Tours

Approves release of all information

Approves news releases and community news

Provides direction & organization to information group

Deputy IIO
Works directly with IC

Provides direction & organization to information group

Backup for Lead IIO as needed. 

Staffing and daily work assignments

Supervises information group leaders

Monitors Incident for current conditions and accurate release of information.

Community Group Leader
Member of IIO leadership team
Staffing & Scheduling

Contacts with residents

Identifies affected people

Documentation for community group activies (contact lists, unit logs, etc.)

Coordination of evacuation information

Public Meetings

Tours

Rumor Control

Attend Briefings

Media Interviews

Coordinate with local information advisors

Develop issue statements with input from PAO/Line/Lead IIO

Contact business/tourist centers

Information to campgrounds, trailheads, local agency offices

Community bulletin boards

Churches/Schools/etc

Checks/verifies sensitive information

Field/Media Group Leader
Member of IIO  leadership team
Intelligence gathering

Media escorts and PPE for Media

Media interviews

Attend Briefings

Rumor Control

Identify Photo Points

Staffing & Scheduling

Media Check-in System

Work with Operations & Safety for access

Documentation for Group (i.e. Unit Logs, Media Contact List)

Checks/verifies sensitive information

Base Camp Group Leader
Member of IIO leadership team
Staffing & Scheduling

Communications (Radios, Telephones, fax, answering machines, etc.) 

Documentation for Group (Unit Logs, Telephone Logs, etc.)

Walk-in visitors

Camp Bulletin Boards and Information

Faxing of Releases, Alerts, etc.

Telephones (Maybe Hotline is at Base)

Rumor Control

Thank Yous

Update of Internal Off-Site Locaitons( i.e. Center Manager)

Get NICC Reports

Interviews

Attend Briefings

Obtain 209's

Write News Releases/written updates, incorporating education and key messages (with input from 


PAO/Lead IIO)

Receive Intelligence from Field/Media Group and prepare written updates

Displays information (maps, photos, etc.)

Checks/verifies senstive information

Order supplies for all IIO groups (with IIO approval)

Center Manager (If Off-site)

Member of IIO leadership team
Phone Bank

Staffing & Scheduling

Interviews

Rumor Control

Documentation for Group (Unit Logs, Public/Media Telephone Logs)

Monitor Media Exposure 

Checks/verifies sensitive information

Orders supplies for center

May manage media/interview location

Developing strategic plan to meet changing situations

Center Objectives:

· Provide information to local, regional, and national news media

· Provide information for internal distribution

· Maintain information liaison linkage between incident and agency headquarters

· Provide a central contact point for information delivery

Tips in setting up a Center:

Arrange area carefully to allow for foot traffic and maximize wall space

Try to keep area for visitors, public, and media as separate from work area as possible. Background noise should be as low as possible.

Face tables and chairs so that information can be seen easily.  Remember lighting

Order adequate number of phones and phone lines.  Log all calls.  Space telephones far enough apart so theat they won’t interfer with one another and locate a “reserve/internal” use only phone apart from the others.

Post an incient status and map outside the center to reduce foot traffic

Staff an information desk in the public area to keep drop-in traffic from the other center activities.  All visits/drop in visitors, publics or media should be logged in.

Make sure information is accurate and timely

Keep it as close to ICP as possible and yet not interfer with theother funcitons at ICP

When posting information, number wall sheets or date/time them in order to keep them in sequence.  Recap sheets in chronological order at least once a day.

REMEMBER ANY INFORMATION NOT TO BE RELEASED SHOULD NOT BE VISIBLE OR DISPLAYED.  ONLY POST VERIFIED INFORMATION.

