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	Duties:
· Organize all situational information for dissemination.
· Manage rumors and disinformation.
· Monitor print, television, and social media. 
· Coordinate press conferences.
· Manage media contacts.
· Limit press access.
· Determine any limits on any information released.
· Arrange for tours, interviews, and briefings that may be required.
· Periodically update Incident Command.
· Craft clear and concise public health messages.
· Ensure incident personnel receive updated information on the event.
· Forward media information useful to incident planning,
· Attend and participate in planning meetings.
· Review ICS 209 Incident Status Summary forms as made available.
· Ensure all news releases have the approval of the Incident Commander.
· Record all important actions and decisions in Incident Command Activity Log.  
Start-of-Shift Responsibilities:
· Check in/Sign in
· Obtain a DOC badge and display at all times.
· Report to the current Incident Commander and receive training and briefing if DOC is in progress.
· Attend Command Staff meetings.
· Prepare initial incident information report for release to the media.
· Inform on-site media of the accessible and restricted areas.
· Determine the need for a Joint Information Center (JIC).
· Prepare for interviews, teleconferences, video conferences, satellite broadcasts, Web site revisions, broadcast faxes, scripts etc., upon approval by the Incident Commander.
· Identify restrictions in contents of news release information from Incident Commander.
· Establish a Public Information area away from Incident Command Post and other activity areas. 
· Establish media location away from the DOC.
· Obtain briefing from Incident Commander and participate in formulation of the Incident Action Plan.
· Establish contact with PIO of each supporting agency and DOC.
· Establish media release procedure with Incident Commander. 
· (for example; media releases must be cleared for content accuracy through subject matter experts)
· Inform the media of POD operations and media protocols.
· Monitor television, news, print, and social media for disinformation and rumors. 
· It is suggested you use a PIO pass-along-book which will aid you in remembering pertinent information not recorded in the Incident Command Activity Log.
End-of-Shift Responsibilities
· When the Incident Commander informs you that you have completed your shift and the replacement Public Information Officer (PIO) has arrived, prepare updated end of shift report and brief the new PIO and answer any questions.
· Review the Incident Command Log, your pass-along-book, and any other applicable documennts with your relief.
· Participate in a debriefing session and report any relevant concerns or suggestions for improving DOC operations.
· Review progress reports from the Section Chiefs.
· Maintain media communications including POD operation statuses.
·  Plan for the possibility of extended deployment.
· Return all gear including badges, vests and radios, extra batteries should be put on their chargers. 
· Turn in DOC badge.
· Check out/Sign-out




