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I. PURPOSE/PLAN SCOPE
In any type of crisis, information can be as important as food, water and shelter. Whether
the information involves saving lives, protecting property or just calming fears, the public
must have accurate, timely, easy-to-understand information. The Santa Barbara County
Joint Information System (SBCJIS) plan has been created to establish a system for
conducting public information operations during emergency responses and other situations
in which multiple organizations need to collaborate. During a crisis response, the Joint
Information System (JIS) and the Joint Information Center (JIC) are keys to providing
concise and coordinated information to the public and the news media.
The primary focus of this plan is to provide the participating Public Information Officers
(PIOs) with a structure that works within the framework of the National Incident
Management System (NIMS) (for more information about NIMS, visit:
http://www.fema.gov/emergency/nims). Utilizing NIMS, PIOs work together in conjunction
with the Emergency Operations Center (EOC) and/or the Incident Commander (IC) to
provide critical emergency information, crisis communications, and public affairs support to
establish procedures and processes to gather, verify, coordinate, and disseminate public
information.
Because the plan is functionally based, the Joint Information System (JIS) and its
supporting tool, the Joint Information Center (JIC), can be scaled to be used during any
situation in which there is a need.
This plan is designed to work equally well for large or small incidents. The plan is flexible
and can be scaled to meet the needs of the incident and adaptable for use in a diverse
range of responses ranging from a small, single agency response that lasts a few hours, to
large multiple agency response that lasts for several weeks or months.
As emergency incidents often require that information be disseminated to the public, the
County of Santa Barbara and the Emergency Public Information Communicators (EPIC)
have agreed to help staff a JIC when necessary, and to use the JIS/JIC in their
cooperative efforts for all multi-agency/jurisdictional incidents to the degree possible.
The SBCJIS plan incorporates “best practices” from the Basic Guidance for Public
Information Officers (PIOs) National Incident Management System (NIMS). This
publication is suggested reading for all participating agencies.

II. ROLE OF A PIO IN ANY EMERGENCY RESPONSE
The PIO gathers, verifies, coordinates, and disseminates accurate and timely information
on the incident’s cause, size, current situation and desired public response.
Below is a quick checklist of immediate tasks that generally apply to an incident:
Completed

PIO Major Responsibilities
Establish scope of incident, determine who is the EOC Director and/or IC
Gather basic facts
Determine from EOC Director/IC if there are any limits on information release
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PIO Major Responsibilities
Identify other agencies involved and determine approval structures
Evaluate need for support, contact other JIS members as appropriate
Craft key messages for information releases
Identify key message delivery systems
Establish information release strategy (set time for information updates, news)
Obtain approval for media releases/messaging from EOC Director/IC
conferences) and response to media inquiries
Send initial media releases/messaging
Establish protocol for interviews, briefings and photo opportunities as needed
Coordinate emergency public information and warnings
Monitor media reporting for accuracy
Monitor incident escalation to evaluate need to establish JIC
Maintain an Activity Log, ICS 214 (see appendix D)
Conduct formal or informal evaluation of incident response
Complete agency forms, reposts and documents prior to deactivation

III. STRUCTURE
Agencies participating in the SBCJIS plan have completed a Memorandum of
Understanding (MOU), Appendix G, and agree to help staff and work as part of the
SBCJIS plan. MOU’s are to be updated annually and are managed by the Santa
Barbara County Office of Emergency Management. Members of this agreement
adopt the SBCJIS plan in order to comply with the above stated purpose. Members
and their lead executive agree to:
1. Read and understand the SBCJIS plan,
2. Allow for staff to attend training in SEMS, NIMS, ICS and other public
information systems and tools as needed.
3. Participate in SBCJIS plan notification tests, tabletop drills and exercises to
validate training and evaluate the SBCJIS plan.
4. Provide PIO support to respond 24/7 to SBCJIS plan activation requests and
report availability to participate in a physical or virtual JIS / JIC, provide mutual
aid, and support JIC staffing and resources to other members under the direction
of the Lead PIO.
5. Share incident information, media and public inquiries, media contact data,
media monitoring and public rumors, and other information.
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6. Develop, vet, and communicate joint news releases, media briefings, and other
joint activities produced collaboratively by the SBCJIS while retaining authority
and independence to speak for one’s own organization.
Each organization participating in the SBCJIS contributes to the overall unified
message through joint news releases and briefings, but organizations do not lose
their individual identities or responsibility over their own policies and programs.
Plan Development and Maintenance
Responsibility for the SBCJIS Plan—including its appendices, checklists and
notifications lists— lies with the EPIC (Emergency Public Information
Communicators) JIS subcommittee. The plan should be reviewed and updated at a
minimum of every three years during the January JIS meeting. Notification lists
should be updated at a minimum every six months during the January and July JIS
meetings and disseminated to all participating members.
Joint Information System / Joint Information Center
Joint Information System (JIS) provides the structure that supports PIOs working
together to deliver accurate, coordinated information to ensure timely, accurate, and
consistent messaging across multiple agencies/ jurisdictions and/or disciplines.
Utilization of the JIS simply provides a mechanism for coordinating public
information activities.
In smaller incidents the utilization of the JIS may be very informal and can be
activated by any PIO needing support to provide an effective crisis response. This
plan is designed to work equally well for large or small situations and can expand or
contract to meet the needs of the incident.
A JIS may be activated by communication among JIS members either by phone,
email or text messaging to enlist support as needed. Structure and scope of the JIS
is at the discretion of the PIO calling for support and does not typically involve the
establishment of a JIC, however as/if an incident escalates a JIC may be
established.
Joint Information Center (JIC) is a central location that facilitates the operation of
the JIS. It is a physical or internet-based virtual location where PIOs perform
coordinated media and community relations during an incident or event.
A JIC is usually established for large-scale incidents and staffed by representatives
from the affected agencies/jurisdictions. The decision to use a JIC is typically made
by the Santa Barbara County Emergency Management Director, or designee. The
JIC speeds information release time, enhances information coordination and
analysis, reduces misinformation, maximizes resources, and helps build public
confidence in response efforts.
Under the Standard Emergency Management System (SEMS), the Center is led by
the Lead Public Information Officer (Lead PIO) who is selected by the Emergency
Management Director or designee.
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The Lead PIO has three primary responsibilities:
 To gather, analyze and verify incident data:
• Obtains up-to-date information.
• Coordinates with supporting response agencies.
• Establishes a JIC as the source of accurate and comprehensive information
about the incident.
• Coordinates consistent messages for incident.
• Monitors media for accuracy and content.
 Information Dissemination:
• JIC uses various communication methods to assure timeliness and
effectiveness.
• Coordinates news conferences, media briefings, VIP visits, and tours for
officials as needed.
• Establishes system for community feedback to provide response agencies
with insight into community information needs.
• Serves as the primary point of contact for the media. Acts as spokesperson
by preparing and conducting regular news briefings.
• Utilizes web pages, blogs, tweets, and Facebook pages for information
dissemination about the incident for use by the public and the media.
• Establishes systems to respond to public inquiries (call center), e-mails, etc.
 Operations Support:
• Establishes systems to provide language translation and other services to
ensure information reaches those in the affected areas with Access and
Functional Needs.
• Coordinates support to the JIC operations (facility, equipment and staffing
resources).
• Assists in establishing a public call center for the incident.

IV.

PREPAREDNESS
Preparedness is essential for an effective response to an incident. PIO
preparedness includes establishing relationships with other agency PIOs and the
media, developing and maintaining readily available checklists, contact lists, and
public information materials.
•

Training: PIOs should complete the National Incident Management System IS702 course on Public Information Systems. The course is available online at:
www.training.fema.gov. PIOs staffing a JIC should be familiar with and have
training on this JIS/JIC Plan. For a full outline of recommended training courses
see Appendix E.

•

Exercises: Exercises provide opportunities to test the plan, validate policies,
plans, and procedures, and clarify and familiarize personnel with roles and
responsibilities.
Suggested Exercise Schedule:
•

Notification tests conducted semi-annually
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•
•
•

Tabletop exercise completed annually for members of EPIC.
Participation as a JIC component in functional and full-scale emergency
exercises as developed.

Media relations: Good working relationships with the media help during an
incident. To help build these relationships the JIS group will:
•

Make a periodic effort to meet with the news managers at local media
outlets to familiarize them with the JIS/JIC concepts and the Plan.
On a periodic basis provide the media with a contact list with after-business
hours contact information.
Newsroom trainings may be scheduled with the news managers to acquaint
reporting staff with JIS/JIC operations and procedures.

•
•
•

•

JOINT INFORMATION SYSTEM PLAN

•
Contact Lists: Review and update all contact lists (e.g., media, PIO, and other
agencies) every six months. Include basic information such as e-mail address,
telephone numbers (e.g., office, home, cell), fax numbers, and web sites, see
Appendix A.
Go-Kits: It is important for the PIO to have tools and resources available for
utilization during an incident. Suggested Go-Kit equipment list is below; for
complete list see Appendix D.
• Cell phones/PDAs & chargers
• Flash drive with contact lists, JIS plan, forms, list of free WiFi locations and
document templates (Press Release templates/agency letterhead)
• Extra batteries
• Basic office supplies
• Laptop computer, portable printer with an alternate power source
• Camera

•

Information delivery systems: It is important to identify information and
messaging delivery systems best suited to meet the needs of the incident and
audience. Listed below are some types of delivery systems to consider:
•
•
•
•
•
•
•

•

V.

Facebook, Twitter and other social networking vehicles
Electronic media Television/Radio
Internet Postings
Emergency Alert System
News Conferences/Briefings
Newspapers
2-1-1 Call Center

PIO networking: It is important to establish relationships with a core group of PIOs
who can assist in the event of an incident. It is helpful to network with well trained
and practiced PIOs.

PROCEDURES/RESPONSE
• Plan Activation
Any participating member of the EPIC may activate portions of the SBCJIS plan
appropriate to the incident. Under the JIS concept, each agency representative has the

September 2014

9

SANTA BARBARA OPERATIONAL AREA
PUBLIC INFORMATION ANNEX

JOINT INFORMATION SYSTEM PLAN

commitment to share and coordinate information with the other agencies participating
in the event prior to its release to the media and/or public.
• Joint Information Center (JIC) Activation
• The Santa Barbara County Emergency Management Director, or designee will make
the initial decision to activate the JIC during a large-scale emergency or disaster
affecting Santa Barbara County.
• When activation of the JIC is warranted, it shall be housed in conjunction with the
Emergency Operations Center, (location designated at time of activation). If there
are multiple agencies with jurisdictional authority, a unified approach should be
utilized when possible.
• The equipment and supplies for the JIC are a combination of personal PIO’s GoKits, JIC owned resources and agency shared resources. This list of supplies and
equipment is listed in Appendix D.
• The Lead PIO, in coordination with the Planning Section Coordinator of the EOC,
will determine the hours of operation for the JIC.
• JIC Notification Procedure
• A request may come from the Lead PIO. The request may be made to select PIO’s
or EPIC members using the group call list, email, or text communication.
• When contacted PIOs should be instructed where to respond and to whom they
should report. Contacted PIOs should give their availability to respond and their
expected time of arrival.
• Available PIO’s can respond by calling into the Emergency Operations Center at
(805) 681-5526.
• EPIC members may be contacted to support ongoing information requirements for
any incident as needed.
• Levels of Notification
•
•

Any participating member of the EPIC may activate portions of the notification
process appropriate to the incident. The initial PIO responding may decide to
activate a specific portion of notification list.
Based on the size and type of the incident EPIC members may be notified by
groups.

• Evolving Incident Response Guide
INITIAL PIO RESPONSE

STEP

Step 1:
Gather,
analyze and
verify incident
data

•
•
•
•
•
•
•

September 2014

Assess incident
Talk to other agencies involved
Consult with EOC and/or IC
Assess need and key audiences for
information release
Draft key messages
Prior to release of information get
approval of EOC and/or IC
Observe media coverage for accuracy

ESCALATED INCIDENT
EOC ACTIVATED ADDITIONAL JIS/JIC
RESPONSIBILITIES
• Access the scene and/or have contact
with field PIOs, IC and EOC staff
• Attend regular briefings
• Review reports issued by
communications and information
management
• Coordinate key messages with other
agencies
• Follow incident protocol
• Observe media coverage for accuracy
• Document the process
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STEP
Step 2:

•

Disseminate
Information

•

Step 3:

•

Operations
Support

Respond to reporters’ requests for
information, arrange interviews
Distribute pre-scripted information,
backgrounders or fact sheets, if
possible.
Coordinates with PIOs of other
involved agencies for incident staffing
and accurate, consistent messaging

JOINT INFORMATION SYSTEM PLAN

ESCALATED INCIDENT
EOC ACTIVATED ADDITIONAL JIS/JIC
RESPONSIBILITIES
• Arrange news conferences with
multiple spokespersons and/or subject
matter experts
• Issue news releases
• Use social media as appropriate
• Schedule media briefings
• Establishes system to provide
translation, etc. to ensure information
reaches those in with special needs.
• Coordinates support to JIC (facility,
equipment and staffing resources).
• Assists in establishing a Public Call
Center for incident, see Appendix B-1

• Public Call Center
•
•

During an incident the JIC may activate a Call Center. This allows County residents
to reach a live operator and hear updates about an incident.
The Call Center is activated at the discretion of the Lead PIO typically for a large
incident and full JIC. For full details see Appendix B-1.

• Organizational Structure (Chain of Command)
•

The purpose of these organizational charts is to provide general guidance only.
The JIS/JIC is scalable to meet the needs of the incident/event, expand the
structure and adjust job responsibilities as needed.
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1. Initial JIC, sample structure

Key:

Internal Affairs
Branch

External Affairs Branch

Logistics Branch

Lead PIO

Support PIO
Research Assistant

Support PIO

Support PIO

Assists with media
requests

On-Site/Field PIO

2. Small Scale JIC

Lead PIO

Subject Matter
Expert PIO

Support PIO
On-Site/Field PIO

September 2014
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Assists with media
requests

Support PIO
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3. Large Scale JIC

Lead PIO
Subject Matter
Expert PIO
JIC Manager

Research Team
Leader

Data Gathering
Unit Leader

JIC Manager

Product Unit
Leader

Dissemination
Unit Leader

Preparation Unit
Leader

Logistics Team
Leader

Call Center Leader

4. Full Scale JIC

Lead PIO
Subject Matter
Expert PIO
JIC Manager

Research
Team Leader

Data
Gathering
Unit Leader

JIC Manager

Product Unit
Leader

Data
Gathering
Assistant
Media
Monitor

Dissemination
Unit Leader

Product Unit
Asst/News
Releases/Rapid

Preparation
Unit Leader

Community
Outreach

Call Center
Leader

Protocol
Support

Service Unit
Leader

Support
Unit Leader

Field Ops
Coordinator
Field PIO

September 2014
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Training
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JIC/JIS STAFF ROLES & RESPONSIBILITIES, complete position descriptions,
Appendix B -2
Lead Public Information Officer
Supports the information needs of the responding agencies by serving as the liaison
between management and the JIC. Establishes, maintains, and deactivates the JIC.
Represents and advises the EOC Director on public information matters relating to the
incident.
JIC Manager
Supervises the daily operations of the JIC, executes plans and polices as directed by
the Lead PIO. Provides direction to team leaders to ensure functions are well
organized and operating effectively.
Research Team Leader
Gathers, analyzes and verifies information from all parts of the JIC and Incident and
ensures the following are performed:
 Monitors and analyzes media.
 Drafts messages for the incident.
 Provides information documents to the Media Operations Leader.
 Modifies communications and outreach strategies as needed.
 Assumes responsibility of JIC Manager as needed.
Media Operations Leader
Disseminates information to the public and ensures following are performed:
 Prepares speakers prior to interviews.
 Conducts news conferences and town meetings.
 Sends press releases to the media.
 Provides escort services to the media.
 Develops and implements community outreach programs.
 Coordinates with Research Team to provide information to Call Center.
 Monitors media, misinformation and/or rumors that may affect Call.
 Center response to inquiries.
Logistics Team Leader
Participates in JIC development and implementation by providing the resources needed
and ensuring the following:
 Plans organization of JIC Logistics Team and assigns work.
 Notifies team of activation.
 Identifies service/support needs.
 Prepares and implements plan for mobilization, communication, and
demobilization.
 Provides support needed for efficient JIC management.
 Arranges for facilities, transportation, supplies, equipment and food to support the
JIC.

VII. NEWS CONFERENCES – For check list and additional tips see Appendix D
Facilities considerations: Site satisfactory, security available, accessible, adequate
parking. Conduct a site walk-through prior to the event.
September 2014
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Equipment considerations: Microphone/amplifier, podium, stage, visual aids,
video/audio recording equipment, multi-box, seating, registration tables, signage. Test
equipment prior to event.
Materials needed: Sign-in sheets (name, address, phone numbers, email address,
affiliation), name tags, tent cards, press kits, pads and pens.
Staffing / Set-up: Staff should be professionally dressed and wearing name tags,
refreshments / water, assign staff to photograph event.
Prior to conference: Identify credible spokespersons, develop key messages and
agenda, choose an appropriate date/convenient time, identify a site, write a media
advisory, notify media, send information to the EOC/PIO function and post on social media
sites.
Day of the conference: Review key messages and agenda, greet members of the press,
start promptly, introduce the speakers, have additional subject matter experts available to
answer questions.
Press follow-up: Send thank you notes as appropriate, distribute the press kit to key
media unable to attend, monitor the press coverage and post to social media.

VIII. DEACTIVATION






The Lead PIO, with the concurrence of participating agencies, will deactivate the
JIC.
All members of the JIC will be alerted and a news release stating the JIC is no
longer operational and information regarding how further incident information is to
be released will be issued.
Complete Daily Activity Log (Form 214 or similar).
Within 72 hours of deactivation complete JIC staff critique of JIC operations, using
Form IS-702 (Appendix D).
Lead PIO will direct JIC staff to:
1) Ensure all equipment and personnel are returned to pre-emergency position.
2) Ensure all generated information is given to JIC Manager for documentation.
3) JIC Manager will assure that all documentation is giving to the Planning and
Intelligence Section within the EOC.

JIC participants will likely want to take time to review the JIC’s work products and
other documentation such as: media contact logs, news clips, videos, news releases,
talking points, news conference agendas, flyers, etc.

IX. INTEGRATING WITH FEDERAL SUPPORT (this section taken from the FEMA Basic
Guidance for Public Information Officers publication)
Federal support in an incident will operate under the standard operating procedures of
Emergency Support Function (ESF) #15. Under the title of External Affairs, ESF #15
integrates and coordinates the functional areas of public affairs, community relations, State,
tribal, local, and territorial affairs, the private sector, and congressional affairs. ESF #15 is
led primarily by staff from the U.S. Department of Homeland Security (DHS)/Federal
September 2014

15

SANTA BARBARA OPERATIONAL AREA
PUBLIC INFORMATION ANNEX

JOINT INFORMATION SYSTEM PLAN

Emergency Management Agency (FEMA), but may also be led by personnel from other
Federal agencies during specific response scenarios.
During an incident or planned event that requires a coordinated Federal response,
DHS/FEMA will contact the affected State, tribal, or local jurisdictions to identify their public
information needs. Based on this information, DHS/FEMA and ESF #15 will support State,
tribal and local communications plans with staff and other resources, which may include:
 satellite trucks;
 communications equipment;
 items for a media center such as TVs, computers, podiums, microphones, etc.; and
 personnel
DHS/FEMA encourages Federal, State, tribal, and local entities to work in partnership to
ensure effective and efficient emergency information is produced and disseminated. The
Department encourages co-locating with the incident JIC, as it facilitates coordination,
cooperation, and unified messaging between the Federal government’s ESF #15 functions
and their counterparts with State, tribal, and local agencies. The following diagram shows the
ESF #15 organizations and functions at the field level (figure 3). Each of the six divisions that
make up ESF #15 are represented by their own organizational chart; the structure for the JIC
and Planning and Products sections are shown, but they are all a part of one large
organizational chart that makes up ESF #15. Each division resides in the Joint Field Office
(JFO), but the JIC could co-locate with a State-operated JIC if it is not part of the JFO.
Communications protocols:
Pre-identified incident communications
protocols are established and ready for
use during large scale incidents and
incidents requiring a coordinated
Federal response. Two primary tools
are described below.
National Incident Communications
Conference Line (NICCL):
The NICCL was created to be a single
source of coordination for DHS with all
other Federal agencies. It can work as
a call-in conference or as an open line
that can be monitored 24 hours a day for the exchange of information and updates. It
is primarily for Federal-to-Federal information sharing but can also include
communicators from the primarily impacted State and local community. Specifically,
the NICCL:




is used for transmission and exchange of information primarily targeted to support
senior State and local officials;
originates with DHS Public Affairs and is an executive call to discuss happening
events and their agencies’ roles, activities, and response; and
is typically conducted twice daily, but it could be staffed 24 hours a day and used
as an open line for information dissemination if required by an incident.
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Appendix A
Local Media List

SANTA BARBARA COUNTY AREA NEWS MEDIA OUTLETS
MEDIA
TYPE

AGENCY

LOCATION

FAX

CELL

PHONE

EMAIL

CONTACTS

Print

Print
Print
Print

Radio
Radio

Radio
Radio
Radio
Radio
Radio

Service
Television

Television
Television

Television
Television
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Appendix B -1
During an incident, the JIC may activate a Call Center. This enables Santa Barbara
County residents to reach a live operator, hear updates and have their questions
answered about an incident.
The Call Center is activated at the discretion of the Lead PIO, in collaboration with the
JIC Manager; typically for a large and full scale JIC operation. This activity is lead by
the Media Operations Leader. Media Operations Leader responsibilities include;
anticipating call volume, determining staffing and volunteer levels, cataloging inbound/
outbound calls, identifying exterior call center facilities for capacity support, and
determining how to receive, update and disseminate information.
The Call Center records statistics on calls taken during an incident for review and
reporting. In order to ensure rapid activation the Call Center has pre-identified
volunteers/personnel to staff the Center. In the event of high call volumes, the Center
has MOU’s with other facilities that will allow for the transfer of calls and appropriate
staffing.
The Call Center location and phone number will be at the discretion of the Media
Operations Leader and JIC Manager. A news release will immediately be sent out to
inform the public on where to get information.
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SAMPLE INCIDENT CALL INTAKE FORM

Time and Date of Call:
Are you safe? □ YES □ NO

If no, do you need emergency assistance?

HANG UP AND DIAL 911 NOW.
First Name
Phone number:

Last Name
Zip Code:

Where are you calling from (address/intersection, landmarks)

_

Narrative:

Information/ Referral given to caller:

Call Center Notes:
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Appendix B – 2
Position Descriptions
JIC Staff Roles and Responsibilities (If a role within your area is not delegated to
someone, it becomes your responsibility).
Lead Public Information Officer (PIO)
Activation level: All
Primary Duty:

Supervises:
Reports To:
Tasks &
Responsibilities:

Supports the information needs of the response. Establishes,
maintains, and deactivates the JIC. Represents and advises the
Emergency Services Director and/or Incident Commander on all public
information matters relating to the incident.
Joint Information Center Manager
Emergency Services Director and/or Incident Commander
Ensure that all of the following are performed:
• Support the communication needs of the EOC
• Appoint the JIC Manager
• Oversee JIC operations
• Gather incident data
• Inform the community of current events
• Coordinate information exchange (external and internal)
• Coordinate with Command Staff Liaison Officer
• Develop JIC Action Plans (mobilization, communication, demobilization)
• Maintain Personal Log

Subject Matter Expert/PIO Assistant
Activation level: All, except for Initial JIC
Topic
Description
Primary Duty:
Ensures technical accuracy of information associated with a specific
hazard. Could be an individual from within the EOC.
Supervises:
Reports To:
Tasks &
Responsibilities:

NA
Lead Public Information Officer (PIO)
• Ensures technical accuracy of hazard information
• Recommends protective actions for hazard exposure
• Provides perspective on impact of hazard
• Maintain Personal Log

Assignment
Prerequisites:

Personnel are assigned to this position based on knowledge and
responsibility for a hazard
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Joint Information Center (JIC) Manager
Activation level: All, except for Initial JIC
Topic
Description
Primary Duty:
Supervises the daily operations of the JIC. Executes plans and polices
as directed by the Lead Public Information Officer. Provides direction
to team leaders to ensure that all functions are well organized and
operating effectively.
Supervises:

Research Team Leader, Media Operations Leader, Logistics Team Leader

Reports To:
Tasks &
Responsibilities:

Lead Public Information Officer (PIO)
Ensure that all of the following are performed:
• Assume all responsibilities of the Lead PIO, as needed
• Supervise all operational and administrative activities, including
staffing and inter-office communication
• Ensure proper setup of JIC
• Oversee all operations of the JIC
• Establish internal communication procedures
• Set staff work hours and daily operating schedule
• Ensure accounting for all costs
• Ensure JIC functions are well organized and operating effectively
• Edit and obtain approval from the Lead PIO for news releases and
other for-release documents. In absence of the Lead PIO, release
information per the Unified Command.
• Assign and train primary and alternates for each JIC position/role
• • Maintain Personal Log

RESEARCH TEAM – INTERNAL AFFAIRS Research Team Leader
Activation level: All – In initial JIC the position is Research Assistant and Exercises No Supervision
Topic
Description
Primary Duty:
Supervises the Research Team.
Supervises:
Research Team (Data Gathering Unit Leader and Product Unit Leader)
Reports To:
JIC Manager
Tasks &
Ensure that all of the following are performed:
Responsibilities: • Gather, manage, and analyze information from all parts of the JIC and
Incident
• Monitors and analyzes media
• Display information for use in the JIC
• Establish and implement systems to manage the flow of information
• Support the development and modification of communications and outreach
strategy
• Support the development of materials needed to support VIP visits to the
incident site
• Assume responsibility of JIC Manager as needed
• Maintain Personal Log

September 2014
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Data Gathering Unit Leader (Internal Affairs)
Activation level: Large / Full JIC
Topic
Description
Primary Duty:
Manages the information gathering responsibilities of the JIC.
Supervises:
Data Gathering Unit (Data Gathering Unit Assistant and Media
MonitoringTeam
Unit Leader)
Reports To:
Research
Leader
Tasks &
Ensure that all of the following are performed:
Responsibilities:
• Gather information about the incident and displays it in the JIC so that it
•
•
•
•
•
•
•
•

is easily accessible to personnel answering inquiries and producing
written products
Provide all members of the JIC with copies of news releases, fact sheets,
current command messages, and talking points
Establish contacts and maintains regular time to pick up information from
all branches of the ICS/UCS/EOC
Maintain information boards in high traffic areas for response personnel
Respond rapidly to requests for the latest information from other units of
the JIC
Maintain information boards in high traffic areas to keep the response
organization informed
Monitor and analyzes the media (TV, radio, internet…)
Gather information from EOC, websites, SME’s, library and other various
sources
Maintain Personal Log

Data Gathering Assistant (Internal Affairs)
Activation level: Full JIC
Topic
Primary Duty:
Supervises:
Reports To:
Tasks &
Responsibilities:
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Description
Support Data Gathering Unit Leader
NA
Data Gathering Unit Leader
TYPICAL ASSISTANTS Media Monitoring
• Monitor and analyze TV, radio, and internet
• Photo/Video Documentation
• Documents incident damage/response
• Rapid Response
• Public information troubleshooters
• Editorial production, quality control
• Maintain Personal Log
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Media Monitor (Internal Affairs)
Activation level: Full JIC
Topic
Description
Primary Duty:
Monitors television, radio, and internet media for news regarding the
incident.
Supervises:
Media Monitoring Unit (if applicable)
Reports To:
Data Gathering Unit Leader
Tasks &
• Monitor and analyze television station broadcasts
Responsibilities:
• Monitor and analyze radio station broadcasts
• Monitor and analyze Internet media
• Maintain Personal Log

Product Unit Leader (Internal Affairs)
Activation level: Large / Full JIC
Topic
Description
Primary Duty:
Manages the information gathering responsibilities of the JIC.
Supervises:
Product Unit (Product Unit Assistants)
Reports To:
Research Team Leader
Tasks &
• Produce media advisories
Responsibilities:
• Produce public service announcements
• Produce written news releases
• Obtain approval for all releases, announcements, and news releases
• Produce fact sheets
• Produce presentations and displays
• Produce JIC staffing and organization charts
• Produce rosters (staff, visitors, speakers)
• Maintain Personal Log
Assignment
Prerequisites:

Personnel should be able to type, operate a variety of computers and
software, work quickly, and accomplish tasks with only initial direction,
and function efficiently in a high stress environment.

Product Unit Assistant(s) (Internal Affairs)
Activation level: Full JIC
Topic
Primary Duty:
Supervises:
Reports To:
Tasks &
Responsibilities:
Assignment
Prerequisites:

September 2014

Description
Supports information production
NA
Product Unit Leader

TYPICAL ASSISTANT News Release Assistant Prepares news releases
Personnel should be able to type, operate a variety of computers and
software, work quickly, and accomplish tasks with only initial direction,
and function efficiently in a high stress environment.
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EXTERNAL AFFAIRS Media Operations Leader
Activation level: All, in initial JIC the position is Media Operations Assistant and Exercises No Supervision
Topic
Description
Primary Duty:
The Media Operations Leader interacts with stakeholders;
monitors stakeholder information needs, and distributes
information in a timely and effective manner.
Supervises:
Media Operations Branch (Call Center Leader, Preparation Unit Leader,
Dissemination
UnitManager
Leader)
Reports To:
JIC
Tasks &
Ensure that all of the following are performed:
Responsibilities • Prepare speakers prior to interviews
• Conducts news conferences and town meetings
• Review print and electronic news clips and analysis
• Provide escort services to the media
• Provide escort service in coordination with the Liaison Officer as needed
for community and distinguished visitors
• Develop and implements community outreach programs
• Provide protocol support to the Liaison Officer
• Coordinate with Research Team to provide information support to Call
Center
• Monitor and maintain audience and stakeholder relations
• Support agency and team coordination
• Identify misinformation or rumors that may affect response (Work with
Research Team)
• Maintain Personal Log

Call Center Leader (External Affairs)
Activation level: Large / Full JIC
Topic
Description
Primary Duty:
The Call Center Leader Unit Leader/Assistant(s) manage
information in a timely and effective manner.
Supervises:
Call Center Unit (if applicable)
Reports To:
Media Operations Branch Leader
Tasks &
Responsibilities

•
•
•
•
•
•

September 2014

Establishes and staffs call center with support from Service Unit
Produce detailed accounts of calls, including name and
organization, phone number, nature of inquiry, and results (Use
Joint Information Center Query Record)
Maintain a comprehensive and current media log containing date,
name of PIO responding, reporter, action taken, nature of inquiry, and
contact information (Use Joint Information Center Query Record)
Staff the phones with people able to answer calls, possibly in more
than one language, from local, state, national and international
media, community and government entities
Record questions that cannot be answered immediately and call
back with the answers as found
Respond to routine inquiries using talking points, speaker
preparation, news releases, and fact sheets. Follow up faxed news
releases with calls to the media.
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Description
• Provide a detailed list of volunteers that call into the JIC, including
name, phone number, and nature of their offer (skills, food donation,
availability, etc.) to the volunteer coordinator
• Coordinate with Research Team to provide information support to Call
Center
• Coordinate and gather detailed information about other relevant call
centers
• Maintainselected
Personalfor
Log
Personnel
this position should have experience interacting
directly with the media, should be able to speak clearly and concisely, be
able to accomplish tasks with only initial direction, and function efficiently
in a high-stress environment.

Preparation Unit Leader (External Affairs)
Activation level: Large / Full JIC
Topic

Description

Primary Duty:

Manages special services required by the JIC, such as
speaker training, media analysis, and on-site escorts.
Coordinates with Logistics Service Unit.
Preparation Unit (Preparation Unit Assistant, Protocol Support
Assistant, Field
Operations
Coordinator,
Media
Operations
LeaderCommunity Outreach Officer)
Ensure that all of the following are performed:
• Prepare all spokespersons prior to interviews
• Provide escorts to the field and ICP for the media, community, and
distinguished visitors
• Analyze information gathered through news clips, telephone
conversations, town meetings, and news conferences
• Prepare for news conferences and town meetings
• Compile incident-related news information
• Monitor and maintain audience and stakeholder relations (Work with
Media Monitoring Unit)
• Develop and implement community outreach programs
• Provide protocol support to the Liaison Officer
• Coordinates with Logistics Service Branch
• Maintain Personal Log

Supervises:
Reports To:
Tasks &
Responsibilities:

Assignment
Prerequisites:

Personnel selected for this position should possess extensive media
relations, crisis response, and ICS experience, and have demonstrated
skills in interacting with the public and media. Personnel should also have
good interpersonal skills, communication experience, the ability to
accomplish tasks with only initial direction and function efficiently in a high
stress environment. Personnel selected for these positions should
possess experience in public affairs, crisis response, JIC Operations,
management, as well as have demonstrated skills Interacting with the
public and media.

September 2014
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Protocol Support Assistant (External Affairs)
Activation level: Full JIC
Topic
Primary Duty:
Supervises:
Reports To:
Tasks &
Responsibilities:

Assignment
Prerequisites:

Description
The Dissemination Unit Leader/Assistant(s) distributes
information in a timely and effective manner.
NA
Preparation Unit Leader
• Coordinate protocol activities and concerns with the Liaison Officer
• Ensure escorts are available and scheduled in support of the Liaison
Officer
• Ensure briefing packets are available to both escorts and the Liaison
Officer for Congressional and VIP visits
• Inform appropriate federal, state, and local stakeholders of response
activity
• Compile incident casebook
• Maintain Personal Log
Personnel selected for this position should possess public affairs, crisis
response, and ICS experience, as well as have demonstrated skills in
interacting with the public and people from other agencies. Personnel
should also have good interpersonal skills, risk communications
experience, the ability to accomplish tasks with only initial direction, and
function efficiently in a high-stress environment.

Field Operations Coordinator (External Affairs)
Activation level: Full JIC
Topic
Primary Duty:

Supervises:
Reports To:
Tasks &
Responsibilities:

September 2014

Description
Coordinator and JIC point of contact for Field PIOs. Serves as the
front line for JIC operations, works directly with the media and
provides PIO field support. Gathers firsthand information about
incident.
Field Operations Unit (Field PIOs)
Preparation Unit Leader
• Establish reporting procedures for Field PIOs
• Coordinates with Logistics to acquire communication equipment for
reporting
• Develop staffing plan
• Prepare media kits and materials for Field PIOs
• Assign Field PIOs to media inquiry events
• Develop media outreach strategy for Field PIOs
• Coordinate with Community Outreach Officer
• Maintain Personal Log
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Field PIO (External Affairs)
Activation level: Full JIC
Topic
Primary Duty:

Supervises:
Reports To:
Tasks &
Responsibilities:

Description
Serves as the front-line PIO in the field. Works with local news
media and serves as vital link to the JIC and disaster field office.
Identifies critical issues and potential problems and reports to
field coordinator.
N/A
Field Operations Coordinator
• Establishes and maintains a positive, professional working
relationship with the media
• Conducts onsite media interviews
• Provide field coordinator with media coverage on the event
• Report media contacts and events regularly to Field Coordinator
• Implement media outreach strategy
• Maintain Personal Log

Community Outreach Officer (External Affairs)
Activation level: Full JIC
Topic
Primary Duty:
Supervises:
Reports To:
Tasks &
Responsibilities:

Assignment
Prerequisites:

September 2014

Description
Monitor the community’s concerns regarding the incident and
advise the PIO about community information needs.
NA
Preparation Unit Leader
• Determine the information needs of the community in support of the
Preparation Unit Leader
• Coordinate community outreach programs
• Establish contact with local community influencers that can provide
feedback about how the response is perceived
• Determine the need for and format of town meetings
• Coordinate with Field Operations Coordinator
• Maintain Personal Log
Personnel selected for this position should possess community
relations, crisis response, and ICS experience, as well as have
demonstrated skills in interacting with the public. Personnel should
also have good interpersonal skills, risk communications experience,
the ability to accomplish tasks with only initial direction, and function
efficiently in a high stress environment.
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Dissemination Unit Leader (External Affairs)
Activation level: Large / Full JIC
Topic
Description
Primary Duty:
Supervises the Dissemination Unit of the JIC. The Dissemination
Unit Leader/Assistant(s) distributes information in a timely and
effective manner.
Supervises:
Dissemination Unit (if applicable)
Reports To:
Media Operations Branch Leader
Tasks &
• Determine primary newspaper, radio, and television outlets and
Responsibilities:
identifies other significant outlets, e.g., Internet, etc.
• Maintain a comprehensive and current media list containing points
of contact, phone, pager, cellular and fax numbers, and e-mail and
postal addresses
• Maintain a comprehensive and current list of interested
stakeholder phone and fax numbers or e-mail addresses and
gives a copy to the Liaison Officer
• Send written material to requestors as it is approved via fax, email,
and Internet
• Maintain a comprehensive and current log of information released
• Promote story and feature ideas to target media
• Release telephone number(s) for community volunteers and set
up a recorded message after hours telling them when to call back
• Maintain Personal Log
Assignment
Prerequisites:

September 2014

Personnel selected for this position should have experience
interacting directly with the media, should be able to speak clearly
and concisely, be able to accomplish tasks with only initial direction,
and function efficiently in a high-stress environment. Depending on
region, bilingual personnel may be needed in this unit.
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LOGISTICS BRANCH
Logistics Team Leader (Logistics)
Activation level: All, in initial JIC the position is Logistics Team Assistant and Exercises No Supervision
In Small JIC the lead agency is responsible for logistics.
Topic
Description
Primary Duty:
Participate in development and implementation of the JIC
Action Plan. Activates and supervises Branches/Units in
Logistics Section
Supervises:
Reports To:
Tasks &
Responsibilities:

Logistics Team (Support Unit Leader, Service Unit Leader,
Training Unit
Leader)
JIC Manager
• Plan organization of JIC Logistics Team and assign work
• Notify team of activation
• Identify service/support needs
• Prepare and implement plan for mobilization,
communication, and demobilization
• Provide all support and service requirements needed to
facilitate effective and efficient JIC management
• Provide facilities, transportation, supplies, equipment
maintenance, food, communication, and computers
• Assign and train primary and alternates
• Maintain Personal Log

Support Unit Leader (Logistics)
Activation level: Full JIC
Topic
Primary Duty:

Supervises:
Reports To:
Tasks &
Responsibilities:
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Description
Manages additional activities in support of public information.
Provides JIC personnel, equipment, facilities, and supplies to
support JIC operations
Support Unit (if applicable)
Logistics Team Leader
• Determines and obtains resources for JIC operations
• Provide audio/visual support
• Provide copying support for all meetings, briefings, and
distribution as necessary
• Coordinate security needs with the Security Manager of the
Facilities Unit in the Logistics Section
• Maintain Personal Log
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Service Unit Leader (Logistics)
Activation level: Full JIC
Topic
Primary Duty:
Supervises:
Reports To:
Tasks &
Responsibilities:

Description
Manages coordination of meetings, interviews, and engagements.
Service Unit (if applicable)
Logistics Team Leader
• Works with Preparation Unit to prepare personnel for speaker
preparation, news conferences, town meetings, signal media
interviews, and special events.
• Works with Preparation Unit to schedule spokespersons for
interviews with media, community, and distinguished visitors
• Works with Preparation Unit to schedule designated
spokesperson to receive speaker preparation prior to each
interview
• Advise the Information Officer and JIC Manager on times for news
conferences and town meetings
• Schedule field escorts in coordination with the Protocol Support
Assistant
• Establish a daily drive-time call-out schedule that meets local
radio and television deadlines. Advises on JIC communication
capabilities
• Prepares JIC Plans
• Works with News Desk to ensure call center is established
• Set up and maintain JIC phones, faxes, copiers, computers, etc.
• Ensure an equipment accountability system is established
• Maintain Personal Log

Training Unit Leader (Logistics)
Activation level: Full JIC
Topic
Primary Duty:
Supervises:
Reports To:
Tasks &
Responsibilities
:
Assignment
Prerequisites:

September 2014

Description
Manages JIC training.
Training Unit (if applicable)
Logistics Team Leader
• Provide training support prior to and during an incident
• Maintain Personal Log
Thorough understanding of all JIC processes and equipment.
Personnel selected for this position should be able to accomplish
tasks with only initial direction and function efficiently in a highstress environment.
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Appendix B -3
Interpreters for Emergency Incidents
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Appendix B -4
Wi-Fi Hotspots in Santa Barbara County
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Appendix C
Activation Contact List -
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Appendix D
Forms & Checklists

A.
•
•
•
•
•
•
•
•
•
•
•

Forms
Personal Log ............................................................................................. 43
Information Release Approval Form .......................................................... 45
Public Call Sheet ....................................................................................... 47
Media Call Sheet ....................................................................................... 49
Media Sign In Sheet .................................................................................. 51
Media Monitoring Worksheet ..................................................................... 53
Media Content Analysis Worksheet........................................................... 55
Message Preparation Template ................................................................ 57
Moderator Script Worksheet ...................................................................... 59
Situation Work Sheet................................................................................. 61
Post-Incident Evaluation of Public Information Preparedness ................... 63

B.
•
•
•
•
•
•

Checklists
JIC/JIS Manager Daily Checklist ................................................................... 67
JIC/JIS Staff Meeting Checklist ..................................................................... 69
Lead PIO Daily Checklist ............................................................................... 49
News Conference Checklist .......................................................................... 73
Town Meeting Checklist ................................................................................ 79
JIC/JIS Equipment Checklist ......................................................................... 83
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FORM 214 (Personal Log)
UNIT LOG
4. Unit Name / Designato rs

7.

8.

1. Incident Name

2. Date Prepared

5. Unit Le ade r (Name and Positio n)

Personnel Roster Assigned
Na m e

3. Time Prepared

6. Operational Period

ICS Position

Home Base

Activity Log

Time

Major Events

9. Prepared by (Name/Position)

September 2014
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JIC/JIS INFORMATION RELEASE APPROVAL FORM
Please keep with draft and original release at all times
News Release
PSA
Alert

Media Advisory
Fact Sheet
Talking Points

Flyer
Backgrounder
Other

Document Title:
Document Prepared By:
Name:
Date:

Title:

Agency:
Time:

Version (circle one):
1st Draft
2nd Draft

3rd Draft

4th Draft

5th Draft

Approval Parties (obtain approval from all applicable agencies):
CIRCLE ONE

SIGNATURE

OK to release
as is

Make changes
and release

Make changes
and reroute

OK to release
as is

Make changes
and release

Make changes
and reroute

OK to release
as is

Make changes
and release

Make changes
and reroute

OK to release
as is

Make changes
and release

Make changes
and reroute

OK to release
as is

Make changes
and release

Make changes
and reroute

Media
Operations
Team

OK to release
as is

Make changes
and release

Make changes
and reroute

Research
Team

OK to release
as is

Make changes
and release

Make changes
and reroute

Lead
PIO(s)

September 2014
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PUBLIC CALL SHEET

Date:

Time:

Call Taker:

Person Calling:
Organization (If applicable):
Phone Number: (desk)

(cell)

Fax Number:
Email Address:
Information Requested:

Action Taken:





Refer to (check as appropriate)
o

Agency PIO (name and agency)

o

JIC Information Coordinator

Complete

September 2014
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JIC/JIS MEDIA CALL SHEET

Date:

Time:

Call Taker:

Media Outlet:
Reporter:
Phone Number: (desk)

(cell)

Fax Number:
Email Address:
Information Requested:

Action Taken:





Refer to (check as appropriate)
o

Agency PIO (name and agency)

o

JIC Information Coordinator

Complete

September 2014
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Media Sign-In Sheet

CHECK-IN SHEET
AGENCY

September 2014

INCIDENT NAME:
NAME

DATE:
DATE/TIME

CONTACT #

51

EMAIL ADDRESS

SANTA BARBARA OPERATIONAL AREA
PUBLIC INFORMATION ANNEX

JOINT INFORMATION SYSTEM PLAN

INTENTIONALLY LEFT BLANK

September 2014

52

SANTA BARBARA OPERATIONAL AREA
PUBLIC INFORMATION ANNEX

JOINT INFORMATION SYSTEM PLAN

SANTA BARBARA COUNTY JOINT INFORMATION CENTER
MEDIA MONITORING WORKSHEET
DATE:

TIME:

September 2014

MEDIA OUTLET:

REPORTER:

REPORT DETAILS:

53
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JIC MEDIA CONTENT ANALYSIS WORKSHEET
Date of news:
Time of monitor:
Media outlet name:
Broadcast times:
Reporter:
Coverage synopses:

Issues:

Inaccuracies:

View points:

Corrections:

Who notified of discrepancies:

September 2014
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MESSAGE PREPARATION TEMPLATE
Prepare a statement of commitment, empathy or concern to use as an introduction. Put yourself into the shoes
of your audience and address what they are most concerned about.
Example: “Before I give you an update of the incident, I’d like to say our number one concern is the safety of the
community.” or “The most important objective in our operation is ensuring a resolution to this situation as soon as
possible.”
NOTE: From this point on, sentences should be short – seven to 12 words in length.
Prepare one to three key messages you want to address and incorporate them into a bridge between the
sentence above and the body of your statement.
Example: “Precautionary vaccination is the best course of events and we’re starting clinics later today.”
Clarify facts and give a call for action.
Who
What
Where
When
Why
How
What we don’t know:
Explain process to get answers:
Repeat statement of commitment:
Give referrals:
For more information
Next scheduled update
Finally, check your message for the following:
 Positive action steps
 Honest/open tone
 Applied risk communication principles
 Clarity
 Simple words, short sentences

September 2014




No jargon or acronyms
No judgmental phrases




No humor
No extreme speculation
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JIC MODERATOR SCRIPT OUTLINE
Welcome to today’s (this morning’s/tonight’s) news conference.

My name is

We will be presenting information on:

With us today are:
 We will begin today with brief statements by representatives of the Unified Command.
Then we will open the floor to your questions.
 Because of the on-going response needs, we will be available for
today.
 Our next informational update will be provided at

minutes

_.

 Following the news conference, staff of the Joint Information Center staff and I will try to
help you with any further needs.
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SITUATION WORKSHEET

Received From:

Incident Name:

Dept./Agency

Date/Time:

Contact Name:
Radio:

Phone:

Area Involved:

Number Injured or Dead:
Number and type of special facilities (shelters, donation centers, etc.)

Road Status (closure, evacuation routes, etc.)

Status of Dept./Agency, mutual aid availability:

Shortages of critical resources and unfilled orders for critical resources:

Homes, infrastructure, watersheds, etc. threatened by incident:

Dept./Agency problems and/or concerns:
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Job Aid: Post-Incident Evaluation of Public Information Preparedness
(Page 1 of 4)

Evaluation Process To Conduct: After an incident, evaluate the effectiveness of your public
information preparedness so you can learn from that incident and improve for the next one.
You will want to determine:
Step 1: What did we do this time?
Step 2: What do we want to do next time?
Step 3: Want do we need to do now to be ready?
People To Consult: People who can provide valuable information about public information
performance after an incident include:





The Incident Commander
Field/On-scene PIOs
Joint Information Center (JIC) PIOs
Other agency/department PIOs

 Public Inquiry Center personnel
 News media (reporters, editors,
producers)
 Partner organizations
 The general public

Step 1: What did we do this time?
• Assess the effectiveness of the public information Operation.

.

Evaluate JIC Activation:
• Was the JIC activated as soon as possible?
• How smoothly did JIC activation go?
• What could be done to improve JIC activation?.

.

• Evaluate Message Transmission:
• Did the right people get the right information?
• Was information transmitted in a timely manner?
• Were there issues of miscommunication or confusion? If so, how were they caused,
and resolved?
• What could be done to improve message transmission?

.

• Evaluate Quality of Information:
• Was the information that was disseminated accurate?
• Was the information easy to understand?
• What can be done to improve the quality of the information?
• Evaluate Accessibility of Information to Special Populations:
• Was the information made accessible to people with special needs (e.g, people
with visual and hearing impairments, language translation needs, and mobility
impairments)?
• What can be done to improve the accessibility of the information?
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Job Aid: Post-Incident Evaluation of Public Information Preparedness
(Page 2 of 4)

Step 1: What did we do this time? (Continued)
• Evaluate Incident Documentation and Products:
Review:
 Media contact logs
 News clippings
 Audiotapes/videotapes of interviews and news coverage
 Copies of products: news releases, talking points, briefing booklets,
news conference agendas, flyers
Ask:
 Did the written products present information clearly, succinctly, and
professionally?
 Did PIOs speak articulately and present information well during news
conferences and in interviews?
 What can be done to improve the quality of incident documentation and
products?
•

Evaluate PIO Relationships With Media, Partners, Responders, and the Public:
Describe any problems during the incident regarding PIO relationships with:
 Media
 Public information partners
 Other response personnel
 The public
 What can be done to improve PIO relationships

• Evaluate JIC Internal Operations:
 Did PIOs have the equipment needed? If not, what was lacking?
 Did PIOs get the information they needed? If not, why not?
 Did the message approval process work? If not, why not?

Step 2: What do we want to do next time?
Look at successes to replicate and problems to avoid repeating. Set goals for next time.
• Set Goals for Output and Products:
• What products will you produce?
• What quality will you accept-in products, documentation, and PIO performance?
• How will message transmission meet the needs of the various people who need
information?
• What can be done to improve JIC internal operations relating to public information?
• Set Goals for Systems Issues:
• How can approval processes be designed to work efficiently?
• How can necessary public information resources be secured in a timely manner?
• How can public information production and dissemination processes be
designed to work effectively?
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Aid: Post-Incident Evaluation of Public Information Preparedness
(Page 3 of 4)

Step 2: What do we want to do next time? (Continued)
• Set Goals for Logistical Factors:
•
•
•
•

What equipment is necessary for the JIC, and how can you assure it will be
available when needed?
What technology is necessary for the JIC, and how can you assure it will be
available when needed?
What personnel are necessary for the JIC, and how can you assure they will be
available when needed?
What environment is necessary for the JIC, and how can you assure it will be
available when needed?

• Set Goals for Human Factors:
• What skills and technical proficiencies are necessary for public information staff?
• What special skills do public information personnel possess that can be utilized to
enhance JIC operation?
• What personnel are necessary for successful JIC operation?
• What relationships can be improved to facilitate informing the public?
• What comfort, security, and safety issues must be under control for successful JIC
operation?
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Job Aid: Post-Incident Evaluation of Public Information Preparedness
(Page 4 of 4)
Step 3: What do we need to do

now to be ready?

Focusing on the goals for next time, consider the following strategies for improving in key areas.
To Improve Output

Consider ...




Provide training to enhance PIO skills (e.g., writing, oncamera interview techniques, photography).
Rewrite pre-scripted news releases and factsheets so they
are current.
Update and expand your Smart Book.

Comments:

To Improve Systems:

Consider ...



Streamline processes that slowed down the public
information operation (e.g., approval, production,
dissemination).
Institutionalize into the standard operating procedures those
processes that contributed to incident success (e.g.,
alternative dissemination process).

Comments:

To Improve Logistics

Consider ...




Identify equipment that could improve efficiency, and determine
how to secure it.
Research new technology that would improve operations.
Research costs and other factors or consideration during
the appropriate budget cycle.

Comments:

To Improve Human Factors

Consider ...




Identify gaps in skills in public information personnel and recruit to
fill those gaps.
Update records to ensure that PIOs' skills are being tapped.
Revise standard operating procedures to address personal
comfort, security, and safety issues.

Comments:
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JIC MANAGER DAILY CHECKLIST
 Receive briefing from previous shift;
 Develop and monitor information operations in support of overall response efforts;
 Maintain high level of understanding of current situation and response operations by
briefing with lead PIO or at the discretion of the Lead PIO attend a unified command
post briefings;

 Ensure information is being provided to the public and all other stakeholders;
 Monitor any request identified by the Lead PIO or at the discretion of the Lead PIO from
unified commander as “special” (e.g., VIPs, special interest, local issues);

 Ensure necessary work space, materials, equipment and personnel are available or
requested;

 Ensure appropriate and timely communications are maintained by the JIC with
government, community and media throughout the response;

 Ensure all the hard work done by yourself and the members of the JIC is well
documented and delivered to the Plans and Intel Section of the EOC and other agencies
as requested;

 Complete daily log;
 Gather Personal Logs for your unit, review and submit.
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JIC/JIS STAFF MEETING CHECKLIST
Date:

_/

_/

Staff member

Time:

:

Accomplishments or Assignments

1. Lead PIO
2. PIO Assistant
3. JIC Manager
4. Research Team Leader
5. Media Operations Leader
6. Logistics Team Leader
7.

Data Gathering Unit Leader

8. Call Center Leader
9. Dissemination Unit Leader
10. Field PIOs
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LEAD PIO DAILY CHECKLIST
 Receive briefing from previous shift;
 Develop and monitor information strategies in support of overall response efforts;
 Monitor JIC’s activities to ensure information strategies are being followed;
 Maintain high level of understanding of current situation and response operations by attending
unified command post briefings;
 Ensure public affairs people in field are given assignments;
 Receive approval from unified commander on all information released from the JIC;
 Ensure staff in JIC work with the necessary people to obtain the most current information;
 Provide unified commander with timely information about external perceptions, concerns and
needs regarding the incident and response;
 Ensure the speakers for news briefings are well-prepared by the JIC beforehand;
 Ensure all the hard work done by yourself and the members of the JIC is well documented
and delivered to the Plans Section of the EOC;
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NEWS CONFERENCE CHECKLIST
Facilities: Conduct a walk-through before the event and the morning of the event.
Site satisfactory
Space adequate
Security available, if needed.
Accessible for physically disabled
Parking available
Outdoors — grounds in good condition
Visuals identified
Equipment: Test equipment before and on the day of the event. Allow time for
replacement and know who to contact about equipment problems.
Microphone/amplifier
Podium
Platform/stage
Acoustics
Visual aids (equipment, screens, easel, charts, etc.)
Heat/air (where controls are/how to adjust them if necessary)
Video/audio recording equipment, including multi box
Seating arrangements
Registration table –one for press and one for guests
Signage
Tables, Chairs
Table cloths
Logo (s)
Timer
Materials: These should all be prepared in advance.
Sign-in sheets- name, address, phone numbers, email address,
affiliation
Name tags
Tent cards for press conference participants if needed
Posters
Press kits-have them available at the sign in table for press
Pads and pencils
Participant materials- press kits, releases, etc.
Agenda
Staffing and Set-up: Your staff should be professionally dressed and
wearing name tags.
Speakers
Staff on hand and in place-station the greeter(s) appropriately
Refreshments/ Water
Photographer

September 2014

73

SANTA BARBARA OPERATIONAL AREA
PUBLIC INFORMATION ANNEX

JOINT INFORMATION SYSTEM PLAN

NEWS CONFERENCE CHECKLIST (continued)
Before the Conference
Find credible spokespersons
Develop key messages
Choose an appropriate date
Choose a convenient time
Identify a site
Write a media advisory
Develop a media list
Fax the media advisory
Have your materials prepared
Have the site of the conference well prepared

Day of the Conference
Review key messages and news conference agenda prior to conference
Meet members of the press
PIO should introduce the speakers
Start promptly
Have additional people available to answer questions if needed

After the Press Conference
Consider sending thank you notes to the VIPs who attended
Distribute the press kit to key media who were unable to attend
Monitor the press coverage
Additional News Conference Tips
When to Hold a Press Conference
There are times when a press conference or media event is the best way to broadly
deliver important information about your program to the press. They offer the potential
for reaching multiple reporters from the broadcast, print, and trade press at a single
event. Press conferences can be efficient and exciting. They heighten interest in the
story and may even reinforce the natural competitiveness of the press, increasing the
prospects of your story being covered. Consider the following points in deciding if you
should hold a press conference:
• Is your story newsworthy, timely, and of interest to news-reporting
organizations?
• Are there alternative means of delivering your message that would be equally
or more effective?
• Does the press conference offer reporters special advantages, such as
interesting visuals and hearing directly from experts, key officials, and other
important figures?
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Successful press conferences invariably involve a great deal of staff time and should not be
undertaken without good reason. Even with a strong topic and story, it is not easy to secure
press attendance
How to Prepare Your Spokesperson for the Event
•

•
•
•
•
•
•

It is good practice to have a primary spokesperson for your issue. That person should be
well prepared for the event and ready to answer reporters’ questions. To help your
spokesperson:
Develop a brief statement – less than 10 minutes is a good rule-of–thumb and a set of “talking
points” that focus on your key messages.
Consider using visual aids such as poster-size charts or overheads. If you produce visuals,
they should be clear and easily understood, and visible from any point in the press area.
Anticipate questions and prepare clear, brief answers.
Provide the statement, “talking points,” and Q&As to your spokesperson and anyone else
who might be answering questions. (Note: Do not distribute talking points or Q&As; they
are for internal use only.)
Schedule a rehearsal. You may want to have several people there to give it the feel of the
actual event, you may want to videotape it to assess and improve the presentation.
Decide how questions will be handled. If more than one person in involved in the
presentation, it is a good idea to have a moderator who is knowledgeable about the
participants and can call on the best person to answer each question.

Before the News Conference
Find credible spokespersons who will work with PIO/JIC to develop key messages.
Choose an appropriate date for the press conference. Make sure your conference doesn’t
coincide with another news conference or community event.
Choose a convenient time for the press. The best time to schedule a news conference is 10:00
a.m. This allows time in the morning for the assignment editor to review the story options for the
day and to assign a reporter to your event. Remember, TV and radio producers need time to edit
the story for broadcast, and newspaper reporters need time to write. That’s why the morning
hours are preferable.
Identify a site for your news conference. Consider parking, security, and photo op needs.
Remember that TV tells its story in pictures, so make your site as visually appealing as
possible.
Write a media advisory using the "who, what, where, when and why" basics. Keep it brief — a
media advisory is not a press release. Include crucial information such as directions, a map, where
to enter the building, parking instructions, and what will be addressed at the news conference.
Fax and/or email the media advisory to your list of journalists. Fax it as early as two days
before the event and then follow up with a phone call to confirm that it has been received by
each newsroom. Fax it again the day before and the morning of the event. Be vigilant about
making follow-up calls to sell your story to the assignment editor.
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Have your materials prepared and ready to be distributed to the attendees. You should include
a press release, a fact sheet and/or brochures, information on your organization, photos, graphs,
charts, etc.
Have the site of the conference well prepared. Post signs or other visuals in advance, if
possible. Also, post directional signs to guide journalists to the site.
The Day of the Press Conference
Review your logistics and the instructions above. Arrive at least an hour ahead of time if
possible.
Meet members of the press as they arrive. Take down their names and phone numbers and
give each of them a press kit, agenda, general information and a press release.
Start the news conference no later than five minutes after the announced time. Have the
speakers present and allow some time for questions and answers. Have the PIO facilitate the Q
and A session.
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Moderator Script Outline
Welcome to today’s (this morning’s/tonight’s) news conference.
My name is:
We will be presenting information on:
With us today are:
We will begin today with brief statements by representatives of the Unified Command. Then
we will open the floor to your questions.
Because of the on-going response needs, we will be available for
Our next informational update will be provided at

minutes today.
_.

Following the news conference, staff of the Joint Information Center staff and I will try to
help you with any further needs.
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TOWN MEETING CHECKLIST
The following checklist should be used in setting up town meetings. Personnel from several
units of the JIC (e.g., Lead PIO, Research, Logistics) will play some role in conducting this
activity. Risk communication principles note exhibit hall-type town meetings are far more
successful than traditional question and answer-type sessions. The PIO Assistant, with input
from others, should coordinate for displays, as well as speakers to staff them. The media
should be invited to town meetings.

1.

Select the appropriate time for the exhibit/town meeting.
NOTE: The end of the working day is best, although this may conflict with media
newscasts. Tuesday and Thursday have proven to generate greater attendance.

2.

Select an appropriate meeting format, i.e., open house, audio/visual presentation, panel
discussion.

3.

Select and schedule an appropriate location.
NOTE: The location should be easily accessible, with plenty of parking, power and
minimal background noise. Provide signage to the specific room.

4.

Notify the community of the event with adequate advance notice.

5.

Set up exhibits, schedule and conduct speaker preparation and give any assistance
with materials for exhibits.

6.

Appoint a town meeting moderator, usually the Lead PIO.
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Recommended
for PIO's
Personal "Go
Kit"

Dedicated
JIS/JIC
Resource.

Item is Shared Resource (indicate
from which agency)

Equipment List for Santa Barbara County JIS/JIC
Laptop computer, charger, loaded with Word, PP, Acrobat Reader
USB, loaded with media and JIC contact lists, electronic copy of your agency letterhead, news release template
Cell phone (smart phone) with charger
Clipboard, writing pads, and pens
Copy of SBCJIS Plan and your agency's Public Information Plan
Battery powered radio and/or NOAA weather/emergency radio
Free wireless access point locations
Portable, wireless-network printer, fax, scanner with AC adapter
Four 6-outlet power strips with 10-foot grounded (3-prong) extension cords
Portable audio recorder/player with microphone
Digital still camera, six mega-pixel (or higher) resolution MANY OF US HAVE ONE
Digital video camera, 640x480 (or higher) resolution in MPEG-2 or MPEG-4 format
AM-FM-TV band recorder/player to record broadcast media coverage of the incident
Personal Protective Equipment (gloves, mask)
White Boards
Laptop projectors/ screens
Flip Charts & Markers
TV/Computer Monitors for Media Monitoring
Office Supplies (Notepads, printing paper, pens/pencils / makers, staplers, clips, post-its)
Power Extension Cords, Ethernet Cables, Masking Tape, etc.
PIO Vests and generic ID badges
Material Packets for each unit lead (Forms)
Preloaded Flash Drives/ Memory Sticks for each unit lead (Forms)
Established Twitter account
Established Teleconference Number
Virtual meeting and document sharing web portal capabilities, including login and password instructions and web-cam
equipment
Portable Podium
Microphone & Amplifier
Large Maps of County and Surrounding Area
List of Translation Services
Telephone Company Contacts for hard-line telephones
Other Important Business Contacts, Commercial Printers, etc.
Conference call phone
Large plastic tubs for storage with handles (for storage)
Mult box
Back drop
Mult box audio cord - 30 feet long
NOAA weather/emergency radio
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Appendix E
Recommended Training
Required training for the Command and General Staff:
• Introduction to the Incident Command System (ICS-100)
http://training.fema.gov/EMIWeb/IS/is100.asp
• ICS for Single Resources and Initial Action Incidents (ICS-200)
http://training.fema.gov/EMIWeb/IS/is200.asp
• Intermediate Incident Command System (ICS-300)
http://www.fema.gov/about/contact/statedr.shtm
• National Incident Management System (NIMS), An Introduction (IS-700)
http://training.fema.gov/EMIWeb/IS/is700.asp

Recommended courses:
• Basic Public Information Officers Course (G-290)
http://training.fema.gov/EMIWeb/EMICourses/E388.asp and
http://www.fema.gov/about/contact/statedr.shtm
• Advanced Public Information Officer (E-388)
http://training.fema.gov/EMIWeb/EMICourses/E388.asp
• Advanced Incident Command System (ICS-400)
http://www.fema.gov/about/contact/statedr.shtm
• National Incident Management Systems (NIMS), Public Information Systems
(IS-702) http://training.fema.gov/EMIWeb/IS/is702.asp
• National Response Plan (NRP), An Introduction (IS-800)
http://training.fema.gov/EMIWeb/IS/is800a.asp
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Appendix G
Sample Agreement
Santa Barbara County Emergency Public Information Communicators (EPIC) Agreement
(An appendix to the Santa Barbara County JIS/JIC Plan)
A. Mission
It is the mission of the Santa Barbara County Emergency Public Information Communicators
(EPIC) to provide incident information, designed to support any agency having jurisdiction
during a large scale event. EPIC consists of representatives from a large number of public,
private and non-profit entities in Santa Barbara County.
B. Scope
The scope of this document shall apply to all of Santa Barbara County, except federal lands
and shall include lands within the incorporated limits of municipalities of Santa Barbara County.
C. Purpose
Incidents within Santa Barbara County require a standardized management system. All
agencies and political subdivisions that participate in the EPIC, agree to utilize the National
Incident Management System (NIMS) for all multi-agency and/or multi-jurisdictional incidents
to the degree possible.
As emergency incidents often require that information be disseminated to the public, the
members of EPIC have agreed to help staff a Joint Information Center when necessary, and to
use the Joint Information System in their cooperative efforts.
Members of EPIC compiled the Santa Barbara County JIC/JIS plan to provide a framework for
collaborative operations during these multi-agency incidents.
The Santa Barbara County Joint Information Center (JIC) is a physical location where public
affairs professionals from organizations in incident management activities work together in
conjunction with the Emergency Operation Center (EOC) and or the Incident Commander to
provide critical emergency information, crisis communications, and public affairs support.
The Santa Barbara County JIC serves as a focal point for the gathering, verifying,
coordinating, and disseminating of information to the public and media concerning incident
response, recovery, and mitigation. The Santa Barbara County Joint
Information System (JIS) uses pieces of the JIC structure, but does not always have a
designated location (or may have PIOs coordinating efforts at several locations). The JIS is
designed to work equally well for small and large situations and can expand or contract to
meet the needs of the incident. EPIC will be available for staffing and managing the JIC. The
goal of the JIC is to “Get the right information to the right people at the right time.”
D. Staffing
Personnel from the signatory agencies agree to help staff the Joint Information Center (during
incidents when an Emergency Operations Center is activated), when it is determined
necessary by the Emergency Operations Center or Incident Commander. On smaller
incidents, staff from this agency will work as part of the Joint Information System, when it is
determined feasible by their agency.
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E. Costs
During the initial days of activation of a Joint Information Center (or use of the Joint Information
System), staff salaries will continue to be paid by the agency that employs them. If the incident
becomes longer term, and reimbursement (by the federal government or other entities)
becomes possible, that avenue will be pursued by the Emergency Operations Center.
F. Terms
1.
This agreement does not supersede, supplant nor is it intended to supersede or
supplant any statutory responsibility on any party’s part. A party may not and shall not
claim or assert that it is relieved of any legal obligation by virtue of the existence of this
agreement.
2.

This agreement shall remain in effect for a period of three years from the date of
execution of the last signatory party. The agreement shall renew thereafter. Upon
written notification from the Santa Barbara County Emergency Operations Chief or
designee to all participating parties prior to the expiration date of the agreement any
party may decline to renew.

3.

The obligations and procedures established under this agreement shall be reviewed
every three years by EPIC prior to the anniversary of the effective date of the
agreement. After said review, the SBCOA shall prepare a written report detailing the
change(s) or modification. The report, in total or parts thereof, will be proposed for
adoption amendments to this agreement and will be adopted only upon unanimous
agreement by all signatories.

4.

Each party shall be responsible for its own costs incurred in the performance of this
Memorandum of Understanding (unless a separate agreement is made specific to a
particular incident).

5.

Any party may terminate its involvement in this agreement upon thirty (30) days written
notice to the Emergency Operations Chief of Santa Barbara County Office of Emergency
Management.

6.

Any grievance, protest or complaint by any party to this agreement with respect to this
agreement shall be made in writing to the Office of Emergency Management of Santa
Barbara County. Who will then present the issue for discussion and resolution to the
EPIC at the next regularly scheduled meeting.

7.

Any cancellation, grievance, protest or complaint registered with the Office of
Emergency Management of S a n t a B a r b a r a County by a party to this agreement
shall require a written acknowledgment from the Emergency Operations Chief of Santa
Barbara County to that party within ten (10) working days of receipt of that
cancellation, grievance, protest or complaint.
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Appendix H
Emergency Management Acronyms
A&W - Alert and Warning
AAR - After Action Report
ARC - American Red Cross
CAER - Community Awareness & Emergency Response
CalARP - California Accidental Release Prevention
CalBO - California Building Officials
CalEPA - California Environmental Protection Agency
CalREP - California Radiological Emergency Plan
CalSCIP – California Statewide Communications Interoperability Plan
CalSIEC – California Statewide Interoperability Executive Committee
CalTRANS - California Department of Transportation
CBO - Community Based Organization
CD - Civil Defense
CDF - California Department of Forestry and Fire Protection
CDHS – CA Department of Health Services
CDMG - California Division of Mines and Geology
CEC - California Energy Commission
CEPEC - California Earthquake Prediction Evaluation Council
CESRS - California Emergency Services Radio System
CHIP - California Hazardous Identification Program
CHMIRS - California Hazardous Materials Incident Reporting System
CHP - California Highway Patrol
CLETS - California Law Enforcement Telecommunications System
CMAS – California Multiple Award Schedules
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CNG – California National Guard
CSTI - California Specialized Training Institute
CSWC – California State Warning Center
CUEA - California Utilities Emergency Association
CUPA - Certified Unified Program Agency
DAD - Disaster Assistance Division (of the state Office of Emergency Svcs)
DFO - Disaster Field Office
DGS - California Department of General Services
DHS – Federal Department of Homeland Security
DHS-RHB - California Department of Health Services, Radiological Health Branch
DMORT – Disaster Mortality Assistance Team
DO - Duty Officer
DOC - Department Operations Center
DOE - Department of Energy (U.S.)
DOF - California Department of Finance
DOJ - California Department of Justice
DPA - California Department of Personnel Administration
DPIG - Disaster Preparedness Improvement Grant
DR - Disaster Response
DRC – Disaster Resistant California Conference
DSA - Division of the State Architect
DSR - Damage Survey Report
DSW - Disaster Service Worker
DSTC – CA Department of Toxic Substance Control
DWR - California Department of Water Resources
EAS - Emergency Alerting System
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EDIS - Emergency Digital Information System
EERI - Earthquake Engineering Research Institute
EMA - Emergency Management Assistance
EMAC – Emergency Management Assistance Compact
EMAP - Emergency Management Accreditation Program
EMI - Emergency Management Institute
EMMA - Emergency Managers Mutual Aid
EMPG – Emergency Management Performance Grant
EMS - Emergency Medical Services
EOC - Emergency Operations Center
EOP - Emergency Operations Plan
EPA - Environmental Protection Agency (U.S.)
EPI - Emergency Public Information
EPIC - Emergency Public Information Council
ESC - Emergency Services Coordinator
FCO – Federal Coordinating Officer
FDAA - Federal Disaster Assistance Administration
FEAT - Governor’s Flood Emergency Action Team
FEMA - Federal Emergency Management Agency
FFY - Federal Fiscal Year
FIR - Final Inspection Reports
FIRESCOPE - Firefighting Resources of So. California Organized for Potential Emergencies
FMA - Flood Management Assistance
FMAG – Fire Management Assistance Grant
FSR - Feasibility Study Report
FY - Fiscal Year
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GEOEC – Governor’s Emergency Operations Executive Council
GIS - Geographical Information System
GOAR – Governor’s Office Action Request
HAZMAT - Hazardous Materials
HAZMIT - Hazard Mitigation
HAZUS - Hazards-United States (an earthquake damage assessment prediction tool)
HCD - Housing and Community Development
HEICS - Hospital Emergency Incident Command System
HEPG - Hospital Emergency Planning Guidance
HIA - Hazard Identification and Analysis Unit
HMEP - Hazardous Materials Emergency Preparedness
HMGP - Hazard Mitigation Grant Program
HSEEP – Homeland Security Exercise and Evaluation Program
HSGP – Homeland Security Grant Program
IDE - Initial Damage Estimate
IA - Individual Assistance
ICP – Incident Command Post
IFG - Individual & Family Grant (program)
IPA - Information and Public Affairs (of state Office of Emergency Services)
IRG - Incident Response Geographic Information System
IRT – Incident Response Team
JEOC – Joint Emergency Operations Center
JFO – Joint Field Office
JIC – Joint Information Center
JRIES – Joint Regional Information Exchange System
LAC – Local Assistance Center
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LAN - Local Area Network
LEMA - Law Enforcement Mutual Aid
LEPC - Local Emergency Planning Committee
LEVS – Law Enforcement and Victims Services Branch (of OES)
MARAC - Mutual Aid Regional Advisory Council
MHID - Multi-hazard Identification
MOU - Memorandum of Understanding
NBC - Nuclear, Biological, Chemical
NEMA - National Emergency Management Agency
NEMIS - National Emergency Management Information System
NFIP - National Flood Insurance Program
NOAA - National Oceanic and Atmospheric Association
NPP - Nuclear Power Plant
NSF - National Science Foundation
NWS - National Weather Service
OA - Operational Area
OASIS - Operational Area Satellite Information System
OCC - Operations Coordination Center
OCD - Office of Civil Defense
OCJP – Office of Criminal Justice Planning
OEP - Office of Emergency Planning
OES - California Governor’s Office of Emergency Services
OHS – Governor’s Office of Homeland Security
OPI – Office of Public Information (of OES)
OSHPD - Office of Statewide Health Planning and Development
OSPR - Oil Spill Prevention and Response
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PA - Public Assistance
PDA - Preliminary Damage Assessment
PFO – Principle Federal Official
PIO - Public Information Officer
POST - Police Officer Standards and Training
PPA/CA - Performance Partnership Agreement/Cooperative Agreement (FEMA)
PRA – Public Records Act
PSA - Public Service Announcement
PSRSPC – Public Safety Radio Strategic Planning Committee
PTAB - Planning and Technological Assistance Branch
PTR - Project Time Report
RA - Regional Administrator (OES)
RADEF - Radiological Defense (program)
RAMP - Regional Assessment of Mitigation Priorities
RAPID - Railroad Accident Prevention & Immediate Deployment
RDO - Radiological Defense Officer
RDMHC - Regional Disaster Medical Health Coordinator
REOC - Regional Emergency Operations Center
REPI - Reserve Emergency Public Information
RES - Regional Emergency Staff
RIMS - Response Information Management System
RMP - Risk Management Plan
RPU - Radiological Preparedness Unit (OES)
RRT - Regional Response Team
RTTAC – Regional Terrorism Threat Assessment Center
SAA – State Authorized Agency
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SAM - State Administrative Manual
SARA - Superfund Amendments & Reauthorization Act
SAVP - Safety Assessment Volunteer Program
SBA - Small Business Administration
SCO - California State Controller’s Office
SCO – State Coordinating Officer
SEMS - Standardized Emergency Management System
SEPIC - State Emergency Public Information Committee
SHSGP – State Homeland Security Grant Program
SLA - State and Local Assistance
SONGS - San Onofre Nuclear Generating Station
SOP - Standard Operating Procedure
STTAC – State Terrorism Threat Assessment Center
SWEPC - Statewide Emergency Planning Committee
T&E – Training and Exercise
TICP – Tactical Interoperable Communications Plan
TTT - Train the Trainer
UPS - Uninterrupted Power Source
USAR - Urban Search and Rescue
USGS - United States Geological Survey
WAN - Wide Area Network
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