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Pub l i c  In fo rmat ion  –  Ex te rna l  Af fa i r s  P lan

Purpose,  Goals,  and Object ives
This plan will develop procedures and policies to support the External Affairs function 
for a combined local, State, and Federal response to a catastrophic event in Florida,
especially for a catastrophic hurricane. All phases of emergency management will be 
addressed, including preparation, response, and recovery. This plan builds upon the 
Emergency Support Function 14 (Public Information) section of the Florida State 
Comprehensive Emergency Management Plan. This plan will identify the triggers to 
indicate when to initiate actions for a potential catastrophic hurricane event.

Purpose
This plan has four main purposes:

1. To identify and develop planning points to support the External Affairs Function 
ESF 14 (State) and ESF 15 (Federal) during a catastrophic event in Florida

2. To provide strategic information concerning the State Emergency Response Team
and FEMA working in conjunction with affected counties

3. To synchronize key messages and talking points between the local, State and Federal 
response partners

4. To identify and develop key messages based on the planning assumptions identified 
in this Florida Catastrophic Annex

Goals
The key goals and concepts of the External Affairs function for a catastrophic event 
include collaboration and planning with local, State, and Federal partners. Additional 
goals that should be achieved according to this plan include the following:

�ƒ Identify any gaps, including resource shortfalls, to ensure a successful External 
Affairs operation during a catastrophic event.

�ƒ Identify/develop procedures and protocols to ensure all incoming media inquiries are 
processed accurately and in a timely matter. 

�ƒ Assist and support media needs and requests to ensure coverage is accurate and fair. 

�ƒ Plan media opportunities from the Emergency Operations Center to ensure 
collaboration and visibility of Unified Command decisions. 

�ƒ Issue timely and updated news releases, media advisories, fact sheets, etc.

�ƒ Identify procedures and protocols to ensure an effectively operated State and Federal 
Joint Information Center.

�ƒ Ensure all requests for dignitary/VIP tours are handled promptly and efficiently.

�ƒ Develop and maintain partnerships with WFSU-TV and other broadcasting entities to 
improve outreach capabilities.
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�ƒ Provide direction and control for public information teams deployed into the area of 
operations and coordinate their products to enhance messaging locally, statewide, and 
nationally.

Objectives
The following objectives have been identified in support of the External Affairs function:

�ƒ Develop catastrophic themed messages and information to support the modification 
of key messages for the public in regards to personal preparedness. Include the 
production of press release templates, public instructions, etc. for a catastrophic 
event. 

�ƒ Coordinate with other function groups to identify concepts and planning points that 
require the development of related outreach messaging and public educational 
materials.

�ƒ Identify and “Type” resources (personnel and equipment) required to support the 
Public Information responsibilities during a catastrophic event in Florida. Define the 
type of resources and technology necessary to repair and/or rebuild a local 
community’s ability to disseminate information through broadcast channels.

�ƒ Establish guidelines, protocols, and procedures for personnel who have been assigned 
Florida State Emergency Response Team Public Information Officer duties. 

�ƒ Identify requirements to establish and operate a Joint Information Center to support a 
statewide catastrophic event. 

�ƒ Research to identify additional outreach capabilities to support the delivery of public 
information after a catastrophic event. 

�ƒ Identify various types of potential catastrophic events and include procedures and 
steps to ensure this plan is sufficient to respond to any of the identified hazards. 

Critical Points of Coordination

Emergency Support Function 14 will need to coordinate with each Emergency Support 
Function and other State support agencies to identify, gather, and disseminate 
information related to the public, public officials, and emergency personnel.  

Planning Assumpt ions
�ƒ Traditional methods of distributing information will not be available.

�ƒ Communication networks will be disabled for an extended period of time.

�ƒ The lack of fuel resources will inhibit the mobility of media in and out of the 
impacted area, resulting in a greater need of media monitoring to ensure accurate 
information is reaching the intended audiences. 

�ƒ There will be a portion of the population that will not evacuate and will remain in the 
affected area, even if in a mandatory evacuation zone.
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�ƒ A number of evacuees will be in a “tailgating” situation both before and after a 
hurricane landfall.

�ƒ Public Information Officers will need access to air intelligence to determine where 
people are clustering, in addition to information provided by operational resources.

�ƒ Written messaging will be sent with responders, including Federal Emergency 
Management Agency representatives and assessment teams, for distribution to the 
population.

�ƒ People will congregate at any functional building and it will become an ad hoc 
shelter. Messaging and information needs to be provided.

�ƒ VIP visits will continue through response operations, which will impact Public 
Information Officer staffing and resources.

�ƒ There will be a need for mutual aid and resources from out of the impact area. Need 
to identify where tactical resources, including mobile Joint Information Centers, are 
located and how to access/deploy them.

�ƒ There will be competition for resources. Need to incorporate different responders into 
resource request to avoid multiple requests.

�ƒ Media outlets will have internal communications failures, which may affect outgoing 
messages and reports. May be mitigated by working directly with the local 
representative that is on scene and providing official information to media outlets 
through the mobile Joint Information Centers or otherwise identified locations.

�ƒ News releases from the impact area may not be sent immediately post-event until 
deployed resources arrive. Deployed responders need to have resources necessary to 
establish lines of communication either to media outlets directly or to unaffected 
areas for relay.

�ƒ There will likely be a need to prepare for cultural/political issues and sensitivities
among various groups and entities.

�ƒ For any “notice event,” the Governor will make an emergency declaration prior to 
landfall.

�ƒ For a major hurricane threat, there will be a Federal emergency declaration made 
prior to landfall.

�ƒ Communication with residents who self-evacuated before the initial impact will be 
necessary in media markets away from the impact area. This would likely include 
media markets in neighboring states. 

Consequences
�ƒ Resources are limited because a portion of deployable Public Information Officers are 

located in the affected area. In addition, local Public Information Officers in the 
affected area may not be available.

�ƒ Local media outlets may not function normally due to the lack of Continuity of 
Operations.
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�ƒ A long period without electricity will limit and reduce the ability to communicate 
with a majority of the disaster victims in the impacted area.

�ƒ There will be limited visibility on where survivor populations are located.

�ƒ There will be a lack of communications infrastructure in the affected areas.

�ƒ There will be a lack of physical accessibility to affected areas.

�ƒ Displaced victims may be hundreds of miles away, and perhaps out of state. 

Triggers and Cri ter ia
A number of triggers have been identified to indicate the chance that a catastrophic event 
has become an increasing probability. This will result in a number of procedures and 
actions that must be taken by the External Affairs Emergency Support Function 14 Lead 
to activate catastrophic planning preparedness. These triggers include the following: 

�ƒ A major hurricane, or a storm forecasted to reach major storm strength before 
landfall, is forecasted to impact one of Florida’s densely populated regions (i.e.,
Tampa Bay or Southeast Florida).

�ƒ Heavy rainfall in Florida has increased the catastrophic flooding potential from a 
predicted land falling tropical system, including a risk to the Herbert Hoover Dike. 

�ƒ Recovery from a previous hurricane impact is still underway with the predication of 
another storm impacting the same region. 

Concept o f  Operat ions
Provide quick and efficient public information assistance to local governments as 
requested by utilizing the existing deployment procedures for the Florida Association of 
Public Information Officers as outlined in Regional Domestic Security Task Force Joint 
Information Center guidelines, Florida Association of Public Information Officers 
deployment team handbook, and the National Incident Management System.

Methodology for Phases
The graphic on following page illustrates the phases/time periods for response and 
planning for the Public Information and External Affairs plan.  There are two main 
phases, those activities to be conducted during a non-event though out the year (these are 
distinguished by pre-hurricane season and during hurricane season) and those activities 
performed through the process of “notice” event.   
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Figure 1: Public Information Action Timeline

Phase 1: Before and During Hurricane Season (Risk Communications and Peacetime 
Tasking)

�ƒ Prepare and release “survivor” messaging to instill a culture of “survivor” vs. 
“victim,” including the use of video vignettes and other methods.

�ƒ Provide a news release from the State Emergency Operations Center to reinforce the 
message of preparedness and self-sufficiency.

�ƒ Provide public service announcements to Governor or Director of Division of 
Emergency Management regarding personal responsibility.

�ƒ Reinforce messages regularly using all types of media, including new media such as 
YouTube and blogging.

�ƒ Update (gather) cell phone numbers or other information for text messaging 
emergency alerts.

�ƒ Maintain contact and conduct training with all deployable resources and key media 
points of contact.

�ƒ Ensure local Public Information Officers are on appropriate and current distribution 
lists as applicable.

�ƒ Conduct periodic maintenance of tactical equipment.

�ƒ Identify and maintain inventory of AM/FM radios and batteries (as needed) and 
printed materials supplies.

�ƒ Annual training for Public Information Officers will include the following:

Pre Season June 1st - Nov 3oth D-120 D-72 D-48 D-24 Landfall D+24 D+48 D+ 72 D+120
Tasks Tasks

Non Hurricane Season
Potential Storm Impact 
Identified 

Pre-landfall Actions

Post -landfall Actions

Transition to Recovery

By Day 7 In impacted area

Local JIC(s) 
Operational

within 48 hours Dec 1st - May 31st

Limited Communications
During Hurricane Season

Landfall - Impact
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�x Exercising resource equipment

�x Reviewing and updating fact sheets and messaging for public service 
announcements, as well as fact sheets, talking points, and camera points for 
agency representatives that may be speaking to the media

�x Ensuring deployable resource contact information is current including language 
capabilities

�x Joint Information Center familiarity

�x Ensuring credentials, travel cards, etc. are current

�ƒ Pre-brief and educate government officials and others as needed for expectation 
management.

�ƒ Pre-brief and educate media outlets to include pre-event clearance for media 
representatives that will be doing tours of affected areas.

�ƒ Pre-brief and educate the public sector.

�ƒ Local resources should identify multilingual persons to assist with public information.

�ƒ Review procedures for EM Constellation tracking and routing for mission assignment 
training.

�ƒ Provide Continuity of Operations/Continuity of Government training for State Media 
Partners to increase likelihood of post-disaster stabilization. 

�ƒ Establish points of contact with neighboring State Emergency Management Agencies 
to develop relationships and procedures for distribution of messages, to establish 
memorandums of understanding for support, etc.

�ƒ Identify vendors to supply and/or seek funding to purchase battery-operated radios in 
large quantities for distribution to vulnerable populations.

Phase 2: Potential Storm Impact Identified (D -72 hours)
Determine if catastrophic event triggers and thresholds have been reached.

�ƒ To be added to the information release distribution list, local Public Information 
Officers should contact the State Emergency Operations Center counterpart to the 
Federal Emergency Management Agency’s External Affairs Officer.

�ƒ Identify potential mutual aid resources and activate Mutual Aid Agreements. 

�ƒ Request Public Information Officer support from the Federal Emergency 
Management Agency through mission assignment. 

�ƒ Activate call-down tree with Florida State Agencies for Public Information Office 
support. 

�ƒ Determine what capabilities the Florida National Guard will have to support the 
Public Information Office mission for a catastrophic event. (If Florida National Guard 
is activated or unavailable, request mission assigned to the Department of Defense for 
additional National Guard Support for Public Information Officer personnel).
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�ƒ Coordinate public information needs with all appropriate Emergency Support 
Functions.

�ƒ For mass evacuation, coordinate Public Information Officer at embarkation and 
debarkation sites and ensure information flow to relocated population.

�ƒ Once the State Emergency Operations Center goes to Level 2 activation or at D -72 
hours (whichever is first), the deployment team coordinates with the State Public 
Information Officer and places team members on standby.

�ƒ The trigger for resource movement is the receipt of a message number (prior to 
mission tasking number). 

Phase 3: Pre-Landfall (D +0 to D +24 hours)
General Discussion on Phase 2:

�ƒ Request any available AM radios and deploy to the projected impact area.

�ƒ Issue releases on emergency preparations and life/safety issues.

�ƒ Issue release on staging of material.

�ƒ Establish Public Information Officer work schedule.

�ƒ Local Public Information Officers conduct assessment of their needs.

�x Mission requests made as needed

�x Deployment Team Coordinator makes contact with local Public Information 
Officer upon receipt of message number

�x Mission tracking numbers assigned

�x MIR3 alert to fill mission assignments

�x Upon arrival, deployed Public Information Officer should operate in accordance 
with the Florida Association of Public Information Officers deployment team 
handbook

�ƒ Determine if Emergency Management Assistance Compact is needed.

�ƒ Activate appropriate satellite and TAC phones.

�ƒ Establish (local/State) Joint Information Center as per Regional Domestic Security 
Task Force Joint Information Center guidelines.

�ƒ Conduct or support local press briefing.

�ƒ Coordinate and assist with external affairs as needed.

�ƒ Identify air support for intelligence.

�ƒ Identify media access restrictions (when, where, how, who).

�x Coordinate access with Law Enforcement, Search and Rescue, National Guard, 
Health Department, Department of Transportation, and the Department of 
Environmental Protection.
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Phase 4: Landfall and Continuing (D +24 and continuing)
Determined by local needs and available resources. 

�ƒ Schedule local press briefings.

�ƒ Continually reassess the situation.

�ƒ Prepare for VIP visits.

�ƒ Collect damage assessment/loss assessment data (numbers, statistics), including 
fatalities and injuries.

�ƒ Release information on mobilization areas for logistics and commodities, without 
getting too specific but enough to highlight movement of resources.

�x It is important not to announce specific times and locations until a confirmation of 
commodities is received and operations are running. A general message may be 
better (e.g., “The Disaster Recovery Center will be open within the next 48 hours. 
More information to follow.”).

�x There may not be personnel authorized to be media representatives at each 
location for a given agency. Request for an authorized person to represent the 
agency should be made from the media center to the respective agency.

�ƒ Provide follow-on releases to the staging areas concerning how materials will be sent 
into the impacted areas.

�ƒ Publish locations of points of distribution when they are operational in the affected 
area; use various methods to get this information out, such as radios, leaflets where 
practical, patrols with sound systems, and military aircraft with sound systems.

�ƒ Include AM/FM radios at Disaster Recovery Center and other public support 
locations that are open. They will become public listening locations where people can 
get information. Broadcasts may need to be bilingual or multilingual to accommodate 
the local population as needed.

�ƒ When the Joint Field Office is established, local Public Information Officers should 
contact the State representative at the Joint Field Office in order to be added to the 
information distribution list as a Public Information Officer, if not already on the list.

Phase 5: Recovery (D + 120 and beyond)

�ƒ Identify support personnel through Emergency Management Assistance Compact 
requests and other avenues to support staffing needs. 

�ƒ Identify positions for volunteers and a method to move those personnel.  

�ƒ Survey damage to media outlets and develop timeline for power and transmitter 
restoration. 
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Command and Contro l  and Organizat ion

Management of Emergency Support Function 14
All Emergency Support Function 14 staff work is at the direction of the Division of 
Emergency Management or Community Affairs’ Communications Directors. The 
Communications Director oversees the information flow to the public via the media. 
Emergency Support Function 14 will also be staffed by the following:

�ƒ Department of Community Affairs’ Deputy Director of Communications who, in the 
Director’s absence, coordinates the dissemination of information to the media

�ƒ Division of Emergency Management Public Information Officer/Meteorologist who 
tracks weather conditions, is interviewed by media about those conditions, and is 
responsible for pre- and post-emergency reports

�ƒ Public Information Officers from State agencies

�ƒ Department of Community Affairs’ Communications Office Administrative Assistant

�ƒ Personnel from the Florida National Guard

The Department of Community Affairs/Division of Emergency Management 
Communications Office and Public Information Officers will staff Emergency Support 
Function 14 from support agencies and Public Information Officers from the Governor’s 
support agencies. During an emergency or disaster, the primary and support agencies of 
Emergency Support Function 14 will respond directly to the State Emergency Response 
Team Chief who reports to the State Coordinating Officer.

The following positions are required to support Emergency Support Function 14:

1. Lead Public Information Officer : All Emergency Support Function 14 staff work is 
at the direction of the Office of the Governor’s Communications Director. The 
Communications Director oversees the information flow to the public via the media. 
Upon activation of a licensee’s Emergency News Center for a nuclear power plant 
incident, the lead Public Information Officer will respond, in conjunction with the 
Forward State Emergency Response Team, at the licensee’s Emergency News Center. 

2. Department Spokespersons: Emergency Support Function 14 will be staffed by the 
Department of Community Affairs’ Communications Director and Deputy Director 
who, along with Division of Emergency Management officials, will serve as agency 
spokespersons. The Division of Emergency Management’s Public Information 
Director/Meteorologist may serve as a spokesperson concerning weather issues. 

3. Assisting Agencies: Other agency communications staff will assist with incoming 
news agency requests for information, preparing for news conferences, drafting news 
releases, and handling reporter and citizen calls. The agency communications staff 
that assist Emergency Support Function 14 during an emergency are considered as 
spokespersons for the State Emergency Response Team.
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Roles and Responsibilities 

Joint Information Center Minimum Staffing
Each Joint Information Center will consist of representatives of the primary agencies 
affected by the incident, others that comprise the task force, and other members as 
warranted depending on the nature of the incident or event. Each Joint Information 
Center will have a designated Joint Information Center Manager to support the Lead 
Public Information Officer. Pre-designated individuals will be trained to fill key positions 
from local jurisdictions and each Regional Domestic Security Task Force. The following 
positions are recommended:

�ƒ Public Information Officer (Lead Public Information Officer for the Joint Information 
Center)

�ƒ Multi-Agency Coordination Public Information Officer (Regional Domestic Security 
Task Force Liaison to the Joint Information Center)

�ƒ Joint Information Center Manager

�ƒ Telephone Manager

�ƒ Rumor Control Officer

�ƒ Community Liaison Officer

�ƒ Government Liaison Officers

�ƒ Content Experts Coordinator (Chemical, Biological, Public Health, Hazardous
Devices, etc.)

Recommended Joint Information Center Positions (with Descriptions)

Public Information Officer (Lead Public Information Officer for the Joint 
Information Center)
The Public Information Officer is a member of the command staff within the Incident 
Command System. This position reports directly to the Incident Commander and is 
responsible for all public information matters relating to the incident. The Public 
Information Officer utilizes a Joint Information System to organize public information 
activities in the form of a Joint Information Center. The Public Information Officer
coordinates or oversees all Joint Information Center functions and ensures that the 
Incident Commander approves all public information releases.

Multi-Agency Coordination Public Information Officer (Regional Domestic Security 
Task Force Liaison to the Joint Information Center)
All Regional Domestic Security Task Force/Multi-Agency Coordination will have a 
designated Multi-Agency Coordination Public Information Officer who will serve as the 
Regional Domestic Security Task Force/Multi-Agency Coordination liaison to the local 
Joint Information Center(s). The Multi-Agency Coordination Public Information Officer
will coordinate Regional Domestic Security Task Force/Multi-Agency Coordination
requests for deployment of Public Information Officers to support local Joint Information 
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Center operations as indicated in the Team Notification sequence. The Multi-Agency 
Coordination Public Information Officer can be deployed to support a local Joint 
Information Center or to coordinate information between multiple Joint Information 
Centers in widespread incidents. Pre-designated Deputy Multi-Agency Coordination
Public Information Officers will be called if the primary Multi-Agency Coordination
Public Information Officer is not available to respond to an event. Also, the Deputy 
Multi-Agency Coordination Public Information Officer will function as relief for the 
Multi-Agency Coordination Public Information Officer in situations that require 
continuous operations or for extended periods.

The Multi-Agency Coordination Public Information Officer will also represent the 
Regional Domestic Security Task Force on the appropriate law enforcement team
subcommittee of the Operations and Planning Committee of the Regional Domestic 
Security Task Force State Working Group on Domestic Preparedness. The State Working 
Group provides a forum for regional and statewide coordination of Regional Teams and 
the mechanism to do the following:

�ƒ Establish standardized protocols and procedures.

�ƒ Standardize equipment and training requirements.

�ƒ Determine local, county, and State resource and response capabilities.

�ƒ Identify funding sources to augment existing resources.

�ƒ Integrate the planning and response phases of Emergency Management and the
Regional Domestic Security Task Forces.

�ƒ Ensure interoperable communications among Regional Domestic Security Task Force
response team members and their counterparts across the state. When a Regional 
Domestic Security Task Force/Multi-Agency Coordination is requested to support a 
local Joint Information Center, responding members will be expected to do the 
following:

�x Quickly assemble at a designated location for travel directly to the scene of the 
incident as soon as possible.

�x Ensure that all resources necessary for deployment are available and in good
working order.

�x Upon arrival, the Multi-Agency Coordination Public Information Officer should 
coordinate with Regional Domestic Security Task Force Command or designee to 
determine appropriate role for Multi-Agency Coordination personnel.

�x The teams will receive a briefing from on-site personnel prior to establishing the
Joint Information Center or relieving Joint Information Center personnel.

�x The Incident Action Plan will identify the public information mission.

The Multi-Agency Coordination Public Information Officer will maintain an all-
disciplines regional callout schedule and contact list to ensure operational readiness. The 
Florida Fire Chiefs’ Association maintains a statewide all-disciplines Public Information 
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Officer deployment roster as a part of the Florida Fire Chiefs’ Association’s State 
Emergency Response Plan. The Florida Fire Chiefs’ Association has a designated 
Deployment Coordinator who handles requests for Public Information Officer
deployment and coordinates all requests with the State Emergency Operations Center 
through Emergency Support Function 14 (Public Information) and other Emergency 
Support Functions as such requests are made. The Multi-Agency Coordination Public 
Information Officer should provide up-to-date regional lists to the Florida Fire Chiefs’
Association for inclusion in the State deployment system. The Multi-Agency 
Coordination Public Information Officer will also ensure that team leaders within the 
region are maintaining appropriate documentation for member training and certification.

Public Information Officer Deployment Ratings
The purpose of providing rating types within the State Emergency Response Plan is to 
quickly identify standardized, objective, qualifications based upon an established 
standard. This will allow for appropriate selection of individuals based upon the type of 
request and the needs of the event.

Ratings (Types) are based upon levels of training and experience and are in compliance
with the Federal National Incident Management System standards. Personnel are rated as 
Type I, Type II, or Type III, with Type I being the highest possible rating.

Minimum Requirements
All members of the Florida Public Information Officer Deployment Team will meet the 
following minimum requirements. Specific Typing (as listed below) will include the 
minimum requirements plus the scenarios indicated.

Minimum team membership requires the individual to be a member in good standing of
either the Florida Association of Public Information Officers or the Florida Law
Enforcement Public Information Officers Association. Team members should have 
completed a basic Public Information Officer course, completed two years of public 
information experience, obtained a signed Letter of Agreement from the agency director 
or chief officer, and attended at least one Deployment Team sponsored training each 
year.

Type I
A Type I Public Information Officer has completed both basic and advanced Public 
Information Officer courses or demonstrated evidence of equivalent, academic-level 
training in the form of a related college-level degree. The Type I Public Information 
Officer should have a minimum of five years of public information experience and have 
been on at least one prior deployment. The Type I Public Information Officer should 
have also attended at least one State Emergency Operations Center training program.

Qualifications
The Type I Public Information Officer will be qualified to serve as the lead Public 
Information Officer when deployed with a team. The Type I Public Information Officer
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may assign tasks and duties to other Public Information Officers as deemed necessary 
during the event.

Type II
The Type II Public Information Officer represents the minimum requirements for
Deployment Team membership. Type II Public Information Officers can serve in any 
capacity deemed necessary by the Lead Public Information Officer; however, they should 
not serve as the Lead Public Information Officer. Also, when and where practical, the 
Type II Public Information Officer should not be deployed alone on an event.

Type III
A Type III Public Information Officer may or may not meet the above requirements and 
is not eligible for deployment; however, they may provide support services to a Joint 
Information Center during a local event.

Note: Type II Public Information Officers who have not been approved for deployment 
through the signed LOA will be classified as Type III Public Information Officers.

Public Information Officer Type Training Experience Can Serve
Type I Basic and Advanced Public Information Officer or equivalent
Five years + One
Deployment
Lead Public Information Officer, Team
Leader
Type II Basic Public Information Officer Two Years Team Member
Type III N/A Local Joint Information Center Only

Joint Information Center Manager(s)
The Joint Information Center manager(s) is responsible for all logistics support for the 
Joint Information Center operation, which includes locating equipment, establishing and 
operational the facility, coordinating staffing, and operating the Joint Information Center
facility. The Joint Information Center manager is responsible for acquiring and
maintaining administrative support staff and supplies necessary to support the various
Joint Information Center functions. This includes communications equipment, 
information technology support, and any other materials and supplies that are needed to 
operate an office environment. The Joint Information Center Manager should coordinate 
with the designated Logistics Chief (if one has been designated) to establish the Joint 
Information Center site.

Public Information
The Public Information function comprises the traditional public information functions 
including the preparation of press releases, scheduling press conferences or briefings, 
preparing risk and crisis communications messages for distribution to the public via 
media outlets. It is important that the Public Information function be staffed with an 
adequate number of spokespersons, including those with bilingual skills. In the absence 
of Public Information Officers, the public information section should maintain a list of 
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available translators/spokespersons to address non-English-speaking populations. The 
Public Information function is also responsible for conducting event research to support 
and document public safety messages and media releases to promote citizen safety and
accurate information releases. Documentation should be maintained consistent with
requirements set forth in Chapter 119, Florida Statutes.

Telephone Call Center
The Joint Information Center function shall consider whether to establish a Telephone 
Call Center depending on the magnitude of the emergency event. The call center will 
function as the central contact point for the Joint Information Center for media and 
citizen inquiries. The call center should maintain an accurate log of all messages to 
promote efficient operation and to establish a record of information being received by the 
Joint Information Center, such as the name of the caller, the nature of the information or 
inquiry, and who was assigned for follow-up, if needed. The Public Information Officer
should receive regular briefings concerning the nature of information being received at
the call center.

Another important function within the call center is Rumor Control. Information received
in the call center must be examined for accuracy and measured against facts and
circumstances to dispel erroneous information and to maintain public calm and
confidence.

The Investigations Liaison is responsible for coordinating information received via the
call center with the Investigations Function or other specialty teams that are supporting
the incident(s). This liaison should remain aware of the nature and extent of telephone
information received in the center with particular focus on the following:

�ƒ Callers who provide material information regarding the event, victims or suspects, or 
other information that is specific or actionable in any form.

�ƒ Information that may lead to increased public concern or panic. In such cases it is 
appropriate to brief the investigations component and/or other specialty service if the 
information can be quickly dispelled via the Joint Information Center public 
messaging.

Community Liaison
The Community Liaison function coordinates information and community needs with a
variety of local organizations to include Non-Governmental Organizations, Faith-Based 
Organizations, local Chamber(s) of Commerce, and other community-based groups. 
These organizations are stakeholders that can provide valuable information and assistance 
to the responding elements and can assist with public messaging. All Liaison functions 
should be coordinated with the Liaison Officer.

Government Liaison
The Government Liaison function coordinates information and government information
needs with local, State, and Federal agencies. While it is probable that many of the
government functions will have Public Affairs personnel assigned to the Joint 
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Information Center, it is not possible to accommodate every branch and level of 
government that might have an interest in the event. The government Liaison function 
exists to bridge any information gaps and to assist government agencies, at all levels, 
with information to assist them in the performance of their responsibilities during 
emergency situations. All Liaison functions should be coordinated with the Multi-Agency 
Coordination Liaison Officer.
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Append ix  A:  Pub l i c  In fo rmat ion  and  Jo in t  
In fo rmat ion  Cente r  Pro toco ls
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Append ix  B :  F lo r ida  Assoc ia t ion  o f  Pub l i c  
In fo rmat ion  Of f i ce rs –  Dep loyment  Team 
Handbook
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Append ix  C :  Pub l i c  In fo rmat ion  Of f i ce r
Vo lun tee r  Pos i t i ons

The following positions have been identified as support roles for the External Affairs 
Function during a catastrophic event: 

�ƒ Newsletter Preparer/Typist – type a daily newsletter for staff and the community

�ƒ Field Operations Support Staff – assist in taking these newsletters out to specified 
areas for residents to pick up and get the latest information

�ƒ Joint Field Office Media Support Staff – help gather information from the Emergency 
Support Functions to be used for internal and external distribution. This can be a 
continual process trying to have the latest updates available for media or public 
information.

�ƒ Research Support Staff – conduct continual research, online, or otherwise, as needed

�ƒ Media Liaisons – serve as runners for VIP transport to media outlets for interviews, 
etc.
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Append ix  D :  Memorandums o f  Unders tand ing  
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Append ix  E :  Iden t i f i ed  Equ ipment  and  Personne l  
Resource  Shor tfa l l s  
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Append ix  F :  Dra ft  Ex terna l  Af fa i r s  M iss ion  
Ass ignments
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Append ix  G:  P re -Sc r ip ted  Messages by Func t ion  
Area

1. Animal Issues

a. Microchip your pets to assist in reuniting with them if you are separated during a 
disaster.

b. If you evacuate, take your pet, its kennel, and a two-week supply of pet food, 
water, and medication. If you shelter at home, be sure that you have a stock of pet 
supplies prior to the event.

c. Pet food and water will be distributed at relief centers. 

d. If you have lost or found a pet, call your local relief hotline.

2. Debris

a. Provide general safety information (hanging limbs, leaning trees, downed power 
lines, venomous snakes and other dangerous animals, etc.).

b. People with equipment (chainsaws, etc.) should be sure to have fuel and the 
proper safety equipment.

c. Debris clearance will be based on emergency response priority. Be prepared to 
respond to your own immediate debris removal needs. 

d. Convey to whom, how, and what to report (e.g., downed power lines, hazardous 
materials emergencies, etc.).

e. Secure or remove all loose items, including the following: 

i. Patio furniture

ii. Objects around the house

iii. Dead trees, limbs, etc.

3. Disaster Housing

a. Within the first 90 days, priority will be given to make homes and businesses 
habitable. Owners should take some initiative to begin this operation also.

b. Broadcast what the Right of Entry Policy is in the affected area.

4. Economic Stabilization and Post-Disaster Redevelopment

a. The State of Florida has a bridge loan program to provide funding for the first few 
weeks. Small businesses should keep good economic records so they can show 
the decrease in business as a result of the event.

b. Direct any interested labor pools to a Disaster Recovery Center:

i. Locations and hours of operation announced for business recovery centers. 

ii. Large retailers and other business would communicate their operations 
through their organizations.
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5. Environmental Protection, Water/Wastewater

a. Refer potable water issues to the Department of Health.

6. Hazardous Materials

a. Script potential pre-storm environmental warnings.

b. There should be a major push for local areas to properly dispose of hazardous 
materials waste before a storm.

c. Avoid standing water.

d. If you are evacuating, turn off gas and/or other utilities to your residence.

e. Turn off and secure propane tanks.

f. Immediate post-event messaging:

i. If you have personal boats on a waterway, you should move them. 
Additionally, fuel left on your boat could present a problem for environmental 
cleanup.

ii. Do not throw hazardous waste in the normal garbage. Get rid of old hazardous 
waste through proper channels. Locations of collection points will be 
announced. 

iii. Communicate definition of hazardous materials and methods for citizens to 
report hazardous materials incidents post-event.

iv. Communicate areas that the public should avoid/evacuate if there are 
hazardous materials incidents large enough to warrant doing so.

7. Search and Rescue/Fire Suppression

a. Urban search and rescue marking system

b. Notification that property has been searched/entered

c. Snapshot assessments (neighborhood assessments)

d. Information regarding the handling of deceased

8. Public Information Officer Efforts

a. Where should Search and Rescue Teams direct people inquiring about missing 
persons?

b. Where should survivors be directed to find their animals?

c. Impress upon public that there should be no sightseeing.

d. Provide positive messages pertaining to responders (e.g., search and rescue teams, 
law enforcement officers, fire services, etc.).

e. Embedded reporter:

i. Need to develop criteria for embedded media
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9. Fuels

a. Fuels

10. Health and Medical

a. Distribute whatever internal messages are given to Public Information from the 
various Health Department Public Information Officers.

11. Host Communities

a. Develop messages for how to tell people that a host county is color-coded (e.g., 
red, amber, green).

12. Law Enforcement

a. The public should receive messages about personal responsibility in terms of 
sustainment post-event.

i. The message of 72 hours needs to be changed to at least two weeks.

b. Law enforcement is present and on the job. Law enforcement has concurrent 
jurisdiction as sworn officers.

c. Provide messages about looting.

d. Provide messages about curfew.

e. Use patrols to help communicate these messages. 

f. Provide messages about price gouging.

g. Priority one calls for service would be jurisdiction-dependent.

13. Logistics

a. Each community must ensure self-sufficiency while the government deploys to 
assist. Communities should use what they have on hand. 

b. Water and food are priority items and are expected to be distributed as soon as 
logistically feasible.

c. Advise the public to stay off citizens-band (CB) radio Emergency Channel 9.

14. Mass Care: Feeding and Sheltering

a. Prepare a release to highlight meal and shelter preparations.

b. The public should evacuate tens of miles and not hundreds.

c. Tell the public to make a plan and let others know what it is, including contact 
information.

d. Cook your food if there is the danger of it spoiling.

e. Ensure sufficient medications and basic needs go with you to the shelter or 
alternate location.

f. Prepare a message listing shelter locations.
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g. Prepare a message listing locations of comfort stations and what is available at 
each.

h. Prepare a release on the ongoing status of shelters and feeding (consider daily).

i. Prepare a release on various activities to take care of the populace. 

j. Coordinate releases with retail food service and stores to ensure maximum 
information about stores opening and the plan to wean from mass care feeding.

15. Mass Care: Health and Welfare

a. Develop a family communication plan.

16. Policy and Legal Issues

a. N/A

17. Post-Event Relocation

a. Prepare a message listing the locations of Disaster Recovery Centers, intake 
centers, and embarkation sites.

b. Relocation information will be available at the Disaster Recovery Centers.

c. Determine if pets will be allowed at the Disaster Recovery Centers.

d. Define luggage limitations for the Disaster Recovery Centers.

e. Provide a list of suggested supplies to bring to the Disaster Recovery Centers. 

f. Announce details of process points and pickup points.

g. Stay together as a household unit.

h. Notify family outside of the area that you are going to a Disaster Recovery 
Center. 

i. A hotline will be established for volunteers prior to storm impact.

j. Citizens are encouraged to join organized volunteer organizations, such as the 
American Red Cross, The Salvation Army, Community Emergency Response 
Teams, faith-based organizations, etc.

k. Prepare a message about how to donate and what donations are needed post-
event.

18. Transportation

a. The public can access up-to-date traffic and transportation information (e.g., road 
closures, detour information, construction, airport status) by dialing 5-1-1 or 
logging onto the Florida Highway Patrol Web site (http://fhp.state.fl.us).


