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	Incident Management Team  >>  Command Staff
	

	Reports to: Incident Manager   Supervises: Media Presence 
	Loc’n: Observatory
	Radio: 2LPIO



[bookmark: _GoBack]Common mission: Care for the Westmont College community, and get back on track ASAP
Your mission: Manage the media presence to ensure that reliable and consistent information is being disseminated
Common priorities: Life Safety; Incident Stabilization; Environment/Property Conservation

[bookmark: OLE_LINK14][bookmark: OLE_LINK15]On Arrival (applicable to all responders)
	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]
	Report to Westmont Emergency Operations Center (WOC) at Observatory and check in with Resources Unit: get wristband/clamshell/timecard; get vest/kit from Mobile Emergency Response Container (MERC) 

	
	Obtain radio (with job aid, distributed by Radio Unit) and ensure set to appropriate channel (see above)

	
	Identify your two assistants (assigned by Volunteer Unit); perform their duties until volunteers are available
Scribe: list actions/resources needed on Activity Log (show start/end military time for all items noted)
Radio monitor: assist in filtering radio traffic for you

	
	Read this entire Job Action Sheet, the Planning P Job Aid, and the Organization Chart/Radio Job Aid



[bookmark: OLE_LINK11][bookmark: OLE_LINK12][bookmark: OLE_LINK13][bookmark: OLE_LINK16]Initial Actions (applicable only if you are the first person from your unit to respond; all others move to “Begin Shift” below)
	
	Establish agreements with Incident Manager regarding interview participation, media access, and information release

	
	Launch a “Media Center” away from WOC, students, and infirmary 

	
	Attend initial Incident Management meeting 

	
	



Begin Shift
	
	Transfer current open items from predecessor’s shift to your Activity Log 214

	
	Attend shift briefing 

	
	Be sure current information outlets are up-to-date; review which media contacts are actively involved

	
	Schedule release of information

	
	

	
	



Job Duties (applicable to all shifts)
	
	**Vet all content with Incident Manager and President or Vice President 

	
	Provide status update to all evacuees hourly; encourage them to stay put; communicate w/ off-campus students

	
	Hold media briefings; NEVER use the phrase “No Comment”—it’s the worst thing to say

	
	Consider offering media tours of various areas as appropriate

	
	Post to Westmont website, hotline, email, social media at the top of every hour; advise families to use Safe&Well
· Target audiences: Parents; Alumni; Donors; Local Residents

	
	Appoint a supervisor to recruit volunteers and assist in monitoring the following information input sources:
· Handheld radio  (15 volunteers)
· Television (3 volunteers; e.g., CNN/Fox/Local)
· AM/FM Radio (2 volunteers)
· Public agency scanner (2 volunteers)
· SiriusXM radio (1 volunteer)
· Internet/social media (as many as necessary)
Have volunteers report any unmet needs, important news, anomalies, or references to Westmont (especially incorrect information) to PIO

	
	Attend Management meeting 

	
	Attend Operations meeting 

	
	Attend Planning meeting 




End Shift
	
	Brief successor on previous period, ongoing, and pending activities; hand off clamshell, radio, etc.

	
	[bookmark: OLE_LINK5][bookmark: OLE_LINK6]Check-out with the Resources Unit and submit all documentation

	
	



Demobilization
	[bookmark: OLE_LINK7][bookmark: OLE_LINK8]
	Communicate demobilization plan to evacuees and media

	
	Identify excess resources and recommend release for demobilization (name/type, quantity, time of available release)

	
	

	[bookmark: OLE_LINK19][bookmark: OLE_LINK20]
	



Resources
	
	PIO Clamshell & Kit (w/ vest)

	
	Additional Activity Logs and Ans-R-Grams can be found at the Planning Section, as supplies allow

	
	[bookmark: OLE_LINK9][bookmark: OLE_LINK10]Additional resources: https://westmont.egnyte.com/fl/coGQnaizNE

	
	Laptop (located in MERC) and USB drive – includes helpful resources e.g. media contact list and templates

	
	Emergency Operations Plan
· Public Version (http://www.westmont.edu/resilience/eop/)
· Internal Access Only (do not share outside Westmont) (https://app.smartsheet.com/b/publish?EQBCT=e760e8135a2d4f54b74280a5939f9f38)

	
	Cottage Hospital – Susanna Shaw, Dir. of Environmental Safety & Security (o: 805-569-7535; c: 805-729-7330)
· If we know the full first & last legal name of a patient, we can learn their “acceptable conditions”: good, fair, serious, critical
· If we know that name and the room they're in we will in many instances be able to visit them. However, in highly public cases the hospital may classify the patient as Confidential and prevent our access
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