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Check List - INFORMATION OFFICER

 FORMCHECKBOX 


1.  Obtain briefing from the Incident Commander.

 FORMCHECKBOX 


2.  Maintain a complete list of all news media contacts.

 FORMCHECKBOX 


3.  Prepare news releases for the Incident Commander approval.  The

                Incident Commander after approving the article WILL send it to the 

                Arizona Department of Emergency Management for approval to release 

                the article for dissemination to news media.  News releases may be 

                phoned to the media, but should be written out first and read as written.

                Follow-up with a written story.  Check all information to be released and 

                ensure:



 FORMCHECKBOX 

A.  No derogatory statements concerning aircraft, personnel, or




      ability of personnel (either participants or the objective).



 FORMCHECKBOX 
   
B.  No derogatory statements toward any other agencies or 




      individuals participating in the mission.



 FORMCHECKBOX 
   
C.  No personal opinions or theories expressed as to why the

             
      individual or persons became involved in the accident, crash, 

      etc., nor as to how it could have been averted.



 FORMCHECKBOX 
   
D.  The names of personnel aboard (in the case of a crash or other 




      accident) are not released until the next of kin have been notified 




      and such release has been authorized by the controlling agency.



 FORMCHECKBOX 
   
E.  If appropriate, include a request that persons who might have




      information on the objective call the mission base.  Include the




      base telephone number.



 FORMCHECKBOX 
   
F.  Do not make excuses. If poor weather or the large size of the 




     search area is hampering the mission, stress that fact.



 FORMCHECKBOX 
   
G.  Assure all photographs, TV pictures, etc., are in good taste. 




      Stress the work of rescue teams, not the wreckage, severely 




      injured or deceased persons.



 FORMCHECKBOX 
   
H.  If a CAP aircraft or vehicle is involved in an accident:




 FORMCHECKBOX 
   
1.  Do not release any information or the cause of the accident

   


 FORMCHECKBOX 
   
2.  State "A board of qualified officers will investigate the 





     accident."




 FORMCHECKBOX 
   
3.  Release of names of those involved will be in accordance 





     with CAPM 190-1, CAP Public Affairs Program.




 FORMCHECKBOX 
   
4.  Assure all information to be released has been cleared by 

                           the Incident Commander.




 FORMCHECKBOX 
   
5.  Copies of all news releases and photographs are retained 

                           for possible use by coordinating agency or HQ CAPIPA.

 FORMCHECKBOX 


4.  A log is maintained as to what was released to whom. Work closely with 

                members of the news media. Do not withhold information from one 

     news medium and then release it to others. An explanation of why 

     certain information cannot be released will be made.

 FORMCHECKBOX 


5.  Follow-up releases giving credit where due to other agencies involved in 

                the mission.  Include information on the progress of the mission.

 FORMCHECKBOX 


6.  Monitor news broadcasts. If erroneous information is being broadcast, 

               correct it immediately. If a radio/TV station calls you to tape your words 

               for rebroadcast, tty to pick a quiet spot to speak the words, speaking 

               clearly and distinctly.

 FORMCHECKBOX 


7.  Coordinate visits of news media to the mission base. Accompany 



     media visitors while on the base.



 FORMCHECKBOX 
       A.  Make arrangements with the Incident Commander for news media

                 personnel to accompany ground/air rescue teams if they so

                 request, and it does not hamper the mission.



 FORMCHECKBOX 

B.  Handle news media personnel in a friendly, cooperative manner, 

                 but ensure that they do not impede or interfere with the conduct 

                 of the mission.

 FORMCHECKBOX 


8.  Report any hazards or unsafe practices to the Safety Officer for follow-

               up action and hazard abatement.

 FORMCHECKBOX 


9.  Prepare a news summary as soon after the mission closes as possible 

               (not later than 48 hours).
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