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JOINT INFORMATION CENTER

Standard Operating Procedures

PURPOSE 

Emergencies can and do occur at any time. During an emergency, the overall priority of emergency management agencies is to provide maximum protection to public health and property. This document provides guidance to establish and operate a Joint Interagency Information Center (JIC) during a large-scale emergency in 

Apache/ Navajo County. The goal of a JIC is to provide accurate, timely, and coordinated information to the public and the media. 

SCOPE 

An all hazards Joint Information Center serves as the location representing various organizations and volunteers from local, state, federal, and tribal jurisdictions to coordinate the dissemination of emergency public information. In providing timely and coordinated information, the JIC serves to alleviate information gaps, misinformation, and rumors during the emergency. 

ASSUMPTIONS 

It is anticipated that many federal, state, tribal and local agencies will be integrated as they become involved in the emergency. Until the JIC is declared operational, each organization should use their internal public information/affairs plans. While the JIC represents a single location where the informational needs and demands of the public and media can be handled, the overriding concept of the JIC recognizes that each individual will continue to represent his/her own agency, while receiving the benefits of coordinated information. Under the JIC concept, each agency representative has the commitment to share and coordinate information with all other participating agencies prior to its release to the media and public. The primary benefit to this concept is that the public receives accurate, timely, and less conflicting emergency information. 

CONCEPT OF OPERATIONS 

A.  Joint Information Center Activation  - The Joint Information Center management personnel will make the initial decision to activate the JIC during a large-scale emergency affecting Apache/Navajo County.  In the event that several agencies are involved in the emergency, management personnel will collaborate with other participating agencies to establish the JIC activation.

Once the decision to activate the JIC is made, the public affairs/information officers from partnering agencies will initiate their respective JIC activation procedures.

When activation of the Joint Information Center is warranted in Apache/Navajo County, it shall be housed either in Apache County at the Springerville School District office or in Navajo County at the Lakeside Fire Station.

B. Staffing 

During the initial stages of an emergency, it is anticipated the JIC will operate in 12-hour shifts, 24 hours per day.  JIC personnel consist of individuals from collaborating agencies with Apache/Navajo County and a pool of trained volunteers.

Depending upon the nature and scope of the emergency, JIC personnel, at a minimum, may consist of the following positions. JIC personnel may be required to perform additional duties as needed. 

Lead PIO  

Agency Representatives/Spokespersons

JIC Manager 

Call-Taker Staff (public and media) 

Administrative Staff 

Runners 

Media Room Liaison 

Media Monitoring Staff 


Ham Radio Staff

It is anticipated that staff from many agencies will be integrated into the JIC personnel. The Lead PIO will adjust staffing patterns as the situation develops. 

C. Information Collection, Coordination, and Dissemination 

Proper and timely gathering of information is critical. To ensure coordination and proper dissemination of information, participants should follow these guidelines:

1.  
Persons should gather information from their respective agency or emergency operations centers (EOCs) and coordinate this information with the Lead PIO to develop news releases.

2.
Information should be released via Emergency Activation System (EAS), written hard copy, telephone inquiries, a news briefing/conference, and website/s or given via a live interview. News releases should be short, factual, and to the point, along with having a phone number for the media and public to call for more information.

3. 
All public information materials will be assigned a time and number prior to distribution (release). Immediately after distribution, all information will be centrally logged. 

4.
The initial news release announcing an operational JIC and all subsequent releases will be distributed to those agencies listed on the News Release Distribution List. (to be developed) 

5. 
To illustrate the cooperative effort of the emergency response, news releases/updates should be released on JIC Letterhead.  

D. 
News Conferences 

The Lead PIO will schedule news conferences as information warrants. Conference times should be scheduled to accommodate media schedules if possible. 

1. 
A news release/advisory with the time and location of the news conference shall be issued. 

2. 
A spokesperson from each participating agency should be present at news conference to answer questions. 

3. 
Before the news conference, presenters shall discuss their statements and anticipated questions. 

4. 
A moderator, designated prior to the conference, will give welcoming statements, provide any grounds rules for the conference, and introduce the presenters. 

5. 
Each spokesperson may make a statement with updated information from his/her agency. 

6. 
During the conference, the moderator will receive all questions and direct them to the appropriate spokesperson. 

7. 
During the course of the conference, any questions to which the answers are not known, or for which information is not available, every effort will be made to capture the question and provide a follow up answer. Follow up answers and information to questions will be provided via FAX, telephone, or provided during the next news conference. 

8. 
Presenters should meet after the conference to discuss any follow-up course of action or new responsibilities. 

9. 
News briefings may be videotaped by the Media Room Liaison. 

E. Rumor Control 

The JIC serves as the outlet for public information. In any situation involving the dissemination of information to many people, misinformation and rumors may occur. The call-takers will handle and monitor incoming queries, which will assist in rumor control. 

1. 
The JIC should serve as the primary source of information to the media and public. 

2. 
Media monitoring staff should monitor and record all media coverage. Rumors and misinformation should be recorded and reported immediately to the JIC Manager. 

3. 
Call Takers will relay rumors and misinformation to the JIC Manager. The JIC Manager will inform Lead PIO of the matter, if necessary. 

4. 
The JIC Manager will investigate the rumor and decide how to best respond. Response can be made with a news release, media briefing, live interview, and personal contact with reporter, or in another appropriate manner.

SECURITY 

Access to the JIC Workroom (Lead PIO and Call Taker Room) will be limited to JIC personnel due to space limitations. The JIC Manager or designee will establish a list of personnel with authorization to enter these areas.

JIC DEMOBILIZATION 

The Lead PIO, with the concurrence of all respective agencies will jointly decide to deactivate the JIC. The Lead PIO Staff will issue a news release stating the JIC is no longer operational. Once deactivated, JIC staff will participate in a critique of JIC operations. Upon deactivation, the JIC staff will at a minimum: 

• Ensure all equipment and personnel are returned to pre-emergency position.

• Ensure all generated information is given to JIC Manager for documentation.

• Coordinate the critique of response actions and ensure the following are addressed: 

· Inoperable equipment

· Procedural inadequacy

· Clarity of policies

· Notification difficulties

· Other lessons learned

PLAN DEVELOPMENT AND MAINTENANCE 

Custodial care of this document lies with public information officers from the Joint Interagency Information Center staff. At a minimum, this document shall be reviewed and updated annually, with the lead responsibility for reviews and updates resting with the JIC Management Cadre.

APPENDIX A

JIC ACTIVATION CHECKLIST

Phase 1

Local unit handles emergency information calls

Phase 2

Agency requests help from other agencies

Phase 3

Activate JIC

1. Follow internal agency protocols for sending out emergency notification and information. (Lead PIO Team)

2. Begin JIC staff call-out. (Lead PIO Team)

3. Depending upon nature and scope of emergency, call either Apache or Navajo County JIC Management cadre to begin JIC activation procedures.  This will activate a call down list for other agencies.  

4. Staff travels to appropriate JIC location. (All JIC Staff) 

5. Set up facility and equipment. Set-up work areas with maps, fax machines, supplies, log sheets, message boards, telephones, copiers, computers and printers.  (All JIC staff) 

6. Verify that JIC equipment is operational. (Attachment to be developed) (All JIC Staff) 

7. Contact City/Town EOC, County EOC, and State EOC for updated      information, if appropriate. (Lead PIO Team) 

8. Develop and maintain a log of key events and actions taken on- and off-post. (JIC Manager)

JIC Operational Checklist

1. Send out news release announcing operational JIC. (Lead PIO Team via Administrative Staff) 

2. Contact County Emergency Operations Center and request the operational JIC news release be sent to appropriate agencies, if appropriate. (OEM PIO) 

3. Ensure JIC staff follows his/her responsibility checklist. (JIC Manager)

APPENDIX B

JIC OPERATIONS ROLES AND RESPONSIBILITIES

Lead PIO

Public information representatives from the JIC Cadre will comprise the JIC Management Team. The Representative from the agency activating the JIC will serve as the Lead PIO. The Lead PIO has the same level of authority as the other agency representatives or spokespersons and will be responsible for the following: 

1.
Ensure JIC activation checklist has been completed. 

2. 
Contact respective EOC Liaison, Emergency Operations Center or involved agencies, as needed. 

3. 
Assign personnel to research and write media releases, fact sheets, and backgrounders. 

4. 
Coordinate and review all information prior to its release. 

5. 
Brief JIC staff of most recent and/or critical information. 

6. 
Schedule news conferences as information warrants. Determine a moderator and spokespersons for the conferences. 

7. 
Arrange interviews and tours, if needed. 

8. 
Ensure JIC deactivation is complete. 

9. 
Ensure JIC Manager has copies of all generated information at the end of the event.

10.
Ensure all documentation is forwarded to lead agency.

JIC OPERATIONS ROLES AND RESPONSIBILITIES

Agency Representative/Spokesperson

The Agency Representative/Spokesperson represents his/her agency or jurisdiction as a spokesperson in the JIC and will be responsible for the following: 

1. 
Establish contact with agency decision makers and distribute information pertaining to his/her agency. 

2. 
Participate in the development of news releases/fact sheets. 

3. 
Represent respective agency in news conferences, and/or arrange for representatives and technical experts at briefings as needed. 

4. 
Respond to inquiries from the public and media regarding his/her agency. 

5. 
Brief all JIC staff of critical information. 

6. 
Give copies of all information generated to the JIC Manager at the end of the event. 

JIC OPERATIONS ROLES AND RESPONSIBILITIES

JIC/EOC Liaison

The JIC/EOC Liaison serves as a point of contact for Lead PIO Team to receive and verify information from various Emergency Operations Centers and will be responsible for the following: 

1. 
Establish and maintain contact with EOC. 

JIC OPERATIONS ROLES AND RESPONSIBILITIES

JIC Manager

The JIC Manage manages administrative and logistical functions of the JIC and will be responsible for the following:

1. 
Help with set-up of JIC facility. 

2. 
Ensure news releases, fact sheets, maps, media advisories, and updates are distributed to JIC staff and external audiences. 

3. 
Ensure key events log is updated with essential information. 

4. 
Ensure administrative staff updates a news release log and maintains a file of the releases. (Include release number, subject, and time of release.) 

5. 
Receive incoming documentation from JIC staff and ensure they are distributed appropriately.

6. 
Arrange for breaks for JIC staff while maintaining adequate coverage of phone lines.

7. 
Assign/reassign staff as necessary to maintain 24-hour staffing. 

8. 
Brief JIC staff of all relevant new information. 

9. 
Detect and verify any significant rumors/misinformation and relay to Lead PIO Team. 

10. 
Ensure all news releases are time-stamped, distributed and logged. 

JIC OPERATIONS ROLES AND RESPONSIBILITIES

Call Taker Staff

The JIC Call Taler Staff provides the caller with the latest information, and dispels rumors and misinformation and will be responsible for the following:

1. 
Respond to inquiries from the media and public. 

2. 
If unable to answer inquiry, get the caller’s name and phone number and inform the caller a follow-up call will be made. 

3. 
Keep informed and provides answers to questions using information in JIC approved hard copy (news releases, fact sheets, news briefing summaries). 

4. 
Log all calls. 

5. 
Immediately notify JIC Manager of calls requiring further action (JIC Manager will ensure answers are provided to unanswered questions.) 

6. 
Report rumors and misinformation to the JIC Manager. 

7. 
Correct misinformation as instructed by the Lead PIO Team or JIC Manager. 

8. 
Remind callers to listen to various media outlets, including websites. 

9. 
Transfer non-English speaking calls to appropriate person(s). 

10. 
Before hanging up, ask caller if there are any other questions. 

11. 
Give copies of all documentation to the JIC Manager at the end of the event.

JIC OPERATIONS ROLES AND RESPONSIBILITIES

Administrative Staff

The Administrative Staff provides administrative support for the JIC and will be responsible for the following:

1. 
Retrieve all incoming documentation. Write the date/time it was received and give to JIC Manager for review. 

2. 
Upon JIC Manager’s approval, make copies of all incoming material and distribute according to the Hard Copy Recipient List. (to be developed) 

3. 
Log the date/time and subject, all approved outgoing news releases. Make copies of the news release and fax one copy to the numbers listed on the News Release Distribution List, or as directed by the JIC Manager. (to be developed) 

4. 
Give copies of all news releases, fact sheets, faxes, etc. to runner for proper distribution. 

5. 
Keep one copy of all incoming and outgoing material. 

6. 
Update and keep current all status/rumor boards, white boards with new information as it becomes available. 

7. 
Perform other administrative duties as assigned. 

8. 
Answer telephones and takes messages as needed. 

9. 
Give copies of all incoming and outgoing documentation to the JIC Manager at the end of the event.

JIC OPERATIONS ROLES AND RESPONSIBILITIES

Runner

The JIC Runner receive assignments from Administrative Staff, Lead PIO Team, or JIC Manager and will be responsible for the following: 

1. 
Immediately distribute copies of news releases and other hard copy according the Hard Copy Recipient List. (to be developed) 

2. 
Perform duties of administrative staff as needed.

JIC OPERATIONS ROLES AND RESPONSIBILITIES

Media Room Liaison

The JIC Media Room Liaison will provide assistance and coordination between the media and Lead PIO Team (Note: Responsible for being a conduit, not for providing media answers) and will be responsible for the following:

1.
Greet media upon arrival. 

2. 
Request media sign in with name, phone and fax number, and affiliation. 

3. 
Provide a media kit to each member of the media. 

4. 
Maintain contact with Lead PIO Team. 

5. 
Coordinate with Lead PIO Team requests for interviews and tours, if needed. 

6. 
Serve as a point of contact for the news media. 

7. 
Gather and post a copy of all hard copy received from JIC Workroom. Place remaining hard copy on information table. 

8. 
Maintain information table with media kits and all hard copy. 

9. 
Assist Media Monitoring Staff with the videotaping of news briefings. 

10. 
Advise Lead PIO Team of misinformation or rumors. 

11. 
Capture any unanswered questions during the news briefings for follow-up. 

JIC OPERATIONS ROLES AND RESPONSIBILITIES

Media Monitoring Staff

The Media Monitoring Staff will monitor and review all media coverage of the event and will be responsible for the following:

1. 
Monitor, record, and log all media coverage. 

2. 
Report rumors or misinformation to the JIC Manager. 

3. 
Videotape news conferences and provide a copy to JIC staff.

APPENDIX C

GLOSSARY & ACRONYMS.

Emergency Alert System (EAS) - A federally established network of commercial radio stations that voluntarily provide emergency instructions or directions to the public during an emergency. Priorities for activation and use are: (1) federal government, (2) local government, and (3) state government. 

Emergency - A disaster occurrence or a situation, which seriously threatens loss of life and damage to property. 

Emergency Operations Center (EOC) - The location or facility where responsible officials gather during an emergency or exercise to direct and coordinate emergency operations, to communicate with other jurisdictions and with field emergency forces, and to formulate protective action decisions. 

Joint Information Center (JIC) - A single location where public information officials gather to collaborate on and coordinate the release of emergency public information. The JIC serves as a one-stop shopping center for the media and public to receive emergency information. 

Joint Information System (JIS) - A concept designed to provide coordinated dissemination of emergency information. Similar to the JIC concept, except there is no specific location to operate the coordinated information dissemination process. 

Operational - Ready for, or in condition to, undertake a destined function. 

Public Information Officer (PIO) - The person on the emergency management team who is in charge of public information. 

Recovery - the processes in which all systems return to normal, or near normal. Short-term recovery returns vital life support systems to minimum operating standards. Long-term recovery focuses on restoring the community to the condition it was prior to the emergency/disaster. Long-term may continue for a long period of time. 

Agency Spokesperson - An emergency response staff member with the responsibility for delivering emergency public information regarding his/her own agency. [image: image1.png]
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