IMT Lead PIO/ESF15 and Local/EOC Lead PIO Roles & Responsibilities Transition Form


[bookmark: _GoBack]The objective of this document is to clarify the roles to support the most successful information operation for the public and agencies involved in managing this incident.  In this document IMT PIO refers to the assigned Incident Management Team Public Information Officer and Local PIO refers to the local Emergency Operation Center or Joint Information Center Public Information Officer.


	Duty
	IMT
PIO
	Local
PIO
	Comments or Example

	Information update immediately following morning briefing. Leads from Local & IMT should both attend the meeting.
	
	
	Lead PIOs need to provide information from the briefing to team  PIOs. This can be an initial phone call or other communication.

	Prepare Daily Fact Sheet Containing Updated Fire Information
	
	
	This will be written each day and disseminated to full PIO Team following morning briefing.

	Run Trapline
	
	
	IMT PIOs will coordinate with local PIOs to establish initial physical posting route and expand as needed.  IMT PIOs will set up, maintain and dismantle or provide for long term planning with documentation in final DOCL package. An electronic trapline can be maintained via EOC unless they decide otherwise.

	Update and Maintain InciWeb
	
	
	This will always be established when federal land is involved in an incident – for other incidents as needed.

	Media Inquiries and onsite tour scheduling and coordination
	
	
	If  media calls  requesting tour of incident, interviews or other onsite request, the PIO team will coordinate with IMT PIO to schedule. A media log will be maintained by IMT and EOC/JIC.

	Respond to inquiries regarding restrictions and closures
	
	
	Frequent communication is needed to ensure IMT PIO and EOC/JIC are up-to-date on all restrictions and closures affected by incident. 

	Governor’s Office/Congressional Inquiries and Contacts
	
	
	Local PIOs will handle and coordinate all these requests unless determined otherwise. Local PIOs will communicate these inquiries within their chain of command and to the IMT Lead PIO for coordination, especially for field tours, media conference/briefing or meeting with IMT.  The IMT will provide support if/as requested.

	VIP visits/requests from other federal agencies
	
	
	VIP visits with be coordinated with PIO team and liaison officers.

	Local Cooperator/Stakeholder Meetings
	
	
	The IMT LOFR, with support from IMT PIO, initiates and facilitates these meetings for operational information sharing and coordination. All cooperators and ESF15 are encouraged to attend. If this type of meeting is already set up when the IMT arrives, surpport and participation will be provided by IMT LOFR and Lead PIO. 

	Emergency Call Center/JIC Operations
	
	
	Call Center staffing will be provided to the IMT. Lead Call Center PIO; 24 hr message or staffing may be necessary. It will be the responsibility of the EOC to staff this function.

	Preparing Special Orders and Restrictions Information
	
	
	All special orders will be handled by Local Lead PIO and communicated within their chain of command including IMT Lead PIO and other affected entities unless otherwise determined.  Wording for closure/restricted areas will be provided by jurisdictional agency to provide for accurate, consistant messaging with all involved entities.

	Distributing Special Order/Restrictions Information
	
	
	Local Lead will prepare and arrange special orders containing restriction/closure information and send it to their contacts. A list of EOC/Lead PIO contacts will be provided to IMT Lead PIO. IMT Lead PIO will disseminate information to additional key contacts with IMT and/or on trapline as appropriate.

	Communicating incidents within incidents(IWI)
	
	
	Immediate communication is imperative when an incident within an incident occurs. The Lead IMT PIO and Lead Local PIO will coordinate efforts and decide which agency/group will take the lead role on disseminating information.  Spokesperson for IWI will need to be determined but should be discussed during inbriefing or early in assignment.

	Act as Information Lead on other fires/incidents
	
	
	New incidents will be handled by jurisdictional agency unless otherwise delegated.  Initital assistance can be provided by IMT PIOs if/as requested. EOC/JIC will distribute information on other incidents, not managed by IMT .

	Contact local elected officials
	
	
	Local PIO and IMT LOFR should be included and can be available to assist if needed.

	Coordinate Evacuation Plans with County Sheriff’s Department
	
	
	IMT Lead PIO will work with law enforcement to coordinate evacuations, while maintaining communication with Local Lead through daily coordination.  Although this is the county sheriff’s department responsibility, it is important to have a  three-way communication line established between the sheriff’s office, IMT PIO and Local Lead so they can all communicate evacuations.  
Some things to consider:
· Who/what number should people call for evacuation info?
· What’s our plan/strategy for evacuations?
·  Who all needs to be involved?  (Red Cross, Dept. of     Emergency Services)
· Will people be allowed to go back in and collect valuables?
Evacuation order and confirmed evac instructions need to be provided by sheriff’s office for consistant messaging.

	Social media – Twitter, Facebook, etc.
	
	
	Coordinated messges that pertain to the mission and duties assigned may be sent via approved social media routes. IMT social media accounts can be used to release approved/official information regarding field operations. These accounts can also be used to forward information released by official sources. Personal accounts may not be used to release information however they can be used to retweet/share official information.

	PIO Liaisons 
	
	
	If staffing allows, an IMT PIO Liaison will be assigned to the EOC/JIC to facilitate better communication and provide clarification on IMT operations to EOC/JIC.
If it’s determined a PIO Liaison would be beneficial from the EOC to IMT PIO shop that can be discussed and supported.

	Trainees
	
	
	The IMT Lead PIO will accept local jurisdictional PIO trainees as the situation allows.  Local PIOs need to be prepared to committ to a 3day minimum  assignment and follow IMT PIO protocol.
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The following duty list is intended to assist in the sharing of duties on large incidents. In addition to the above mentioned duties the following are also suggested:

1. PIO staff meetings with EOC/JIC and IMT PIOs at least once a day (morning/evening are suggested). These can be done in person or via phone. Set a time that remains consistant throughout the incident. A representative from each participating group should be present.  If the IMT holds daily PIO staff debriefs, this is a good source of information for participating organizations to gather intel.
2. Use an instant communication tool such as ‘Group Me’ to provide instant updates between groups. This should only be used for main leads, supervisors/branch directors, not designed for use by the entire PIO staff unless it’s a small incident.
3. Staffing information to include work hours, shift hours, contact information and expectations need to be exchanged between each group.
4. Media follow-up after an incident is a valuable tool for progress – Suggestion to provide media an opportunity to give feedback on how operations worked for them (via survey or AAR format).
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