
Public Health Emergency Preparedness (PHEP) Program
Work Plan

Capability 4 – Emergency Public Health Information and Warning
LPHA Name:


Completed by:


Capability 4:  Emergency Public Health Information and Warning
	Function 1:  Activate the emergency public information system.
	

	Resource Elements
	Activities
	Outcomes/Outputs
	Reviewer Comments/Technical Assistance

	P1.  Plan includes description of the role of the Public Information Officer (PIO), support staff and potential spokespersons.
	
	
	

	P2.  Plan includes message templates addressing jurisdictional vulnerabilities. 
	
	
	

	P3.  Plan includes protocol for identification of a primary/alternate structure(s) to support public information operations.
	
	
	

	P4.  Plan includes a roster/call down list of pre-identified staff to participate in communications.
	
	
	

	P5.  Plan includes job action sheets for staff and volunteers.
	
	
	

	P6.  Plan includes protocol for staff notification and reporting for duty.
	
	
	

	P7.  Plan includes process to activate research, media operations and logistics roles.
	
	
	

	S1.  Does your agency have a list of  staff that have received training on NIMS for public information staff? 
	
	
	

	S2.  Does your agency have a list of  staff that have received training on crisis and emergency risk communication?  
	
	
	

	S3.  Does your agency have a list of  staff that have received  training in PIO responsibilities/competencies?
	
	
	

	E1.  Does your agency receive essential functions from telecom industry and utilities?
	
	
	

	E2.  Does your agency have a dedicated phone line for inquiries from the media, stakeholders and the public?
	
	
	

	E3.  Does your agency have 24/7 alerting and public messaging capacity?
	
	
	

	E4.  Does your agency have redundant power supply to support 24/7 alerting and messaging capacity?
	
	
	

	E5.  Does your agency have walkie talkies, ham radio or other wireless devices?
	
	
	

	Sample Tasks
	

	1. Prior to an incident, identify Public Information Officer, support staff (depending on jurisdictional vulnerabilities and subject matter expertise), and potential spokesperson(s) to convey information to the public. 
2. Prior to an incident, identify a primary and alternate physical and/or virtual structure that will be used to support alerting and public information operations. (For additional or supporting detail, see Capability 3: Emergency Operations Coordination) 
3. Prior to the incident, ensure identified personnel are trained in the functions they may be asked to fulfill. 
4. At the time of an incident, notify Public Information Officer, support staff, spokesperson(s), and subject matter experts, if applicable to the incident, of the need to either be on-call or to report for duty as necessary within a time frame appropriate to the incident. 
5. At the time of an incident, assemble public information staff at the physical or virtual location, debrief on incident, and assign response duties. (For additional or supporting detail, see Capability 3: Emergency Operations Coordination) 
6. Assist local public health systems in implementing emergency communication abilities.


	

	Function 2:  Determine the need for a joint public information system.
	

	Resource Elements
	Activities
	Outcomes/Outputs
	Reviewer Comments/Technical Assistance

	P1.  Plan includes a decision matrix for scalable joint information systems operations.
	
	
	

	P2.  Plan includes process to establish a Virtual Joint Information Center.
	
	
	

	P3.  Plan includes standard operating procedures for requesting additional alerting resources.
	
	
	

	S1.  Does your agency have identified positions or staff that have received awareness-level training?
	
	
	

	E1.  Does your agency have minimum components of a Virtual Joint Information Center?  
	
	
	

	E2.  Does your agency have recommended support material for jurisdictions to send/receive information?
	
	
	

	Sample Tasks
	

	1. As applicable to the incident, establish a Virtual Joint Information Center, if establishment of a full-fledged Joint Information Center is not optimal. (For additional or supporting detail, see Capability 3: Emergency Operations Coordination) 
2. Identify a health department representative to participate in the jurisdiction’s emergency operations center to ensure public health messaging capacity is represented if a Joint Information Center (JIC) or Virtual Joint Information Center is not applicable to the incident. (For additional or supporting detail, see Capability 3: Emergency Operations Coordination) 
3. Assign tasks to support staff (with staff redundancy to support extended operational periods) to support message coordination and public information through three principal functions: Research, Media Operations, and Administration, as applicable to the incident.


	

	Function 3:  Establish and participate in information system operations.
	

	Resource Elements
	Activities
	Outcomes/Outputs
	Reviewer Comments/Technical Assistance

	P1.  Plan includes media contact list with procedures to keep updated.
	
	
	

	P2.  Plan includes the ability to: 

· Track media contacts and public inquiries

· Monitor media coverage to ensure accuracy

· Correct misinformation before next news cycle

· Coordinate interests and concerns
	
	
	

	S1.  Does your agency have identified positions or staff that have received public information training?
	
	
	

	E1.  Does your agency PIO/spokesperson have access to equipment to receive messaging?
	
	
	

	Sample Tasks
	

	1. Develop, recommend, and execute approved public information plans and strategies on behalf of the Incident Command or Unified Command structure. (For additional or supporting detail see Capability 3: Emergency Operations Coordination) 
2. Based on jurisdictional structure, provide a single release point of information for health and healthcare issues through a pre-identified spokesperson in coordination with the JIC. (For additional or supporting detail see Capability 6: Information Sharing) 
3. Facilitate rumor control for media outlets for the jurisdiction such as television, internet, radio, and newspapers.


	

	Function 4:  Establish avenues for public interaction and information exchange.
	

	Resource Elements
	Activities
	Outcomes/Outputs
	Reviewer Comments/Technical Assistance

	P1.  Plan includes procedure to activate designated inquiry line(s).
	
	
	

	P2.  Plan includes procedures to identify community partners to create a call center concept of operations.
	
	
	

	P3.  Plan includes procedure to utilize CDC-INFO.
	
	
	

	P4.  Plan includes protocol addressing the following if using social networking tools: 

· Linked websites

· Promotion or participation of Twitter/Facebook

· Evaluation of Twitter/Facebook participation

· Collection of metrics or usage data

· Responsibility for creating and clearing posts

· Time frame or schedule for adding new tweets or posts
	
	
	

	P5.  Plan includes guidelines for message development when using social media.
	
	
	

	P6.  Plan includes scripts or message maps for call center staff.
	
	
	

	S1.  Does your agency have identified positions or staff that have received training in the use of social media?
	
	
	

	E1.  Does your agency have information technology or telephonic equipment?
	
	
	

	Sample Tasks
	

	1. Establish mechanisms (e.g., call center, poison control center, and non-emergency line such as 211 or 311) for public and media inquiries that can be scalable to meet the needs of the incident. 
2. If health department websites exist, post incident-related information on health department website as a means of informing and connecting with the public. 
3. Utilize social media (e.g., Twitter and Facebook) when and if possible for public health messaging.


	


	Function 5:  Issue public information, alerts, warnings and notifications.
	

	Resource Elements
	Activities
	Outcomes/Outputs
	Reviewer Comments/Technical Assistance

	P1.  Plan includes a clearance/approval process.
	
	
	

	P2.  Plan includes process and protocol to translate materials/resources for populations with limited language proficiency.
	
	
	

	P3.  Plan includes process and protocol to create low literacy/easy-to-read printed material.
	
	
	

	P4.  Plan includes process and protocol to create material for the visually or hearing impaired.
	
	
	

	P5.  Plan includes process and protocol to reach rural/isolated populations.
	
	
	

	P6.  Plan includes process to provide information to help at-risk individuals understand personal preparedness.
	
	
	

	P7.  Plans address procedures for release or coordination of sensitive or classified information.
	
	
	

	S1.  Does your agency have identified positions or staff that have information technology skill sets to support health alert system?
	
	
	

	S2.  Does your agency have identified positions or staff that have received training in health communication and cultural sensitivity?
	
	
	

	Sample Tasks
	

	1.  Prior to the incident, comply with established jurisdictional legal guidelines to avoid communication of information that is protected for national security or law enforcement reasons or that may infringe on individual and entity rights. 
2.  Disseminate information to the public using pre-established message maps in languages and formats that take into account jurisdiction demographics, at-risk populations, economic disadvantages, limited language proficiency, and cultural or geographical isolation.

3.  Transmit health-related messaging information to responder organizations through secure messaging platforms. (For additional or supporting detail, see Capability 6: Information Sharing)
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