Job Action Sheet

Public Information Liaison

Level 3 (Non-licensed)

Public Information Liaison
Site: 


Position Assigned To:


Job Shift(s):


You Report To: Designated County Public Information Officer

Mission:
To serve as the point of contact for all media inquiries during the clinic set-up and operations.  This position is under the direction of the county Public Information Officer (PIO).
Qualifications:
Non-medical, public speaking/public information skills, good communication skills, required training, required vaccine/prophylaxis
Possible Candidates:

__ MRC Level 3 Designated PIL

__ SCHA Designated Staff
Equipment:

__ Vest/ ID Badge

__ Cell phone

__ Pen and notepad

__ Important contact information of county and public health officials, and other county and state PIOs

__ Media packets

Will have access to:


__ The county Public Information Officer Group.

__ Schedule and location of emergency clinics in operation

__ List of clinic staff volunteers

__ Information about the disease and the prophylactic treatment being provided
Contact Information
	Name
	Office
	Cell

	County PIO
	
	

	
	
	

	
	
	

	
	
	


Initial Action:

__ Put on ID badge and vest/uniform shirt

__ Arrive at assigned site when notified and check in with Clinic Manager.

__ Read this entire Job Action Sheet.

__ Obtain orientation and familiarize yourself with all clinic areas.

__ Establish an off-sight location for media interviews for each clinic site (if applicable).

__ Inform all media sources in the vicinity of the clinic operation and media protocols.

__ Prepare media packets
Primary Duties:

__ Ensure the clinic Greeters, Clinic Manager, and Security have your contact information, and specifics on the off-site Media Information Center.

__ Conduct press briefings under the direction of the county Public Information Officer.

__ Maintain contact with county and state PIO staff to ensure a consistent and accurate message to the media.

__ Maintain contact with Clinic Managers on the status of the clinic.

__ Notify media of important information the public needs to know when coming to an emergency clinic, under direction of the county PIO.

__ Feed media information supplied by the county PIO.

__ Field media questions for the county PIO to address.

__ Monitor media outlets to check accuracy of information being reported.
Deactivation Phase:

__ Conduct follow-up press briefings and releases as needed.

__ Assist with the tear down and clean up of the area.

__ Check out with Clinic Manager.

__ Identify issues for debriefing report.

__ Participate in debriefing sessions at shift change or close of clinic.
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