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BCREPC HAZARDOUS MATERIAL PLAN

ANNEX M: PUBLIC INFORMATION OFFICER CHECKLIST

	The PIO is responsible for working with the media and other appropriate agencies.  Prior to briefing the media, the PIO should discuss the incident facts with the Incident Commander.  The briefing should include information about what is currently known, the plan to control the incident, and the general situation. 


	Incident Location
	

	Date
	

	Incident Commander
	

	Public Information Officer
	

	Safety Officer
	

	Liaison Officer
	

	Media Location
	

	

	Media Agencies
	Contact Person
	Telephone

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	

	BASIC INFORMATION FOR RELEASE

	Type of Incident / Cause


	

	Additional Hazards


	

	Killed / Injured / Trapped / Missing


	

	Forces Committed


	


BCREPC HAZARDOUS MATERIAL PLAN

ANNEX M: PUBLIC INFORMATION OFFICER CHECKLIST (cont.)

	PRIORITY ITEMS FOR PRESS

	Number of people hurt / dead
	

	Number of people accounted for
	

	Danger level of the incident
	

	Cause: Accident, arson, still under investigation
	

	Description of the operation


	

	ESTABLISHMENT OF PRESS AREA

	ITEM
	ACTION 
	(

	1
	Specify a press area away from Command Post
	

	2
	Establish safe areas and off-limit areas for media personnel
	

	3
	Arrange for the media to interview the Incident Commander at an appropriate time and place
	

	4
	Provide information to the media in accordance with their press deadlines
	

	
	
	

	
	
	

	

	BASIC CONDUCT FOR MEDIA RELATIONS

	Positive Press: 

· Always remain as calm as possible when talking to the media

· Always get important information out first (TV and radio slots are normally 

30-seconds or less

· Always respect the right to privacy of those involved in the incident

· Always monitor news coverage of the event and bring inaccuracies to the media’s attention

· Always express thanks to the community, employees, and anyone who helped during the crisis

	Negative Press:

· Never speculate.  Only release confirmed facts

· Never attempt to place blame

· Never release specific personal information about employees or others involved in the incident

· Never try to mislead or cover the facts.  Never lie

· Never make off-the-record statements

· Never repeat negative or inflammatory remarks used by a reporter.  They might end up as part of your quote

· Never release or mention the names of injured or deceased victims, whether civilian or otherwise.


BCREPC HAZARDOUS MATERIAL PLAN

ANNEX M: PUBLIC INFORMATION OFFICER CHECKLIST (cont.)

	NOTES / STATISTICS / INCIDENT TIME LINE
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