ANNEX I

EMERGENCY PUBLIC INFORMATION

I. AUTHORITY

See Basic Plan

II. PURPOSE

The purpose of this annex is to provide a plan for the effective collection, control, and dissemination of emergency public information (EPI) and for the minimization of confusion, misinformation, and rumors during times of emergency. Long term public educational efforts related to hazard awareness are also outline in this annex.

III. SITUATION AND ASSUMPTIONS

A. Situation

During periods of emergency, the public needs, and generally desires, detailed information regarding protective action to be taken for minimizing loss of life and property. There are times, however, when disaster strikes without warning and the public information systems cannot react rapidly enough to properly inform the public about the hazard. For this reason it is important that prior to the occurrence of an emergency the public be made aware of potential hazards and the protective measures that should be employed.

B. Assumptions

An effective program combining both education and emergency information will significantly reduce disaster-related casualties and property damage. It is recognized, however, that people are generally unconcerned about hazards until affected despite educational programs. Thus, special emphasis must be placed on the effectiveness of the emergency information program.

IV. CONCEPT OF OPERATION

A. General

Emergency information efforts should focus on specific event-related information. This information will generally be of an instructional nature focusing on such things as warning, evacuation, and shelter. It is also important to keep the public informed of the general progress of events. A special effort should be made to report positive information regarding emergency response in order to reassure the community that the situation is under control. Rumor control must be a major aspect of the informational program. Public feedback should be used as a measure of the programs effectiveness. Education efforts will be directed toward increasing public awareness about potential hazards and how people should deal with them. All information and education efforts will rely heavily on the cooperation of commercial media organizations.

B. Phases of Management

1. Mitigation

a. Conduct hazard awareness programs

b. Coordinate with media

2. Preparedness

a. Conduct public education programs

b.
Prepare emergency information for release during emergencies

3. Response

a. Release public information

b. Coordinate rumor control

c. Schedule news conferences

4. Recovery

a. Provide public information

b. Compile record of events

c. Assess effectiveness of information and education programs

V. ORANIZATION AND ASSIGNMENT OF RESPONSIBILITIES

A. General

The overall responsibility for public information rests with the Emergency Management Director. As the Emergency Public Information Officer, the City Clerk will manage and coordination will be accomplished through the EOC.

B. Task Assignments

1. Emergency Management Director

a. Appoint an emergency Public Information Officer (PIO)

b. Ensure that a public information and education program is developed and maintained

c. Provide official public information

d. Authorize release of information to the media

2. Emergency Public Officer (PIO)

a. Direct all emergency public information efforts

b. Serve as the official City spokesperson and the sole source for dissemination of official EPI materials to the public

c. Conduct public education programs as an ongoing activity

d. Based on all hazards likely to confront the jurisdiction, develop and maintain EPI guidance materials to include the following:

(1) General material dealing with the nature of hazards and basic protective actions to take in the event of an emergency

(2) Hazard specific instructions on “where to go and what to do” in an emergency including detailed instructions on protective actions such as shelter and evacuation

(3) Meaning of warning signals

e. Develop methods (i.e., newspaper supplements, prepared TV/radio scripts for broadcast stations) for distribution of EPI materials to the public to include material for the visually impaired and non-English speaking groups, as appropriate

f. Develop written agreements with broadcast media (i.e., radio stations, TV stations, cable TV, educational TV) to receive and disseminate warning messaged and emergency information

g. Provide news releases for the media, after clearing with the Emergency Management director

h. Check all media for accuracy of reports. (TV, Radio, Print)

i. Maintain a record of events

j. Take action to maintain control of rumors

k. Educate all department heads and administrative staff on media access, Appendix 2

l. Authenticate sources of information and verify for accuracy, before releasing

m. Provide for the dissemination of emergency warning with the media

n. Secure printed and photographic documentation of the emergency/disaster situation

o. Compile and prepare emergency information for the public in case of emergency

p. Handle unscheduled inquiries from the media and the public 

3. Media

a. Provide coverage of emergency management activities

b. Work with Emergency Management of educational programs

c. Check accuracy of information with Emergency Management

VI. DIRECTION AND CONTROL

A. General

The Emergency Management Director id responsible for all education and information programs. He/she may appoint an Emergency Public Information Officer (PIO) to direct all emergency information activities. All emergency public information activity will be coordinated through the public information office, in the Emergency Operating Center (EOC) where the PIO will function as a member of the EOC staff. All departments and agencies shall coordinate with the PIO for releasing of information to the public.

B. Educational Programs

There are many activities involved in the educational programs. The media is constantly provided with information on new developments affecting emergency management activities. Thus, much information reaches the public via television, radio, and newspaper. Lectures and other presentations are often requested by various organizations, presenting another opportunity for public education. Tours of EOC are frequently conducted for many groups including schools, service organizations, and the military. Educational brochures and films are also distributed to the general public and organizations.

C. Emergency Public Information Programs

Many of these activities are continuations of the educational programs. Camera-ready copy and audio-visual tapes are kept at the EOC and distributed to the media as necessary. In addition, television and radio stations maintain a selection of public service announcements related to emergency preparations. Specific measures related to warning are found in Annex A, Warning.

VII. INCREASED READINESS ACTIONS

A. Condition 4

1. Conduct on-going public awareness programs

2. review and update emergency PIO annex

3. Review emergency news releases

4. Brief key officials on emergency programs

B. Condition 3

5. Meet with management and staff of local news media to review emergency public information annex and procedures

6. Commerce readiness information to public

C. Condition 2

7. Commence moderate public information activities

8. Increase contact with local news media activities being performed by local government

D. Condition 1

9. Urge public to make final crisis preparations

VIII. CONTINUITY OF GOVERNMENT

Lines of succession to each department head are according to the standing operating procedures established by each department.

IX
ADMINISTRATION AND SUPPORT

A. Media Organizations

A list of the media organizations that are involved in local emergency management programs is found in Appendix 1.

B. Films and publications

Films and publications dealing with various aspects of emergency management are available from the State, through the Department of Public Safety Regional Liaison Officer, and local emergency management offices.

IX. ANNEX DEVELOPMENT AND MAINTENANCE

The Emergency management director is responsible for the development and maintenance of the entire education and information program. Other persons or organizations specified in the annex will work with the director as necessary. The position designated as the Emergency Public Information Officer is responsible for the maintenance of this annex and the development of SOP’s.

a. The PIO will review this plan annually.

b. Any changes will be distributed to the appropriate organizations and individuals.

c. The PIO will see that all agencies and individuals with emergency responsibilities, receives a copy of this annex.
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APPENDIX 1 TO ANNEX I

MEDIA ORGANIZATIONS:

RADIO:

City:
Taylor

Radio Call Letters







Telephone

KTAT (AM, 1260 kHz)………………………………………………………………352-3631

City:
Austin

KLBJ (AM,     kHz) …………………………………………………………………474-6543

KASE (FM, 1007 MHz) ………………………………………………………………495-1300

TELEVISION

City: Austin

KTBC, TX (Channel 7) ……………………………………………………………….476-7777

Education TV (Channel9) …………………………………………………………….

NEWSPAPER:

Daily:

Taylor Daily Press ……………………………………………………………………..352-8535

Austin American-Statesman ……………………………………………………………445-3500

Weekly:

Williamson county Sun ………………………………………………………………….863-6555

APPENDIX 2 TO ANNEX I

PUBLIC INFORMATION AND MEDIA ACCESS

I. INTRODUCTION

This Appendix recognizes and acknowledges the importance of providing the general public with adequate information as rapidly as possible. In the event of a disaster this is very important to alleviate the natural anxiety of individuals for friends and loved ones that may or may not have been involved. The role of the news media is invaluable to the agencies involved disaster response by reducing inquiries from the public. Every effort should be made to cooperate with the news media in providing information and equal access to the scene of response, within the bounds of safety and efficient operations, and in recognition of the rights of the news media to perform their proper function.

II. PURPOSE

The purpose of this Appendix is to establish general policy for providing information to the public and equal access to certified representatives of legitimate news media during time of emergency.

III. CONCEPT OF OPERATIONS

A. The following types of information shall be provided to the public as soon as possible in as much detail as possible.

1. Nature of disaster;

2. Location of disaster;

3. Time of disaster;

4. Number of casualties;

5. Identification, age, sex, address of casualties; (pending notification of next of kin)

6. Nature and severity of injuries;

7. Condition of casualties and where treated;

8. Agencies involved in response;

9. Scope of agency involvement;

10. Places of contact for missing relatives; and,

11. Restricted areas.

B. While it is recognized that personnel involved in response to a disaster have certain responsibilities for the protection of life and property, and will be under varying degrees of mental and physical stress, it is also recognized that certified representatives of the news media should response activity and to interview personnel when it is consistent with safety and effective operation.

IV. COLLECTION AND DISSEMINATION OF INFORMATION

The types of information outlined in III. A. above shall be collected and disseminated as soon as possible by the appropriate personnel as follows:

A. The On-Scene senior official, or his designated representative, will provide a timely evaluation of the disaster to the emergency Public Information Officer, to be followed, as appropriate, by additional details as they are available.

B. Hospital Information Officer will be responsible for the rapid collection of information concerning casualties, notification of next if kin, dissemination of this information first to the EOC and, where appropriate, directly to the news media representatives.

C. Emergency Public Information Officer will be responsible for collection of information from the On-Scene senior official, hospitals and other sources and agencies, for the dissemination of information directly to the news media, for preparation of news releases and, where appropriate, for making announcements directly to the public via radio and/or television hookups.

V. ACCESS FOR NEWS MEDIA REPRESENTATIVES

In recognition of the public’s right to know as much information as possible about a disaster, the various agencies involved in response will make every effort to cooperate with allowing certified representatives of legitimate news media equal access to information and scenes of response activities as appropriate. News media representatives are likewise required to cooperate with agency personnel as directed for safety and efficient operation.

A. The On-Scene senior official, or his designated representative, will allow such access as consistent with safety and efficient operation. Although on-scene access will be necessarily limited dependent on conditions, the On-Scene senior official should use discretion in cooperating with news media representatives.

B. Hospital Information Officer at each respective hospital will establish rules of access for news media representatives and these may vary for individual circumstances. As a minimum, in the event of an emergency Medical Disaster, each hospital should recognize certified press identification cards as defined under V.C.1. Below, provide a designated entrance for news media representatives, and provide a pressroom or other designated area for the use of news media representatives with access to telephones.

C. Emergency Public Information Officer will establish rules for media access at the EOC as appropriate to conditions. Unless otherwise specified, news media representatives will be governed by the following rules:

1. Representatives of news media will be considered certified by all agencies involved in disaster response activities if provided with an official emergency Management Press identification card as issued by the City, or the Texas Department of Public safety Press identification card;

2. When the EOC is activated, representatives of news media shall have access only to areas of the EOC designated press accessible by the Emergency Management Director or Public Information Officer;

3. During emergency operations the director’s Office, Operation Room and Communication Room will be restricted areas. Access by the media will require permission from the Emergency Public Information Officer or his/her designated representative.

PLEASE NOTE:
All media representatives at the disaster Scene will promptly adhere to all requests made by the On-Scene senior official.
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EMERGENCY ANNOUNCEMENT GUIDELINES AND SAMPLE SCRIPTS
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GENERAL GUIDELINES

1. Although one cannot anticipate every type of emergency that may occur, some hazards can be identified and pre-scripted emergency announcements developed to alert the public of protective actions.

2. General information on severe weather is available in brochure form from the local National Weather Service (NWS), local emergency management office, and the Governor’s Division of Emergency Management. You should contact your local NWS and emergency management offices in advance to establish information sources. Information for the public on hazards materials spills, bomb threats and other natural and man-made emergencies through your local emergency, police and fire departments.

3. The pre-scripted announcement should identify the source of information such as the NWS, local police, fire or emergency management office, Texas Department of Public Safety, school officials, etc. Information obtained from unofficial channels should be verified before releasing.

4. The announcement should include as much specific information as is available regarding the area affected and time frame associated with the hazard.

5. Include any recommended protective actions the public should be considering or following.
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TORNADO WATCH SCRIPT

WATCH



(TORNADO WATCH)

__________________ HAS JUST RECEIVED A SPECIAL BULLETIN FOR RESIDENTS OF 

_______________________________COUNTY._______________________________.







          (List Other Areas That May Be Affected)

*** _______________________________HAS BEEN INFORMED BY THE NATIONAL WEATHER SERVICE THAT A TORNADO WATCH IS NOW IN EFFECT FOR

 ____________________________________ FOR ________________________________.

(Area of Coverage Affected)




(Time Frame of Watch)

A TORNADO WATCH MEANS THAT CONDITIONS ARE SUCH THAT TORNADOES 

MAY BE ABLE TO FORM. NO TORNADO HAS BEEN SIGHTED AT THIS TIME. 

COUNTY RESIDENTS ARE URGED TO BE AWARE OF THE WEATHER SITUATION 

AROUND THEM AND TO KEEP TUNED TO ___________________ FOR FUTHER 

EMERGENCY WEATHER INFORMATION. *** (Repeat from ***)

AS A PRECAUTION, RESIDENTS SHOULD BE AWARE OF THE CLOSEST AVAILABLE 

SHELTER OR WHERE THE SAFEST PLACE IS IN YOUR HOUSE, SHOULD AN ACTUAL 

TORNADO BE SIGHTED. AGAIN, NO TORNADO HAS BEEN SIGHTED, THIS IS ONLY A 

TORNADO WATCH.

THIS MESSAGE HAS BEEN BROUGHT TO YOU AS A PUBLIC SERVICE OF __________.

STAY TUNED TO __________ FOR FUTHER INFORMATION AS IT BECOMES

 AVAILABLE.
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FLASH FLOOD SCRIPT

THIS IS A BULLETIN FROM THE TAYLOR EMERGENCY MANAGEMENT AGENCY. 

____________________ CREEK IS RISING RAPIDLY. ALL PERSONS ALONG THIS

CREEK SHOULD BE WATCHING FOR RAPIDLY RISING WATER, AND BE PREPARED 

TO LEAVE THEIR HOMES IF THE SITUATION WORSENS. ALL LOW WATER 

CROSSING SHOULD BE AVOIDED. THE FOLLOWING STREETS ARE PRESENTLY

CLOSED, _____________________, _____________________-, ______________________,

____________________________, __________________________. AVOID ALL LOW 

WATER CROSSING IN THE AREA. DO NOT DRIVE INTO AREAS WHERE WATER IS 

OVER THE ROADWAY. STAY TUNED TO ________________ FOR FUTHER UPDATES

AMD OTHER DEVELOPMENTS.
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HAZARDOUS MATERIALS SCRIPT

______________________ HAS JUST BEEN INFORMED BY LOCAL FIRE OFFICALS 

THAT CITIZENS LOCATED IN OR NEAR THE __________________ AREA SHOULD BE

PREPARED TO LEAVE THIS AREA IMMEDIATELY. A __________________ SITUATION

EXISTS LOCATED AT __________________. PERSONS IN OR NEAR THIS LOCATION, 

SHOULD PROCEED OUT OF THE AREA USING, ___________________, _______________

___________________, STREETS. FIRE AND POLICE PERSONNEL WILL BE IN THIS 

AREA TO ASSIST YOU SHOULD YOU REQUIRE IT. 

CITY OF TAYLOR

7. EMERGENCY PUBLIC INFORMATION PLANNING STANDARD AND CRITERIA

Standard - Emergency Public Information (EPI) must provide active channels for educating the public on appropriate actions before, during, and after emergencies. It must provide for effective collection and dissemination of information to the public during emergencies. EPI policies, roles, responsibilities, and procedures must be identified and described. Coordination between departments and the media must be established. Provisions must be made for:

Element 1 – Point of Contact






Page/Reference

Criteria:
a.
An information office as the official

point of contact for the media during 

an emergency.




         3-V-B-2-b

Element 2 – Coordination/Authoritative Spokesperson


Criteria:
a.
An authoritative spokesperson designated





As the public information officer (PIO).


      2-A
b. The PIO to coordinate with the departments 

Or agencies the release of information to the

Public.






 4-VI-A

c. Disseminating essential information to the public, 

including the appropriate protection actions 

to be taken.




         3-V-B-2-2

d. Authenticating all sources of information being 

received and verified for accuracy.

        3-V-B-2-L



e.
Clearing information with the chief executive 





before release to the media.


        3-V-B-2-9
Element 3 – Development and Distribution of EPI Materials


Criteria:
a.
The distribution of emergency public information

materials using all sources available such as

 newspapers, radio, television, etc.


 4-VI-C
b.       The preparation of EPI guidelines materials based 

on all hazards affecting the jurisdiction (pamphlets, 

magazines, etc.)





         12

c.       Disseminating prescripted emergency information 

      



materials available for use by the media.

       3-V-B-2-M
d.
Disseminating EPI materials for the visually 



impaired and non-speaking groups, if appropriate.       3-V-B-2-C

Element 4- Media


Criteria:
a.
Written or oral agreements with the information 




media for dissemination of emergency public 




information and warnings.


         3-V-B-2-7


b.
Points of contact for release of public information 



in an emergency.




______

Element 5- Rumor Control


Criteria:
a.
Addressing rumor control.



 1-IV-A

Element 6- Re-Entry


Criteria:
a.
Informing the public about places of contact for 




missing relatives continued emergency services, 




restricted areas, etc.



         3-V-B-2-7
Element 7 – Content


Criteria:
a.
Referencing current, federal, state and local 




legal authorities that establish the legal basis for 




planning and carrying out emergency responsibilities.
      6-X



b.
Including a purpose or mission statement 




that describes the reason for development.

       1-II



c.
Providing a situation statement that describes 




the potential hazard considerations.


     1-III


d.
Including planning assumptions.



 1-III-A

e.
Including a concept of operations that describe




how emergency operational activities will be carried 



out and addresses all phases of management: mitigation, 



preparedness, response, and recovery.


 1-IV-A

f.
Describing the emergency management 





organization and identifying responsibilities 




of each agency.





      2-V


g.
Including a direction and control section to provide



guidance on command and coordination of 




emergency operations.




     4-VI

h.
Covering increased readiness operations describing 



actions to be taken during periods of heightened risk.
    4-VII

i.
Providing for lines of succession to ensure 




continuity of operation.




  5-VIII

j.
Describing administrative arrangements/procedures 



and support to all response organizations.

           5
Element 8 – Approval


Criteria:
a.
Identifying the approving authority.


           6



b.
Identifying the approval date.



           6
Element 9- Distribution


Criteria:
a.
Distributing copies to all government departments and 




agencies assigned emergency responsibilities.

  6-X-C



b.
Distributing appropriate sections to private sector 




organizations and individuals assigned emergency 




responsibilities.





6-X-c



c.
Distributing changes to appropriate organizations 




and individuals.





6-X-b

Element 10 – Maintenance


Criteria:
a.
Identifying an individual by title with the 





responsibility for maintenance.



      5-X



b.
Reviewing annually.




   6-X-2



c.
Including provisions for updating, as necessary, 





based on deficiencies identified by drills and exercises,




technological changes, etc.



      5-X


d.
Including a means of recording changes.


    7-XII

Review Date: _______________________                           Annex Date ____________________

____________________




(If Applicable) completed by

RLO Initials: __________________

