C-3000

DEMONSTRATE THE ABILITY TO PREPARE INITIAL AND FOLLOW-UP NEWS RELEASES

CONDITIONS

You are the Information Officer for a missing aircraft mission and the Incident Commander has asked you to prepare an opening press release for the media.

OBJECTIVES

1. Gather all pertinent information about the current mission.

2. Create an initial press release to be approved by the Incident Commander for release to the media.

3. Demonstrate the ability to continually update press releases with the most current information

TRAINING AND EVALUATION

Training Outline

1. One of the Information Officer’s most important tasks at the start of any mission is creating an opening news release. The opening news release informs the news media that there is a Civil Air Patrol mission underway and gives them basic information about the reason for the mission. It is the IO’s responsibility to keep the public and the media informed with up to date and timely news releases.

a. First, gather all information about the mission, including resources being used, information about the

search target and current activity. Do not include speculations, opinions or any other information that cannot be verified

as being accurate.

b. When creating a news release make sure to include the mission base phone number, the incident commanders name and your name as a point of contact for the media. Ask yourself, is the information current? Is it verified and accurate? Is it laid out in a professional format? Be sure to put a time and date on your news releases and update them throughout the mission. This helps to keep track of the order you release information and also let’s the media know that they have the most current information available,

c. Once your opening news release is ready, the Incident Commander or his designee must approve it and any other information that is being released to the media. The IC may ask you to make changes or approve your press release as it is given to him. Do not distribute any information to the media with the express approval of the IC. The IC may also ask that your coordinate your news release with the governing agency, for example the AFRCC on a missing aircraft mission, or the IC may do that task. News releases should always be coordinated through the agency that CAP is reporting to, if applicable.

2. Update your news releases throughout the mission!

a. Follow the 3-5 rule. A good MIO will release an average of 3-5 News releases a day. A fresh news release should be created every 3-5 hours or as new information is uncovered. This let’s the media know that you are informed and will limit the amount of call’s you receive asking when a new update will be available.

b. Keep in touch with the IC, Ground Branch Director and Air Operations Branch Director for any changes in the search or any new information that can be included on the next news release.

c. Finally, the last part of your news release should always include a brief overview of Civil Air Patrol and what we do. This helps to inform the person who knows nothing about Civil Air Patrol about who we are.

Additional Information

More detailed information on this topic is available CAPR 190-1, Volumes 1 & 2

Evaluation Preparation

Setup: Although this evaluation can be accomplished at a unit level it is best done at a wing-training mission or a tabletop exercise. If done as a training mission, make sure all releases clearly state TRAINING MISSION to avoid a miscommunication with the media
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Brief Student: An opening and follow up news release needs to be created. Provide the student with a scenario to be used to create the news releases.

Evaluation

Performance measures Results

1. Correctly identify all procedures for creating an opening and follow up news release. P F

2. Create an opening and follow up news release. P F

3. Properly identifies that all information must be approved by the IC. P F

4. Understands some information may be withheld from the media to help evaluate leads. P F Student must receive a pass on all performance measures to qualify in this task. If the individual fails any measure, show what was done wrong and how to do it correctly.
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C-3001

DEMONSTRATE THE ABILITY TO MAINTAIN A COMPLETE MEDIA CONTACT LIST

CONDITIONS

You arrive at mission base and need to establish a media contact list.

OBJECTIVES

1. Gather information to create a media contact list to be used for mission news releases.

TRAINING AND EVALUATION

Training Outline

1. A media contact list is one of the most important and useful tools for the Information Officer to have. It let’s the IO distribute news releases to a consistent number of media organizations without having to look up the information each and every time. It is also vital to have a current media list during a mission to be sure you can get these same organizations current information about the mission. The best time to establish a media contact list is before a mission. A good IO establishes a list and has it always available in the event of need.

a. First, determine major television and radio networks for your state. Accomplish this by contacting the state branch of the FCC as they are required to keep a copy of all licensed radio and news stations in the state on file.

b. Contact Unit Information Officers to obtain any media sources they may have to contribute.

c. Be sure to contact each agency to verify the accuracy of the information specifically the fax number.

2. Create a list using a word processor program or database such as Microsoft Word or Microsoft Access.

a. Create an easy to use format, displaying all necessary information

b. Include, name, number, fax number and type of agency. Also include any contacts you might have at these agencies

c. Once completed, devise a method to maintain the media list to insure it is accurate.

Additional Information

More detailed information on this topic is available CAPP 190-1, Volumes 1 & 2

Evaluation Preparation

Setup: None. The student can create the media list at a place of their choosing. No initial setup information other then this task list and the briefing is required.

Brief Student: Give the student the name of a city in your state and ask them what media contacts they would use if there were an emergency services mission taking place at that location.

Evaluation

Performance measures Results

1. Gather accurate information for a media contact list. P F

2. List at least three media contacts, local or state, that releases could be sent to. P F

Student must receive a pass on all performance measures to qualify in this task. If the individual fails any measure, show what was done wrong and how to do it correctly.
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C-3002

DEMONSTRATE THE ABILITY TO COORDINATE VISITS OF NEWS MEDIA TO MISSION SITES

CONDITIONS

You are the Information Officer for a missing aircraft mission and the Incident Commander has asked you to escort the media to the mission base and on a ground team sortie.

OBJECTIVES

1. Describe proper procedures for dealing with media visits to mission sites.

2. Coordinate media visits to mission sites.

TRAINING AND EVALUATION

Training Outline

1. Often the media will want to get an up close and personal look at the functions of a working mission. They will often request a visit to the mission base or ask to be allowed to travel along with an aircrew or a ground team on a sortie. It is the job of the IO to setup and coordinate these visits, provide assistance to the media and to minimize the interference to the mission.

a. Authorize all media visits and activities with the Incident Commander. Ensure they will not interfere with the operation of the mission in any way.

b. Verify credentials of any and all media personnel to be involved in the visit. Make a note of the names of the reporters and the agency they represent.

c. Have copies of the latest press release to give the media upon arrival.

2. Plan your visit ahead. Most media agencies appreciate a well thought out and professional presentation a. Verify ahead of time the places you are authorized to take the media.

b. Inform any ground teams and aircrews that will have media accompanying them on sorties. Assist them on how to deal with the media and what they are authorized to speak about. Make sure all members have your contact information.

c. At the end of the visit, thank the media for their time and make sure they have a way to contact you later.
Additional Information

More detailed information on this topic is available CAPR 190-1, Volumes 1 & 2

Evaluation Preparation

Setup: This evaluation should be conducted during a mission, preferably a practice mission.

Brief Student: That they have been instructed by the Incident Commander to conduct media visits of several mission sites.
Evaluation

Performance measures Results

1. Student must demonstrate the ability to properly record media visits. P F

2. Student must demonstrate the ability to coordinate media visits to mission sites. P F

3. Demonstrate a briefing to an aircrew or ground team prior to media accompanying them P F

Student must receive a pass on all performance measures to qualify in this task. If the individual fails any measure, show what was done wrong and how to do it correctly.
