Information Officer Checklist

SEARCH AND RESCUE MISSION
When Notified of the Mission:

___
When contacted by the mission coordinator, find out the following information (which will be needed for the submission of press releases):


___
Where the search mission is based out of and how to get there


___
What we are searching for and what type of mission it is

___
All participating agencies and their phone numbers


___
How many CAP participants there are (any specific squadrons participating)


___
Find out if there is another “staging” area for the press being set up by the


local sheriff and get permission to set one up at the airport


___ 
Any other information the MC knows that may be helpful in selling this exercise


to the media

___
Decide with the mission coordinator whether to send out your press releases from your home, prior to arriving at the mission, or from the mission base.  (If you send them out before you get in the car, make sure you include what time you will be available for press questions on the release.)

___
Check your mission kit to ensure it includes your checklists and crash kit, your camera, film, batteries, pens, paper, media packets (stocked with CAP fact sheets and brochures) and extra business cards.  (Also very helpful is a laptop computer or typewriter and a cell phone.)  Make sure you put it all in the car.

Before Leaving for the Mission /or/ As Soon as you Arrive:

___
Write press release, obtain approval to submit it, and send it via fax or phone to the major dailies, wire services and TV
and radio stations in the area (a list of these should be maintained in your mission kit)

Once you Arrive at the Mission:
___
Set up a media area if one has not already been set up.


___
Check in with mission coordinator for any updates/instructions.

___
Set up sign-in sheet, press badges, media packets 

___
Obtain radio and ensure the powers that be know where to send any members of 
the media

___
Greet media in the press “staging” area; ensure they sign the roster; give them any
specific exercise instructions and media kits; and ask them how you can help make their jobs easier

___
Begin writing a longer, more specific press release



___
Once approved, insert it into the media kits and distribute it to more local media

___
Guide reporters to individuals to interview:

___
Keep the media out of the operations, family and mission crew briefing and rest areas. If necessary, ask people if they wish to be interviewed and arrange for the interview away from these areas.

___
Find CAP people who aren’t too busy at the moment AND who are in the
know (usually start with the incident commander/mission commander and
work through the list)

___
If you let them interview cadets, make sure you stay near them during the
interviews

___
While escorting media, take pictures of the action for CAP publications

___
When things slow down, interview CAP members for stories in CAP publications and

follow-up releases

Once a Find has been Made:

___
Write press release, get it approved through appropriate channels and send it out via fax or phone that a find has been made.

After the Mission:

___
Submit after-action report to mission commander and wing public affairs officer


___
Include in this reporter the names of reporters who attended and where they work

___
Attach any articles, video tapes, etc… published on the mission that you can get


your hands on

___
Include a short paragraph on what worked/what didn’t

___
Submit a story and photos for publication to WingTips and CAP News.


___
Ensure the who, what, why, where, when and how are all covered by the first two


paragraphs of the story


___
Ensure your story includes quotes


___
Include the correct spelling, rank and title of each individual mentioned


___
Attach photo captions to the back of the photos (don’t write on them) or, if 


e-mailing them, put photo captions on the top of the story with a brief description


of what the photo looks like


___ 
Don’t include your opinions in the story; stick to the facts!  (This SHOWS people


we are great rather than TELLING them we are great.)

___
(Optional) Submit follow-up press releases to community media outlets about local squadron participation in the mission

Information Officer Checklist

MISSION KIT

1. Information officer position description 

2. An information officer checklist for a SAR 

3. An information officer checklist for an actual mission 

4. Phone numbers of key Minnesota media outlets 

5. Boiler plate press releases 

6. An information officer checklist for a CAP crash 

7.
Pen

8.
Paper

9.
Camera

10.
Film

11.
Batteries

12.
Media Kits (which include CAP fact sheets and CAP brochures)

13.
CAPM 190-1 

14.
CAPR 50-15 

15.
Business cards

16.
CAP 101 and ROA cards

17.
Warm/cold weather gear

18.
Flashlight

19.
BDUs

20.
Orange Safety Vest

21.
AP Style Guide 

_________________________

If have, plan on bringing:

1. Laptop (or typewriter)

2. Cell Phone

3. Hand-held Radio

Information Officer Checklist

SEARCH AND RESCUE EXERCISE
When Notified of your Selection as IO:

___
After contacted by mission coordinator, either attend planning meetings or grill him/her over the phone to the find out the following information (which will be needed for the submission of press releases):


___
Date/time/location of exercise


___
All participating agencies & phone numbers of other PR people to work with


___
How many CAP participants there will be (any specific squadrons participating)


___
What are the objectives (short- and long-term goals) of the exercise


___
How will the exercise be accomplished


___
Find out if you will be allowed to set up a “staging” area for the press


___ 
Any other information the MC knows that may be helpful in selling this exercise


to the media

Five Weeks Prior to the Exercise:

___
Write press release and send it out NO LATER THAN five weeks prior to the event, which will make it easier for the smaller media outlets to plan their coverage.


___
Research all media outlets around the area on the Internet, in the Minnesota


Media Directory, the Minnesota Gold Book, etc…

___
Provide a copy of your release to the mission coordinator or exercise project 
officer and other appropriate agencies and obtain approval of the release PRIOR to sending it out

___
Mail, e-mail or fax (but don’t send more than one copy to each outlet, as this
annoys editors) the release to all TV station, radio station, wire services and
newspaper in and around the area, as well as any trade publications or magazines that might be interested


___
Ensure to include a phone number for the day of the exercise in the event a 


reporter gets lost on the way to the event or wants to cover it without attending

___
If possible, arrange for more information officers (or trainees) to help you.  If another IO 
isn’t available, find a good assistant!

A Few Days Prior to the Exercise:

___
Again send out approved release as a reminder to local media, specifically the dailies, wire services and TV and radio stations.


___
(Optional) Call local editors to see if they are planning on covering the event but


be courteous and conscious of production/deadline schedule.  Do not demand


coverage, as this is a sure-fire way to irritate an editor.

___
Prepare Media packets and other materials for the day of the exercise.


___
Media packets are folders that include: a more detailed press release on what’s


happening at the exercise, a CAP fact sheet, CAP promotional brochures, maps


to the search sites and a business card for follow-up questions from reporters.

___
Bring along a sign-in sheet for the media, name tags or press badges to be 
distributed to individual reporters and, depending on the size and importance of
the event, a coffee pot or other refreshments

___
Check your mission kit to ensure it includes your checklists and crash kit, your camera, film, batteries, pens, paper, media packets and extra business cards.  (Also very helpful is a laptop computer or typewriter and a cell phone.)

Day of the Exercise:

___
Arrive early and set up media area.


___
Check in with mission coordinator for any updates/instructions.

___
Set up the press “staging” area with sign-in sheet, press badges, media
packets (and, if so inclined, coffee/donuts/etc…)


___
Obtain radio and ensure the powers that be know where to send any members of 


the media

___
Greet media in the press “staging” area; ensure they sign the roster; give them any
specific exercise instructions and media kits; and ask them how you can help make their jobs easier

___
Guide reporters to individuals to interview:

___
Find CAP people who aren’t too busy at the moment AND who are in the
know (usually start with the incident commander/mission commander and
work through the list)

___
If you let them interview cadets, make sure you stay near them during the
interview

___
If reporters want to visit the “crash” site, find a reliable, articulate person
they can tag along with

___
While escorting media, take pictures of the action for CAP publications

___
When things slow down and the media have disappeared, interview CAP members for stories in CAP publications

After the Exercise:

___
Submit after-action report to mission commander and wing public affairs officer


___
Include in this reporter the names of reporters who attended and where they work

___
Attach any articles, video tapes, etc… published on the mission that you can get


your hands on

___
Include a short paragraph on what worked/what didn’t

___
Submit a story and photos for publication to WingTips and CAP News.


___
Ensure the who, what, why, where, when and how are all covered by the first two


paragraphs of the story


___
Ensure your story includes quotes


___
Include the correct spelling, rank and title of each individual mentioned


___
Attach photo captions to the back of the photos (don’t write on them) or, if 


e-mailing them, put photo captions on the top of the story with a brief description


of what the photo looks like


___ 
Don’t include your opinions in the story; stick to the facts!  (This SHOWS people


we are great rather than TELLING them we are great.)
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FROM MAJ ALICE MANSELL
CAWG/PA
I am the staff "IO" for the CAWG/DOS and the "Advisor" to the CAWG/PA IO Manager.

For a list of things to have on hand - here's what works for me:

-- A plastic letter-sized file box with handle (the small - half size) with almost everything inside I need to work a mission at home or at a base.


Inside:

-- On the inside cover is a taped short list of the things I should be sure to put inside the box at the last minute and things too big to fit inside which I must grab if working away from home on a mission:
-typewriter plus spare ribbon, or computer with printer and disks
-extension cord
-CAP address and telephone contacts 1/2" binder
-cell phone and power cord, and/or pager (when working remote I only put a cell phone or pager number on press releases since most mission bases only have one phone line which the MC needs)

--Inside the file box:

-Office supplies in a smallish box. (stapler with extra staples; masking  tape; index cards; Post-its; small box of push pins, paper clips of various sizes, rubber bands, and black clips; white board marking pens; small hole punch; ballpoints of various colors; pencils with erasers; pencil sharpener; matches; scissors; whistle; clear tape; whiteout; small ruler)

-1 & 1/2" IO Binder. sections for current CAWG IO-standards and trainees roster, and MC-t and -s contact rosters; media telephone/fax/email contact lists including wire sevices; extracts of some IO/mission/accident related CAP regs/manuals/pamplets, State and County ES laws/procedures, a few ECI PAO course pages, National SAR Manual public affairs section; miscellaneous PAO/IO guides; recent ops summary stat sheets for reference; blank forms such as Wing Press Release letterhead, masters and copies of all useful CAP, Wing, and IO forms for a mission base in plastic sleeves.

-1/2" binder of the three manuals and handouts used in CAWG for IO training. The manuals and handouts were edited from the 30 year collected wisdom of CAWG PAOs and IOs and a few MCs. A large portion of this material was put verbatim in the new CAP P 190-1, but CAP HQ did not bother to run it by anyone in CAWG or the ES world before distributing it. CAPP 190-1 is less than ideal.

-gridded sectionals for Calfornia and contiguous States.

-envelope of F108s and the Wing vouchers (Form 11 which is used at Wings and above) for reimbursement of State/USAF covered expenses and IO expenses such as photo development not covered by State/USAF.

-manila files for white paper; blank press release letterhead; CAP Fact Sheets from CAP HQ and a few recruiting brochures, and recent quarterly summary press releases for instant press packets.

-a clip board and yellow pad; an 8 1/2" x 11" spiral binder for the IO log which goes into mission records and is given to any IOs taking over IO duty for a mission. I don't use CAP or Wing forms for press release logs or contacts logs. I just list everything as it happens in the IO log and make a chart on one page in the log of which release went where and a table
on another page of telephone contacts if the mission goes more than a day. On missions with a base, I put the spiral log on the clipboard if I have to walk around. I never leave the log sitting around. CAWG MCs have the same log procedure using a spiral notebook.

On missions and most other CAP acitivities I take a small camera case. Inside: 35 mm SLR camera with portrait, wide-angle and zoom lenses; flash; extra batteries; quick camera ops reference booklet; index cards to write down photo  subjects/ names/ ranks/ units; extra film, and pen.

On missions, I also take a pocket-sized spiral notebook to record mission participation for F101 renewal reference, and to record expenses likely only to be useful for tax deduction time. I put receipts in the back of the notebook until filed for taxes or sent out attached to a F108 or F11.

For missions which come late at night or very early in the morning I have a reminder list to jog my memory of what needs to be done the first hour when I have to get to a mission base or sheriff office fast. The list is kept inside the IO Binder in the IO mission kit box. I call it my "Run Checklist."
-check uniform and appearance.
-have CAP mbr and 101 cards. Check currency.
-collect IO kit and equipment
-talk to MC or last duty IO if wire press release must be done before leaving home
-verify MC or Family Liaison has been properly coordinating with family/friends ["friends" includes interested politicians]

If there is a mission base or CAP personnel somewhere for a press conference, the first thing I do is start policing for CAP uniform "weight and balance" issues. MCs are the first target. Next, I try to get some CAP people who seem to have nothing to do to police the CAP base from the bathrooms to the front window to be ready for any "inspections" by "outsiders."

When I go off IO duty - and I am very careful to avoid burnout since the IO must always be fresh and ready for public appearances - I make sure the incoming duty IO is fully briefed and has copies of all the IO logs and press releases for the mission to date.

After a mission closes I continue to watch the media and the NTSB for further news about our search objectives for ES missions. 


I consider the IO duty as both during and after missions and for both external and internal information flow.

I do not consider the IO duty to ever be the Family Liaison job or as a member of the mission Planning Section which deals in lots of delicate and confidential info. Instead, the IO is an advisor to the MC on how to do internal and external info flow of info the IO is given by the MC or gleans from just "being around" and listening. The IO is never an extra body the MC can use as a radio operator or receptionist or family liaison or member of the planning section unless the IO has fully completed all IO duties and has time to spare.

Good Luck!

Alice

The United States Air Force Auxiliary    
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where imagination takes flight!

________________________________________________________________________

to serve America by developing our Nation's youth;

accomplishing local, state, and national missions;

and informing our citizens to the importance of aerospace education.

________________________________________________________________________          
CAP WAS FOUNDED IN DECEMBER 1941, one week before the Japanese attack on Pearl Harbor, by over 150,000 citizens concerned about the defense of America's coastline. Flying under the jurisdiction of the Army Air Forces, CAP pilots flew over one-half million hours, were credited with sinking two enemy submarines, and rescued hundreds of crash survivors during World War II. On July 1, 1946, President Truman established CAP as a federally chartered benevolent civilian corporation. Congress passed Public Law 557 on May 26, 1948, which made CAP the auxiliary of the new United States Air Force. CAP was charged with three primary missions: Cadet Programs, Aerospace Education, and Emergency Services.

___________________________________________________________________________________________

THE CORPORATION

• Nonprofit, 501(c)(3) corporation

• United States Air Force Auxiliary

• Eight geographic regions consisting of 52 wings (each of the 50 states, Puerto Rico and the District of Columbia)

• Almost 1,800 units nationwide

• Approximately 61,000 members

• 530 Corporate owned aircraft

• More than 4,000 member owned aircraft

• Largest fleet of single-engine, piston aircraft in the world

• Volunteers fly in excess of 120,000 hours each year

• Maintains a fleet of 950 emergency services vehicles for training and mission support

• Approximately 675 chaplains provide counseling and ministry to CAP cadets and senior members

• Requires more than 230 corporate staff to support membership

• National Headquarters located at Maxwell AFB, Alabama
AEROSPACE EDUCATION

• Educating the membership and community

• Support for more than 100 workshops at colleges throughout the nation annually

• Develops, publishes, and distributes aerospace curriculum for classroom grades K through college

• Each year sponsors the premier aerospace education conference, National Congress on Aviation and Space Education (NCASE)

• Provides classroom materials, teacher training, and other educational aids at no cost to America's teachers

• Serves as an aerospace resource center for education through CAP's web page

• Provides speakers and direct assistance to teachers through the regional Directors of Aerospace Education



CADET PROGRAMS

• Develops the potential of youth attending the 6th grade to age 21

• More than 26,000 cadet members

• Encompasses a 16–step program that includes aviation and aerospace activities

• From six to ten percent of each class entering the military service academies are former CAP cadets

• Cadets who have earned the General Billy Mitchell Award are eligible to enlist in the Air Force at a higher pay grade

• Opportunities to participate and compete in activities at the local, state, region, and national level

• Participation in the International Air Cadet Exchange program

• Scholarships available in several disciplines

• Opportunities to earn FAA pilot ratings

EMERGENCY SERVICES

• Conducts over 85% of all inland search and rescue in the U.S. as tasked by the AFRCC.

• Average 100 lives saved each year

• Provides disaster relief support to local, state, and national disaster relief organizations

• Transport time-sensitive medical materials, blood products and body tissue

• Provides damage assessment, radiological monitoring, light transport, communications support, and low-altitude route surveys for the U.S. Air Force

• Assists Federal agencies in the war on drugs

• Conducts orientation flights for Air Force ROTC students

• Utilize CAP's communication's network, the most extensive in the nation

_

_______________________________________________________________________________________________________________

Florida Wing's Group One encompasses 23 counties covering nearly 17,000 square miles in Northwest Florida. Between January 1, 2000 and June 10, 2000, Group One members responded to 12 Air Force-authorized search and rescue missions. CAP members stand ready to assist Red Cross officials in managing shelters, transporting relief supplies, and performing damage assessment before, during and after local natural disasters, as they did during Hurricane Opal in 1995.

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
Media Inquiries: 334.953.5320 • Web Site: http://www.capnhq.gov/

NATIONAL HEADQUARTERS, CIVIL AIR PATROL, 105 S.HANSELL STREET, BUILDING 714,MAXWELL AFB AL 36112
CIVIL AIR PATROL
United States Air Force Auxiliary
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Contact:

Dale K. Robinson, Maj, CAP

(850) 689-6762 (hm)

(850) 598-4605 (cell)

(850) 689-6763 (fax)

_______________________

_______________________

_______________________

_______________________

_______________________
_______________________
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