HSEEP Exercise Evaluation Guide: Emergency Public Information and Warning—EDS Public Information 


	Emergency Public Information and Warning—EDS Public Information 

	Exercise Evaluation Guide for a Discussion Based Tabletop Exercise (TTX)


	Capability Description:  Develop, coordinate, and disseminate accurate alerts and emergency information to the media and the public prior to an impending emergency and activate warning systems to notify those most at-risk in the event of an emergency. By refining its ability to disseminate accurate, consistent, timely, and easy-to understand information about emergency response and recovery processes, a jurisdiction can contribute to the well-being of the community during and after an emergency.

	Capability Outcome:  Government agencies and public and private sectors receive and transmit coordinated, prompt, useful, and reliable information regarding threats to their health, safety, and property, through clear, consistent information delivery systems. This information is updated regularly and outlines protective measures that can be taken by individuals and their communities.

	Jurisdiction or Organization: 
	Name of Exercise:

	Location: 
	Date: 

	Evaluator: 
	Evaluator Contact Info: 

	Note to Exercise Evaluators: Only review those activities listed below to which you have been assigned.


	Activity 1: Public Information Plan Development

	Activity Description: Planning to develop, coordinate and disseminate accurate alerts and emergency information to the media and public, prior to, during and after an emergency situation.

	Tasks Observed (check those that were observed and provide comments)
Note: Asterisks (*) denote Performance Measures and Performance Indicators associated with a task. Please record the observed indicator for each measure 

	 
	Task /Observation Keys
	Task Completion 

	1.1

	Agency(ies) able to identify where to locate patient education materials.

-MDPH web site (www.mass.gov/dph/) and/or the HHAN
	Task Completed?

     Fully [     ]     Partially [    ]     Not [     ]     N/A [     ]     

	1.2

	Location and schedule for all dispensing sites have been submitted to MDPH.
	Task Completed?

     Fully [     ]     Partially [    ]     Not [     ]     N/A [     ]     

	1.3
	Messages have been developed for SNS/Dispensing at the local level.

-Pre-event preparedness
-Directions to EDS 
-Type of clothing to wear
-Culturally appropriate information
-Date/time/duration of operation 
-Alternative dispensing methods
-Follow-up resources and messaging to ensure medication compliance
	Task Completed?

     Fully [     ]     Partially [    ]     Not [     ]     N/A [     ]     

	1.4

	Public Information plans include populations requiring special assistance.
-Identification of special/vulnerable populations

-Development of alternate methods for disseminating information to special/vulnerable populations

-Telephone number for homebound to call
	Task Completed?

     Fully [     ]     Partially [    ]     Not [     ]     N/A [     ]     

	1.5

	Plan is in place to determine when and who will come to the dispensing site, as well as what they should know (for themselves and the household they may represent).

-Date of birth, medications currently taking, height/weight of children, allergies and other significant health history
	Task Completed?

     Fully [     ]     Partially [    ]     Not [     ]     N/A [     ]     

	1.6
	Materials (fact sheets, press releases, signs) or templates have been developed and cleared for use.
-To direct people to EDS

-To navigate the EDS

-Exit information at the EDS

-Category A Agent information

-Information on medication used for prophylaxis and treatment
	Task Completed?

     Fully [     ]     Partially [    ]     Not [     ]     N/A [     ]     


	Activity 2: Manage Emergency Public Information and Warnings

	Activity Description: In response to need for public notification, provide overall management and coordination of Emergency Public Information and Warning capability, including activation of key personnel, facilities, and procedures.

	Tasks Observed (check those that were observed and provide comments)
Note: Asterisks (*) denote Performance Measures and Performance Indicators associated with a task. Please record the observed indicator for each measure 

	 
	Task /Observation Keys
	Task Completion 

	2.1
(Res.B1f 4.1.1)
	Procedure in place to assess and identify public information needs of the affected area.
	Task Completed?

     Fully [     ]     Partially [    ]     Not [     ]     N/A [     ]     

	2.2
(Res.B1f 4.2.1)
	Process in place to assign Public Information Officer and identify technical experts.


	Task Completed?

     Fully [     ]     Partially [    ]     Not [     ]     N/A [     ]     

	2.3
	Plan is in place to identify and assign appropriate personnel to Joint Information Center (JIC).
	Task Completed?

     Fully [     ]     Partially [    ]     Not [     ]     N/A [     ]     

	2.4
(Res.B1f 6.1.2)
	Procedure in place to notify both public and private partner agencies of Joint Information Center (JIC) activation.
	Task Completed?

     Fully [     ]     Partially [    ]     Not [     ]     N/A [     ]     

	2.5
	Methods of disseminating information (on-site and to the public) have been identified.

-Methods to get people to and through dispensing sites

-Established media relationships
-Alternate methods for disseminating public information in case of electrical outages
	Task Completed?

     Fully [     ]     Partially [    ]     Not [     ]     N/A [     ]     

	2.6
	Plan is in place for mass reproduction and storage of printed materials.
-MOU/A is in place with printing company or there are printing assets onsite (i.e. School, municipal building)  
	Task Completed?

     Fully [     ]     Partially [    ]     Not [     ]     N/A [     ]     


	Activity 3: Conduct Public and Media Relations

	Activity Description: Upon activation of the JIS/JIC, monitor media contacts and conduct press briefings. 

	Tasks Observed (check those that were observed and provide comments)
Note: Asterisks (*) denote Performance Measures and Performance Indicators associated with a task. Please record the observed indicator for each measure 

	 
	Task /Observation Keys
	Task Completion 

	3.1
	Plan is in place to provide a Public Information and Communications (PIC) liaison at each EDS.
-Coordinates information with the PIO and/or JIC

-Serves as on-site point of contact for media

-Handles public information messages, methods and materials at the EDS
	Task Completed?

     Fully [     ]     Partially [    ]     Not [     ]     N/A [     ]     

	3.2
	Materials have been developed into easy to read format and translated into top languages in community.
	Task Completed?

     Fully [     ]     Partially [    ]     Not [     ]     N/A [     ]     

	3.3
	Mechanism is in place to translate information for non-English speaking, hearing impaired, visually impaired, or functionally illiterate individuals.
	Task Completed?

     Fully [     ]     Partially [    ]     Not [     ]     N/A [     ]     

	3.4
	Plan ensures accurate reporting by the media, providing a list of subject matter experts (SME) and media spokespersons from state/local public health and safety agencies, CDC and community partners.
	Task Completed?

     Fully [     ]     Partially [    ]     Not [     ]     N/A [     ]     

	3.5
(Res.B1f 7.2.1)
	Plan calls for periodic updates and conduct regularly scheduled media conferences. 

- Schedule of press conferences is published and adhered to
- Ensure policy maker (Leader) and Incident Commander are involved in media conferences, when practical and available
	Task Completed?

     Fully [     ]     Partially [    ]     Not [     ]     N/A [     ]     

	3.6
(Res.B.5.4.3.6)
	Procedure in place to track media contacts and public inquiries, listing contact, date, time, query, and outcome.

- Phone line for public/media inquiries is established (or phone lines "are" established)
- Staff conduct operations as one voice
- Trends in public inquiries (e.g., rumors, misconceptions) are tracked
	Task Completed?

     Fully [     ]     Partially [    ]     Not [     ]     N/A [     ]     

	3.7
(Res.B1f 7.2.4)
	Monitor media coverage of event to ensure that information is accurately relayed.


	Task Completed?

     Fully [     ]     Partially [    ]     Not [     ]     N/A [     ]     


	Activity 4: Provide Public Rumor Control

	Activity Description: Upon activation of the JIC/JIS, track inquiries for rumors. 

	Tasks Observed (check those that were observed and provide comments)
Note: Asterisks (*) denote Performance Measures and Performance Indicators associated with a task. Please record the observed indicator for each measure 

	 
	Task /Observation Keys
	Task Completion 

	4.1
(Res.B1f 7.2.5)
	Track media contacts and public inquiries, listing contact, date, time, query, and outcome.

- Track trends in inquiries to help identify rumors
- Insure JIC Leader & Command are apprised of rumor trends
	Task Completed?

     Fully [     ]     Partially [    ]     Not [     ]     N/A [     ]     

	4.2
(Res.B1f 7.2.6)
	Procedure is in place to issue corrective message when errors are recognized in previous public announcements.

- Corrective messages issued in timely manner
	Task Completed?

     Fully [     ]     Partially [    ]     Not [     ]     N/A [     ]     


	Activity 5: Demobilize Emergency Public Information and Warning

	Activity Description: Upon deciding public information services are no longer needed, close the JIC and demobilize personnel. 

	Tasks Observed (check those that were observed and provide comments)
Note: Asterisks (*) denote Performance Measures and Performance Indicators associated with a task. Please record the observed indicator for each measure 

	 
	Task /Observation Keys
	Task Completion 

	5.1
(Res.B1f 8.2)
	Procedure in place to disseminate notice of JIC closure to all Federal, State, local, tribal, and nongovernmental stakeholders.

- Notice of closure disseminated to media, partner agencies and general public
	Task Completed?

     Fully [     ]     Partially [    ]     Not [     ]     N/A [     ]     

	5.2

	Protocol in place to implement secondary public messaging regarding any necessary follow up treatment.
	Task Completed?

     Fully [     ]     Partially [    ]     Not [     ]     N/A [     ]     



Evaluator Observations

	Record your key observations using the structure provided below.  Please provide as much detail as possible, including references to specific Activities and/or Tasks. Document your observations with reference to plans, procedures, exercise logs, and other resources. Describe and analyze what you observed and, if applicable, make specific recommendations. Please be thorough, clear, and comprehensive, as these sections will feed directly into the drafting of the After-Action Report (AAR). Complete on separate pages if necessary. 



	Strengths
1. Observation Title:
Related Activity:
Record for Lesson Learned? (Check the box that applies) Yes ___ No ___ 

1) Analysis: (Include a discussion of what happened. When? Where? How? Who was involved? Also describe the root cause of the observation, including contributing factors and what led to the strength. Finally, if applicable, describe the positive consequences of the actions observed.) 

 

2) References: (Include references to plans, policies, and procedures relevant to the observation) 

 

3) Recommendation: (Even though you have identified this issue as a strength, please identify any recommendations you may have for enhancing performance further, or for how this strength may be institutionalized or shared with others.) 

 

2. Observation Title:
Related Activity:
Record for Lesson Learned? (Check the box that applies) Yes ___ No ___ 

1) Analysis:
 

2) References:
 

3) Recommendation: 
 

3. Observation Title:
Related Activity:
Record for Lesson Learned? (Check the box that applies) Yes ___ No ___ 

1) Analysis:
 

2) References:
 

3) Recommendation: 
 

Areas for Improvement
1. Observation Title:
Related Activity:
Record for Lesson Learned? (Check the box that applies) Yes ___ No ___ 

1) Analysis: (Include a discussion of what happened. When? Where? How? Who was involved? Also describe the root cause of the observation, including contributing factors and what led to the strength. Finally, if applicable, describe the negative consequences of the actions observed.)

 

2) References: (Include references to plans, policies, and procedures relevant to the observation)

 

3) Recommendation: (Write a recommendation to address the root cause. Relate your recommendations to needed changes in plans, procedures, equipment, training, mutual aid support, management and leadership support.)

 

2. Observation Title:
Related Activity:
Record for Lesson Learned? (Check the box that applies) Yes ___ No ___ 

1) Analysis:
 

2) References:
 

3) Recommendation: 
 

3. Observation Title:
Related Activity:
Record for Lesson Learned? (Check the box that applies) Yes ___ No ___

1) Analysis:
 

2) References:
 

3) Recommendation: 
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