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STEP 1:    The Crisis Communications Team and their Roles

The team members to be at later dates will be experienced CAP Texas Wing Members who will give of their time, talent and energy to insure the success of CAP programs and the success of the missions of the Texas Wing.  The team members will be aware of the roles and duties assigned to them and have accepted their roles and responsibilities as well as the time commitment necessary for the requisite training and any actual crisis.

The various roles are highly specific, discrete and reflect the types of crises we in Texas either normally have or expect to experience.   All of the team members have extensive Public Relations experience.

The team listings with their “job descriptions” are listed below.  The team organization and reporting responsibilities are shown in the following organization chart.

It is important to note that the team members and their responsibilities are scalable.  Not all team members will be required for all crises.  Only on the largest and most widespread crisis will the full complement of personnel be required.  As a crisis ebbs and flows, the team will grow and shrink as needed.  The division of responsibilities, likewise, will reflect the nature, depth and breadth of a crisis as well as its duration.  If more than one crisis occurs and runs simultaneously with an existing crisis, more individuals and assets may be required than those that are available within the Wing.  Those personnel and assets may be drawn from neighboring states (in our case, New Mexico, Oklahoma, Arkansas or Louisiana) or from Region.  It will be determined by Region what Region resources will be devoted to assist in managing the crisis(es) in Texas.  These requests for additional support will be made either through the IC, Spokesperson or the Wing CC.

A. Team Members and Responsibilities
Spokesperson – TXWG Public Affairs Officer/Information Officer
The Spokesperson is the director and coordinator of all Public affairs (PA) activities and is the primary disseminator of information to all interested parties and the chief advisor to the Incident Commander (IC).  This person directs and controls the flow and dissemination of all crisis information to both internal and external parties.

In conjunction with the IC the Spokesperson will determine to whom information will flow on a need-to-know basis.

Spokesperson’s Assistant – TXWG Assistant Information Officer
Performs duties as directed by the Spokesperson

Remote Site Manager - To Be Named (will depend on Site Location)

The Remote Site Manager (RSM) operates and manages the Site for the Spokesperson and provides all data and information to the Spokesperson for his review and dissemination.  Depending on specific circumstances, the Manager may be given authorization to act as an alternate Spokesperson.

External Assistant Spokesperson – To Be Named 
The External Assistant (EA) coordinates and manages all external contacts, manages and directs subordinates and interfaces with the Spokesperson with respect to external requests for information.

Internal Assistant Spokesperson – To Be Named
The Internal Assistant (IA) manages and coordinates the activities of the IA’s subordinates, ensures that training is realistic and timely, that scenarios accurately reflect the Wing’s actual and expected experience and oversees the speechwriter/press release writer to insure clarity, precision and accuracy.  This person is also responsible for promulgating the policy that only the IC and the Spokesperson communicate externally unless otherwise directed by either the IC or Spokesperson.

Media Coordinator – To Be Named
The Media Coordinator acts as the liaison with all media.  This person handles all media requests, manages information flow to the media, controls media access to personnel and locations and performs as directed by the EA and Spokesperson.

Community and Public Liaison – To Be Named
Relays public and community requests and concerns and interfaces with the assigned constituencies and performs as directed by the EA and Spokesperson.

Government and Military Liaison – To Be Named

Coordinates Public Affairs activities with all Governmental and Military entities and their PAOs and initiates and responds to information requests as directed.

Scenario Planner – To Be Named
Plans realistic and historically encountered scenarios as well as those that can be anticipated (such as an event at a Nuclear Power Plant in Texas).  Coordinates with Training Coordinator to insure that training scenarios provide participants with “what if” situations and contain realistic details.  This person changes scenarios as situations and actual events dictate.

Training Coordinator – To Be Named
Conducts periodic training in all scenarios and suggests revisions to Scenario Planner as training results dictate.

Press Release and Speech Writer – To Be Named
Prepares press releases and writes speeches as required and directed by the Internal Assistant for the Spokesperson, IC, Wing CC or such other person as necessity dictates.  This person must be an experienced CAP member who is familiar with the CAP organization, the roles and duties of mission and Wing personnel and the nature of CAP’s relationships with the entities it supports.  This person also needs to be an experienced writer who is familiar with the personality and style of the people for whom speeches and press releases will be written.

STEP 2:    Command and Media Center

The Texas Wing currently does not have any Command and Media Centers.  Command and Media Centers will be set up in the closest areas of the event.  Will be reviewing with Texas Wing Command areas that can become potential centers.
STEP 3:    Crisis Contact List

The Crisis Contact List is divided into nine (9) separate categories as described below.  This list does not indicate that CAP will be the first point of contact for the personnel or entities listed.  It does, however, include those who potentially have an interst in the event or in CAP activities.

The specific information regarding the telephone numbers and locations of the personnel and entities will be contained in a separate list to be marked “For Official Use Only” and its availability and distribution would be monitored and controlled in accordance with that designation.

A. Public Affairs Team

B. Incident Commanders

C. Wing Command and Staff Personnel

D. Region Command Structure, Crisis Team Leader, DPA

E. National Operations Center (NOC)

F. Air Force Rescue Coordination Center (AFRCC)

G. National Headquarters Personnel

H. Media Contact List

I. Government and Military Contact List (in no particular order):

1. Texas Department of Emergency Management (TXDEM)

2. Texas Department of Public Safety (DPS)

3. County Sheriffs

4. Texas Department of Homeland Security (DHS)

5. Texas Counterterrorism Information Center 
6. Federal Emergency Management Agency (FEMA)

7. Governor

8. County Supervisors

9. City: Mayors, Council, Police, Fire

10.
Air Force


a. Active


b. National Guard

            c. Reserve

11.
Army

            a. Active

            b. National Guard

            c. Reserve

12.
Navy

            a. Active

            b. Reserve

13.
Marines


a. Active


b. Reserve

14.
Coast Guard


a. Active


b. Reserve

STEP 4:    Crisis Scenarios and Action Plans for Response
Drawing from actual past crises and from those that can be easily anticipated, four categories of crises have been chosen as realistic scenarios.  These are:

A. Natural Disasters

1. Flood of a major river

2. Fire watch of major proportion in inhabited areas

3. Hurricane

4. Tornado

B. Missing Pilot/Aircraft

C. Smoldering Crises

1. Senior/Cadet publicly alleged improper relationship.

2. CAP member misuse of CAP, federal or state government assets.

D. National Security
1. Nuclear Power Plant Radiation Event

2. Significant International Border Incursion

3. Man-made disaster or Haze mat disaster
It is important to note that CAP is rarely the organization/agency in charge of and primarily responsible for the management of the crisis.  Almost always, CAP is tasked under an MOU (Memorandum of Understanding) to assist one or more other agencies.  As a support element, many aspects of our action plans will be dependent on the directions given to us by the lead or tasking agency(ies) and by the policies and procedures we will be asked to follow.

For any crisis a wide array of questions need to be answered and made part of that crisis’ action plan.  These questions are:

· Who gathers and checks the validity of the facts?

· Which command center will be used?

· What safety precautions should be followed for each scenario in terms of getting to and from command center or using aircraft or vehicles to deliver messages?

· What types of press releases should be prepared in advance and what should they say so that they can be easily made current at the crisis?

· How should information be best communicated? Press release, speech, radio?

· What if scenarios

· What if utilities are inoperative?

· What if roads/bridges are not usable?

· What if there is chemical, biological or nuclear contamination?

· What if radios are inoperative?

· What if there is no access to water, toilet facilities and/or the command center?

· What if operating command center becomes inoperative or not usable?

· What if a lawyer representing a family member or some other party appears at the command center or asks to speak to the IC, Spokesperson, Wing CC, etc?

· With what agency(ies) do we need to clear our communications before they are released?

· How are communications relayed if normal facilities and infrastructure are inoperative or unusable?

· How are injuries, deaths and sickness to be communicated?

· How are activities of all types (e.g. operations, emergency services, IC, IO) to be handled if the Wing is unable to use any of its facilities or infrastructure?

· How would the Wing task another Wing or the Region with the responsibility for handling the crisis?

· What is the sequence of events that should be followed in each of the “what ifs” above?

· Does the sequence of events change if lives are at stake?

· How should the appearance of family members be handled at the command center?

STEP 5:  Crisis Kit Content List
· Crisis communication team contact/role list

· Potential command/media centers list.

· Complete crisis contact list

· Printed out crisis scenarios and action plans for response

· Pre-written press releases that can be adapted as appropriate

· Complete Wing member list

· CD with all the above  lists in electronic format

· Physical response necessities such as:

· Several legal pads

· Pens, pencils, stapler, tape and highlighters
· Small Tape Recorder and extra batteries and tapes

· Blank CD’s or flash drive for storing information

· Flash Light and extra batteries

· One ream of paper (white)

· Extension Cords

· State Maps

· Two-Way Radios (FMS radios will be acceptable)
· Weather Gear

· Uniforms

· Laptop computer and small printer with additional ink

· Cell phone

· Card Table and Chairs

Each team member should put together a crisis kit and have it ready for any emergency.  Contact list will be updated every quarter with new contact information.

Availability of the following items may be at command center or available from several of the squadrons.  Specific directions and processes for obtaining them quickly when they are needed.

· GPS-enabled device for navigation

· Generator

