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U.S. COAST GUARD CERTIFICATION LETTER

RECOMMENDATION/CERTIFICATION OF COMPLETED PERFORMANCE
QUALIFICATION STANDARD (PQS) FOR THE POSITION OF

TYPE 3 PUBLIC INFORMATION OFFICER (PI103)

FINAL VERIFYING OFFICER’S RECOMMENDATION
I verify that has completed all

requirements necessary to perform the duties in this position, has passed a unit level oral board

and should therefore be considered for certification in this position.

FINAL VERIFYING OFFICER’S SIGNATURE AND DATE

FINAL VERIFYING OFFICER’S PRINTED NAME, TITLE, DUTY STATION, AND PHONE NUMBER

U. S. COAST GUARD CERTIFICATION

Note: The Certifying Official is the local unit Commanding Officer (O-4 or above) for Type 3 and Type 4
positions. See page 3 below for more information.

I certify that has met all

requirements for qualification in this position and that such qualification has been issued. You
are authorized to carry out the responsibilities of this position within the scope of your
qualification.

This Letter of Certification should be retained as part of your personal Training Record.

THIS CERTIFICATION IS GOOD FOR SEVEN YEARS FROM DATE OF ISSUE.

CERTIFYING OFFICIAL’S SIGNATURE AND DATE

CERTIFYING OFFICIAL’S PRINTED NAME, TITLE, DUTY STATION AND PHONE NUMBER

Change 1 Incorporated 11/01/14 Page 2 of 26




U.S. Coast Guard
Performance Qualification Standard (PQS) for
Type 3 Public Information Officer (P103)
Qualification Code: ICS-PIO3

This booklet is one section of your personal on-the-job training (OJT) manual and the
Performance Qualification Standard (PQS) for the position noted above. It is your guide to
qualification. It is your responsibility to document completed unit training items.

When you have completed all of the items required for this qualification, your command will
issue a Letter of Certification (example on page 2) and your Unit Training Coordinator will
record and certify your qualification in the Training Management Tool (TMT).

For additional information concerning background, objectives, guidance, components,
responsibilities and explanation as to the use of the NIMS ICS PQS see the USCG All-Hazard
NIMS ICS Performance Qualification Standard (PQS) Guide. The Guide can be found in the
Incident Command System (ICS) Library on Homeport (https://homeport.uscg.mil/ics click on
library tab, click on ICS tab).

RESPONSIBILITIES:

—

. The Certifying Official is responsible for:
Selecting trainees based on the needs of the unit.
Providing opportunities for evaluation and/or making the trainee available for evaluation.

2. The Individual is responsible for:

e Reviewing and understanding instructions in the PQS Workbook.

e Providing background information to an Verifying Officer.

e Determining certification by reviewing the trainees PQS to ensure all tasks and course
prerequisites have been completed.

e Issuing proof of certification by signing a certification letter.

e Ensuring certification / qualification is entered into the TMT system.

. The Verifying Officer is responsible for:
Being certified in the competencies that he or she is to verify. Verifying Officer must be
command (unit) designated.
e Entering his or her title, name, and initials in the Record of Verifying Officers section before
making entries in the PQS.
e Being experienced and qualified personnel who have demonstrated the ability to evaluate,
instruct, and observe other personnel in the performance task criteria.
e Meeting with the trainee and determining past experience, current qualifications, and desired
objectives / goals.
e Explaining to the trainee the evaluation procedures that will be utilized and which objectives
may be attained.
e Identifying tasks to be performed during the evaluation period.
e Observing successful performance of each task and documenting such with date and initials

o W
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in the appropriate space provided in this booklet. It may be necessary to perform a task
several times.

Accurately evaluating and recording demonstrated performance of tasks on both the task and
Evaluation Record. Dating and initialing completion of the task and documenting incident /
event performance on an evaluation record shall document satisfactory performance. Each
task must be signed off individually (e.g., initialing the first and last task with a line down the
page will NOT be acceptable). Unsatisfactory performance shall also be documented in the
Evaluation Record. The Verifying Officer will not give credit for any task that is not
performed satisfactorily.

Completing the Evaluation Record found at the end of each PQS for each incident / event /
exercise performance.

. The Final Verifying Officer is responsible for:

Being qualified and proficient in the position being evaluated.

Reviewing the trainee’s record to ensure completeness.

Scheduling and conducting a final qualification interview / board for the member for the
desired position.

Signing the verification statement on page 2 of the PQS when all tasks have been initialed
and the oral board has been passed.

Ensuring that all tasks have been completed within the three years prior to submission for
final approval. Any task with an approval older than three years must be reevaluated and
brought up to date.

. The Training Officer or Designee of the member’s/employee’s home unit is responsible for:

Issuing PQS s to document task performance.

Explaining to the trainee the purpose and processes of the PQS as well as the trainee’s
responsibilities.

Tracking progress of the trainee.

Identifying incident evaluation opportunities.

Identifying and assigning a Verifying Officer who can provide a positive experience for the
trainee, and make an accurate and honest appraisal of the trainee’s performance.
Conducting progress reviews.

Conducting a closeout interview with the trainee and Verifying Officer and assuring that
documentation is proper and complete.

Ensuring course completions and other PQS tasks and certifications are entered into the TMT
system. Each task in the PQS includes the TMT task code right after the number of the task.
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TYPE 3 PUBLIC INFORMATION OFFICER (PI1O3)

REQUIRED TRAINING

ICS-100 (IS-100.B) Introduction to ICS,

ICS-200 (IS-200.B) ICS for Single Resources and Initial
Action Incidents,

ICS-300 Intermediate ICS for Expanding Incidents,
ICS-400 Advanced ICS,

40 hour CG Public Affairs Officer Course (CGPAC) or
Public Affairs "A" School, and

IS-702 NIMS Public Information Systems

PREREQUISITE

None

TARGET PERSONNEL

Sector personnel, Incident Management Assist Team and any
other personnel filling PIO roles in response

CERTIFYING OFFICIAL

Commanding Officer (O-4 and above), or the first O-6 in the
chain command, or COMDT (CG-CPE)

FITNESS STANDARD

Light

CURRENCY 7 year sliding currency

CURRENCY REQUIREMENTS Once every 3 years: Complete online ICS-305 Intermediate
ICS Refresher.
At least once every 7 years: Satisfactory performance as a
PIO3 or other position assignment listed below in an actual
incident / event, drill / exercise using ICS, documented on an
ICS 225, and update “Perform Position” task in TMT.

OTHER POSITION PIO2, PIO1, ICT3, ICT2, ICT1

ASSIGNMENTS THAT WILL

MAINTAIN CURRENCY

RECORD OF VERIFYING OFFICERS
Date Title Verifying Officer’s Name ICS Qual Initials
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PIO3 RECORD OF COMPLETION

Competency Requirements Date Verifying Officer’s
Signature

A. Completion of Training Courses:
1. ICS-100 (IS-100.B) Introduction to ICS

2. 1CS-200 (IS-200.B) ICS for Single
Resources and Initial Action Incident

3. ICS-300 Intermediate ICS for Expanding
Incidents

4. ICS-400 Advanced ICS Course

5. 40 hour CG Public Affairs Officer Course
(CGPAC) or Public Affairs "A" School,

6. 1S-702 NIMS Public Information Systems

B. ICS Qualification Prerequisites: None N/A N/A

C. Completion of PIO3 PQS Workbook

D. Successful completion of unit level oral board.

E. Qualification/Certification Letter (page 2)
submitted for approval.

F. Qualification certification entered into TMT
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ICS Position Qualification Flow Chart for P1IO3

This chart is NOT an ICS organization chart. The chart shows the Type 3 progression from one
ICS position to another within the qualification system. Each box within the chart contains
information pertaining to the position. Job Titles are listed as abbreviations for the position.
Please see Homeport ICS library for a list of NIMS ICS Position Abbreviations / Mnemonics.
The PQS Qualification Guide has more information about position qualification process and
guidance.

PIO3

Qualified As:

None

Required Training:
ICS-100 + ICS-200 +
ICS-300 + ICS-400 +
CGPACor PAA
School + 1S-702
Fitness: Light
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POSITION: PUBLIC INFORMATION OFFICER TYPE 3 (P1O3)

Task Codes: Each task has a code associated with the type of training assignment where the task
may be completed. These include: O = other, I = incident / event and R = rare event. Definitions
for these codes may be found below*. Although tasks can be performed in any situation, they
must be evaluated on the specific type of incident / event for which they are coded. Tasks coded
I must be evaluated on an incident / event, and so on. Performance of any task on other than the
designated assignment is not valid for qualification. If more than one code is listed, the task
may be completed on any of the listed situations (e.g., If code I, O2 and O3 are listed, the
task may be completed on any of the three listed).

*Code:
O

Task can be completed in a variety of situations, such as in a classroom,

exercise or simulation, incident or event, or daily job.

O1 = Task must be performed on a Full Scale Exercise with equipment
deployment which is managed under the ICS. Examples of
exercises that may employ ICS include oil spill, search and
rescue, hazardous material response, and fire.

02 = Task must be performed on an Exercise which is managed under the ICS.

Examples of exercises that may employ ICS include oil

spill, search and rescue, hazardous material response, and

fire.

O3 = Training or Daily Job environment that tests knowledge/skills associated
with the task.

04 = ICS course classroom environment that tests knowledge/skills associated
with the task.

I = Task must be performed on an incident or event which is managed under

the ICS. Examples of incidents and events that may employ
ICS include oil spill, search and rescue, hazardous material
response, fire, and emergency or non-emergency (planned or
unplanned) events.

R = Rare events seldom occur and opportunities to evaluate Trainee
performance in real settings are limited. Examples of rare
events include accidents, injuries, vehicle and aircraft
crashes. Through interviews, the Verifying Officer may be
able to determine if the Trainee could perform the task in a
real situation.

Evaluate the numbered tasks ONLY. DO NOT evaluate bullets; they are provided as
examples / additional clarification. Some tasks must be completed more than once.
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POSITION: PUBLIC INFORMATION OFFICER TYPE 3 (P1O3)

Competency 1: Assume position responsibilities.
Description - Successfully assume role of Public Information Officer and initiate position activities at the
appropriate time according to the following behaviors.

Behavior: Ensure readiness for assignment.

TASK

EVAL
RECORD

VERIFYING
OFFICER:
Initial & date upon
completion of task

1. ICS-GEN-01. Obtain and assemble materials needed for
an Information kit.

References (COMDTINST’s, IMH, Joint
Information Center Manual, Job Aids,)
Telephone and contact documentation log sheets.
Media fax/email/phone numbers.

Office supplies (e.g., staple gun, masking tape,
markers, push pins, clip board).

Cell phone.

Laptop Computer and Printer

Internet connection (wireless card or access)
Photographic equipment.

o BEOON

2. ICS-GEN-02. Obtain complete information on initial
activation.

Incident name

Incident order number

Request number

Incident phone number

Reporting time

Reporting location

Transportation arrangements/travel routes

Contact procedures during travel (telephone/radio)
Name and location of Incident Commander and/or
Public Information Officer

Weather, terrain and living conditions (pack
appropriately)

Contact lists

3. ICS-GEN-03. Arrive at incident and check in.

Arrive properly equipped at assigned location within
acceptable time limits.

Evaluate the numbered tasks ONLY. DO NOT evaluate bullets; they are provided as
examples / additional clarification. Some tasks must be completed more than once.
Change 1 incorporated 11/01/14
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POSITION: PUBLIC INFORMATION OFFICER TYPE 3 (P1O3)

Behavior: Ensure availability, qualifications, and capabilities of resources to complete assignment.

TASK

EVAL
RECORD
#

VERIFYING
OFFICER:
Initial & date upon
completion of task

ICS-T3-PIO-04. Determine staffing needs and submit

Resource Requests (ICS-213RR-CG) to meet immediate

and long-term needs. This task must be completed at

two different incidents/events or exercises.

e Staffing

e Equipment including internet and computer support
needs

e Supplies

o District/PIAT support needs.

o OO

ICS-T3-PIO-05. Demonstrate familiarity with available
communications equipment and procedures.

Phones

Facsimile machine (FAX)

Computer

Internet

Printers

Wireless networking devices (WiFi).

Behavior: Gather, update, and apply situational information relevant to the assignment.

TASK C EVAL VERIFYING
O | RECORD OFFICER:
D # Initial & date upon
E completion of task
6. ICS-GEN-05. Obtain initial briefing from local unit O
personnel, Incident Commander, Public Information
Officer or Joint Information Center (JIC) Manager.
7. 1CS-T3-PIO-07. Gather information necessary to O

accurately assess incident and make appropriate

decisions about immediate needs and actions.

e Review available documentation including Incident
Action Plan (IAP) and / or other relevant plan as
well as Materials appropriate to the incident.

Evaluate the numbered tasks ONLY. DO NOT evaluate bullets; they are provided as
examples / additional clarification. Some tasks must be completed more than once.
Change 1 incorporated 11/01/14
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POSITION: PUBLIC INFORMATION OFFICER TYPE 3 (P1O3)

8. ICS-GEN-06. Attend Command and General Staff I
meeting and obtain briefing from Incident Commander. 02
This task must be completed at two different
incidents / events or exercises.
¢ Incident Commander’s priorities, goals, and

objectives for IMT and the incident
e Instructions concerning the tasks expected of the

Public Information Officer.
e Expected timeframes for briefings, planning
meetings, and team meetings
Participation in interviews
Media access (ground and air)
Location of Joint Information Center
Protocol for approving information releases
Coordination with other public information staff or
JIC staff members.

9. ICS-GEN-07. Establish procedures to obtain current I
incident information. This task must be completed at 02
two different incidents / events or exercises.
e Incident Status Summary (ICS 209)

e Communication with dispatch
e Follow-up briefings from IC and other key personnel
e Update maps and other visuals

Behavior: Establish effective relationships with relevant personnel.

TASK EVAL VERIFYING
RECORD OFFICER:
# Initial & date upon

completion of task

©C mTONO

10. ICS-GEN-08. Establish and maintain positive

interpersonal and interagency working relationships.

e Create a work environment that provides diversity
and equal opportunity for assigned personnel.

e Practice good customer service with other
participating agencies, public, and media.

e Demonstrate respect for cultures in contacts with
incident personnel, public, and media.

e Employ good listening / responding skills with co-
workers, incident personnel, media, and public.

Evaluate the numbered tasks ONLY. DO NOT evaluate bullets; they are provided as
examples / additional clarification. Some tasks must be completed more than once.
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POSITION: PUBLIC INFORMATION OFFICER TYPE 3 (P1O3)

TASK

EVAL
RECORD
#

VERIFYING
OFFICER:
Initial & date upon
completion of task

11. ICS-T3-PIO-11. Develop and receive incident
commander / unified command’s approval of a
communications strategy that reflects both immediate
and long-term goals.

Incident commander / unified command’s
needs.

Acquisition and dissemination of non-routine
information.

Media needs and access (air/ground).

Joint Information Center operations.

Field information operations (including media
escort).

Community relations.

Internal information.

Special projects.

VIPS / special situations / sensitive issues
working with Liaison Officer.

Information monitoring and analysis.

Rumor control.

Documentation (written / photo / video).
Community outreach activities

o BHOONO

Behavior: Establish organization structure, reporting procedures, and chain of command of
assigned resources.

TASK

EVAL
RECORD
#

VERIFYING
OFFICER:
Initial & date upon
completion of task

12. ICS-T3-PIO-12. Establish a central point of contact for

incident information.

Information Center / Joint Information Center.

C |HTZOO

Evaluate the numbered tasks ONLY. DO NOT evaluate bullets; they are provided as
examples / additional clarification. Some tasks must be completed more than once.
Change 1 incorporated 11/01/14
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POSITION: PUBLIC INFORMATION OFFICER TYPE 3 (P1O3)

Behavior: Understand and comply with ICS concepts and principles.

TASK EVAL VERIFYING
RECORD OFFICER:
# Initial & date upon

completion of task

C HTOONO

13. ICS-GEN-09. Demonstrate knowledge of NIMS ICS
Concepts and Principles.
e  (Chain of Command

Unity of Command

ICS forms

ICS terminology

Operational Planning cycle

Competency 2: Lead assigned personnel.
Description - Influence, guide, and direct assigned personnel to accomplish objectives and desired
outcomes in a rapidly changing, high-risk environment.

Behavior: Model leadership values and principles.

TASK C EVAL VERIFYING
O | RECORD OFFICER:
D # Initial & date upon
E completion of task
14. ICS-GEN-11. Exhibit principles of devotion to duty. O

e Be proficient in your job, both technically and as a
leader.

e Make sound and timely decisions.

e Ensure tasks are understood, supervised and
accomplished.

e Develop your subordinates for the future.

15. ICS-GEN-12. Exhibit principles of respect. O
e Know your subordinates and look out for their well-
being.

Keep your subordinates informed.

e Build the team.
Employ your subordinates in accordance with their
capabilities.

16. ICS-GEN-13. Exhibit principles of honor and integrity. O
e Know yourself and seek improvement.
e Seek responsibility and accept responsibility for
your actions.
e Set the example.

Evaluate the numbered tasks ONLY. DO NOT evaluate bullets; they are provided as
examples / additional clarification. Some tasks must be completed more than once.
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POSITION: PUBLIC INFORMATION OFFICER TYPE 3 (P1O3)

Behavior: Ensure the safety, welfare, and accountability of assigned personnel.

TASK C EVAL VERIFYING
O | RECORD OFFICER:
D # Initial & date upon
E completion of task
17. ICS-GEN-14. Provide for the safety, welfare, and |
accountability of assigned personnel during the entire 02

period of supervision. This task must be completed at
two different incidents / events or exercises.

Recognize, mitigate and communicate potentially
hazardous situations within working unit (JIC, PIO
staff, etc.).

Ensure that special precautions are taken when
extraordinary hazards exist.

Monitor condition of assigned personnel.

Behavior: Establish work assignments and performance expectations, monitor performance, and
provide feedback.

TASK

HOON

EVAL
RECORD
#

VERIFYING
OFFICER:
Initial & date upon
completion of task

18. ICS-T3-PIO-18. Establish roles and responsibilities for
information function for self and/or support staff. This
task must be completed at two different incidents /
events or exercises.

Assign Assistant Public Information Officers as
required.

Ensure subordinates understand assignment for each
operational period

Provide clear, concise instructions and allow for
feedback.

Establish deadlines for assignments.

19. ICS-GEN-16. Continuously evaluate subordinate
performance.

Communicate performance standards.

Provide ongoing feedback to support staff during
incident and demobilization.

Communicate immediately if deficiencies found and
take corrective action.

Provide training opportunities where available.

Provide feedback to personnel according to
guidelines (ICS-225).

Evaluate the numbered tasks ONLY. DO NOT evaluate bullets; they are provided as
examples / additional clarification. Some tasks must be completed more than once.
Change 1 incorporated 11/01/14
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POSITION: PUBLIC INFORMATION OFFICER TYPE 3 (P1O3)

Behavior: Emphasize teamwork.

TASK C EVAL VERIFYING
O | RECORD OFFICER:
D # Initial & date upon
E completion of task
20. ICS-GEN-17. Establish cohesiveness among assigned O
resources. R
e Establish trust through open communication.
e Set expectations for accountability.
e Focus on the team result.
Behavior: Coordinate interdependent activities.
TASK C EVAL VERIFYING
O | RECORD OFFICER:
D # Initial & date upon
E completion of task
21. ICS-T3-PIO-21. Coordinate with operations and safety I
to provide details of media escort. This task must be 02
completed at two different incidents / events or
exercises.
e Provide Personal Protective Equipment (PPE) as
appropriate.
e Ensure designated escorts are qualified and have
adequate communication equipment.
22. ICS-T3-PIO-22. Coordinate with other information O

functions.

e Joint information center

e Local unit/Cooperating agencies
e  MAC Groups.

e EOC’s.

Evaluate the numbered tasks ONLY. DO NOT evaluate bullets; they are provided as
examples / additional clarification. Some tasks must be completed more than once.

Change 1 incorporated 11/01/14
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POSITION: PUBLIC INFORMATION OFFICER TYPE 3 (P1O3)

Competency 3: Communicate effectively.

Description - Use suitable communication techniques to share relevant information with appropriate
personnel on a timely basis to accomplish objectives in a rapidly changing, high-risk environment.

Behavior: Ensure relevant information is exchanged during briefings and debriefings.

TASK

=2 ON

EVAL
RECORD
#

VERIFYING
OFFICER:
Initial & date upon
completion of task

23. ICS-T3-PIO-23. Participate in briefings and meetings as I
assigned. This task must be completed at two 02
different incidents / events or exercises.

e Develop information updates based on information

received.
e Apprise Incident Commander of sensitive
information, emerging issues and community needs.

24. ICS-T3-PIO-24. Participate in the Planning meeting. I

This task must be completed at two different 02

incidents / events or exercises.

e As per the Incident Management Handbook, perform
PIO role in the planning meeting.

25. ICS-T3-PIO-25. Participate in the Operations briefing. I
This task must be completed at two different 02

incidents / events or exercises.
e As per the Incident Management Handbook, perform
PIO role in the operations briefing.

26. ICS-GEN-21. Participate in briefings and debriefings. O
e Hotwash
e Lessons learned
e After Action Reporting (AAR)
e VIP visits (in coordination with Liaison Officer)

Behavior: Ensure documentation is complete and disposition is ap

ropriate.

TASK

EVAL
RECORD
#

VERIFYING
OFFICER:
Initial & date upon
completion of task

C HTOONO

27. ICS-T3-PIO-27. Complete and submit required
documentation.
o  Unit Logs (ICS 214).

Evaluate the numbered tasks ONLY. DO NOT evaluate bullets; they are provided as
examples / additional clarification. Some tasks must be completed more than once.

Change 1 incorporated 11/01/14
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POSITION: PUBLIC INFORMATION OFFICER TYPE 3 (P1O3)

TASK

EVAL
RECORD
#

VERIFYING
OFFICER:
Initial & date upon
completion of task

28. ICS-GEN-27. Use and maintain contact log.

C HTONO

Behavior: Gather, produce and distribute information as required by established guidelines and

ensure understanding by recipient.

TASK C EVAL VERIFYING
O | RECORD OFFICER:
D # Initial & date upon
E completion of task
29. ICS-T3-PIO-29. Prepare a fact sheet for the incident. This I
task must be completed at three different incidents / 02

events or exercises.

e Location (proximity to well-known locations or
communities)

Size of affected area

Time and date of origin

Cause (may be under investigation)
Values/Areas to be protected

Approximate costs to date

Incident objectives

Current and expected weather conditions
Expected duration of incident, if possible
Agencies, jurisdictions and cooperators
Equipment and resources committed and responding
Special messages

Evaluate the numbered tasks ONLY. DO NOT evaluate bullets; they are provided as
examples / additional clarification. Some tasks must be completed more than once.

Change 1 incorporated 11/01/14
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POSITION: PUBLIC INFORMATION OFFICER TYPE 3 (P1O3)

TASK C EVAL VERIFYING
O | RECORD OFFICER:
D # Initial & date upon
E completion of task
30. ICS-T3-PIO-30. Explain the Coast Guard policy for news O
releases.
e Draft a news release in accordance with the Coast
Guard Public Affairs Manual (COMDTINST M5728.2
series)
e Prepare a distribution list for release of information
using available media guides.
e Post news releases and fact sheets to an authorized
Coast Guard website in accordance with the Coast
Guard Public Affairs Manual (COMDTINST M5728.2
series) and the Coast Guard policy on use of the
internet (COMDTINST 5230.56)
e Edit material for release using the associated press
style guide
e Explain abbreviations and content in Coast Guard
message traffic in accordance with the Radiotelephone
Communications Handbook (COMDTINST M2300.7
series)
31. ICS-T3-PIO-31. Identify and consistently meet media I
deadlines and provide current information periodically to 02
external audiences (e.g., fact sheets, news release). This
task must be completed at two different incidents /
events or exercises.
e Internet resources
e Posted in appropriate locations.
e Ensure timeliness for requests
e Anticipate requests for information.
32. ICS-T3-PIO-32. Facilitate media relations. This task I
must be completed at two different incidents / events or | O2

exercises.

e Publicize (Joint) Information Center information:
phone numbers, location, operating hours and web
sites.

e Maintain complete log of media queries.

e Follow up on media requests for callbacks and
additional information.

Evaluate the numbered tasks ONLY. DO NOT evaluate bullets; they are provided as
examples / additional clarification. Some tasks must be completed more than once.
Change 1 incorporated 11/01/14

Page 18 of 26



POSITION: PUBLIC INFORMATION OFFICER TYPE 3 (P1O3)

TASK C EVAL VERIFYING
O | RECORD OFFICER:
D # Initial & date upon
E completion of task
33. ICS-T3-PIO-33. Assist with effective community relations. | [
e Provide updates for community leaders and other 02
partners.
e Prepare for community meetings.
e Establish and maintain personal contacts as needed
(trapline - Understanding key issues of concern and
ensuring they are addressed).
o Establish town hall meetings, and/or open house
meetings as appropriate.
o Establish incident websites as appropriate.
34. ICS-T3-PIO-34. Prepare and disseminate information to I
incident personnel. 02
e Establish and maintain bulletin board(s) at Incident
Command Post (ICP) and other incident locations.
e  Assist with development of newsletter as appropriate.
35. ICS-T3-PIO-35. Demonstrate ability to understand how O
imagery can be released to the media.
e Understand proper use of photo and video equipment
and electronic news gathering techniques.
e Document response effort via photography and
videography, as appropriate.
e Review and approve images for release to the media
e Release operational Coast Guard imagery to the media.
e Coordinate disposition of photo/video documentation
with Documentation Unit leader.
36. ICS-T3-PIO-36. Incorporate approved special messages/ I
information into routine incident information. 02

Safety

Prevention

Resource benefits

Environmental protection measures

Interagency cooperation

Rehabilitation and resource recovery programs
Recognition of local community and volunteer support

Evaluate the numbered tasks ONLY. DO NOT evaluate bullets; they are provided as
examples / additional clarification. Some tasks must be completed more than once.
Change 1 incorporated 11/01/14
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POSITION: PUBLIC INFORMATION OFFICER TYPE 3 (P1O3)

37. ICS-T3-PIO-37. Demonstrate writing skills appropriate to
the audience in a variety of formats. This task must be
completed at two different incidents / events or
exercises.

e Flyers

Photo Captions

Fact Sheets

Talking points

News releases

38. ICS-T3-PIO-38. Demonstrate interview techniques

appropriate to the audience. This task must be completed

at two different incidents / events or exercises.

Competency 4: Ensure completion of assigned actions to meet identified objectives.
Description - Identify, analyze, and apply relevant situational information and evaluate actions to
complete assignments safely and meet identified objectives. Complete actions within established

timeframe.

Behavior: Take appropriate action based on assessed risks.

TASK C EVAL VERIFYING
O | RECORD OFFICER:
D # Initial & date upon
E completion of task
39. ICS-T3-PIO-39. Be alert to rumors, verify and take I
appropriate action. This task must be completed at two | O2
different incidents / events or exercises.
e Identify rumors that threaten perception of incident.
e Respond to rumors with validated information in a
timely manner.
40. ICS-T3-PIO-40. Initiate contact and response to I
inquiries from media and serve as incident spokesperson. | O2

Evaluate the numbered tasks ONLY. DO NOT evaluate bullets; they are provided as
examples / additional clarification. Some tasks must be completed more than once.

Change 1 incorporated 11/01/14
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POSITION: PUBLIC INFORMATION OFFICER TYPE 3 (P1O3)

Behavior: Modify approach based on evaluation of incident situation..

TASK EVAL VERIFYING
RECORD OFFICER:
# Initial & date upon

completion of task

o OO

41. ICS-T3-PIO-41. Respond to special situations within the
incident.
e Issue appropriate communications based on
emerging situations (e.g. Evacuations, Road
closures, Unusual Conditions).

Behavior: Follow established procedures and/or safety procedures relevant to given assignment.

TASK C EVAL VERIFYING
O | RECORD OFFICER:
D # Initial & date upon
E completion of task
42. ICS-GEN-34. Follow safety procedures and be aware of I

incident-specific hazards. 02

e PPE

e Hazards (inform others)

e Transportation and aviation procedures

o  Work/rest guidelines.

e Mobilization/Demobilization travel guidelines

43. ICS-T3-PI0-43. Work with Operations for Media staff O
access to incident and ensure appropriate PPE is used.

Behavior: Provide logistical support as necessary.

TASK C EVAL VERIFYING
O | RECORD OFFICER:
D # Initial & date upon
E completion of task
44, ICS-T3-P10-44. Assist in preparing for very important O

person (VIP) visits and / or community meetings in
coordination with the Liaison Officer.

e Planning

Coordination

Logistics

Briefing materials

Access/Restriction to sensitive areas

45. ICS-T3-PIO-45. Arrange and schedule media access to O
the incident. Provide transportation as appropriate for
media (aircraft, ground transportation, etc.)

Evaluate the numbered tasks ONLY. DO NOT evaluate bullets; they are provided as
examples / additional clarification. Some tasks must be completed more than once.
Change 1 incorporated 11/01/14 Page 21 of 26



POSITION: PUBLIC INFORMATION OFFICER TYPE 3 (P1O3)

Behavior: Develop appropriate information releases and conduct media interviews according to

established protocol.
TASK C EVAL VERIFYING
O | RECORD OFFICER:
D # Initial & date upon
E completion of task
46. ICS-T3-PI0-46. Give interviews that are concise, I
accurate, up-to-date, well planned and consistent with 02
current information and messages. This task must be
completed at two different incidents / events or
exercises.
e Follow established security, accuracy, policy and
propriety (SAPP) guidelines.
47. ICS-T3-P10-47. Anticipate interview questions and I
practice responses. This task must be completed at two | O2
different incidents / events or exercises.
e Prepare and deliver key messages.
48. ICS-T3-P10-48. Arrange and schedule phone and/or in- I
person interviews for the media with incident personnel 02

This task must be completed at two different

incidents / events or exercises.

e Provide interviewees with key messages.

e Schedule, prepare for, and conduct practice briefing
sessions for interviewees using the rules for release
of information.

e Follow established security, accuracy, policy and
propriety (SAPP) guidelines.

Evaluate the numbered tasks ONLY. DO NOT evaluate bullets; they are provided as
examples / additional clarification. Some tasks must be completed more than once.
Change 1 incorporated 11/01/14
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POSITION: PUBLIC INFORMATION OFFICER TYPE 3 (P1O3)

Behavior: Transfer position duties while ensuring continuity of authority and knowledge and
taking into account the increasing or decreasing incident complexity.

TASK C EVAL VERIFYING
O | RECORD OFFICER:
D # Initial & date upon
E completion of task

49. ICS-GEN-33. Coordinate the development, approval and | I
implementation of transfer of position duties when 02
incident complexity changes (escalate/de-escalates) for
standard relief process (e.g., incoming Incident

Management Team (IMT), host agency). This task must

be completed at two different incidents / events or

exercises.

e Inform subordinate staff and Incident Commander.

e Document follow-up action needed and submit to
supervisor.

e Develop transition plan as needed.
Assemble briefing materials (pass-down log, etc.)
for incoming P1O

50. ICS-T3-PIO-50. Transfer incident information, 0]
policies/procedures and pending commitments to new
and/or relieving public information staff.

Behavior: Plan for demobilization and ensure demobilization procedures are followed.

TASK C EVAL VERIFYING
O | RECORD OFFICER:
D # Initial & date upon
E completion of task
51. ICS-T3-PIO-51. Dismantle websites, postings, etc., if O
necessary. R
e Ensure contacts are informed.
e Provide follow up contact information.
e Post or issue final media update.
52. ICS-T3-PIO-52. Provide input to Planning section for O
the demobilization plan.
53. ICS-GEN-29. Demobilize and check out. o
e Receive demobilization instructions from incident
supervisor.
e Ifrequired, complete Demobilization Checkout (ICS
221), and submit completed form to the appropriate
person.

Evaluate the numbered tasks ONLY. DO NOT evaluate bullets; they are provided as
examples / additional clarification. Some tasks must be completed more than once.
Change 1 incorporated 11/01/14 Page 23 of 26



INSTRUCTIONS FOR COMPLETING THE EVALUATON RECORD

These evaluations may be made on incidents, simulations in classroom, or in daily duties,
depending on what the position task book dictates (as per the CODE column for each task). This
evaluation should be sufficient for qualification in the position if the individual is adequately
prepared. Two blank evaluation forms are provided. If the additional evaluations are needed, a
page can be copied from a blank ICS PQS and attached.

Complete These Items at the START of the Evaluation Period:

e Evaluation Record number: the number in the upper right corner of the evaluation record
identifies a particular incident / events / exercises or group of incidents / events / exercises.
This number should be placed in the column labeled “EVAL RECORD #” on the PQS for
each task performed satisfactorily. This number will enable reviews of the completed PQS to
ascertain the qualifications of the different Verifying Officers prior to making the appropriate
sign-off on the PQS.

e Trainee Information: Name, ICS position performed on the incident / event / exercise, Unit
Name and Address

e Verifying Officer Information: Name, ICS position performed on the incident / event /
exercise, Unit Name and Address

Complete These Items at the END of the Evaluation Period:
e Incident / Event / Exercise Information
o Incident / Event / Exercise Name:
o Reference Number (if any) for Incident / Event / Exercise:
o Duration: Include dates during which the trainee was evaluated. This block may indicate
a span of time covering several small and similar incidents if the trainee has been
evaluated on that basis, e.g., several initial response incidents.
o Incident Kind: Specify Search and Rescue, Oil Spill, Hazmat, Flood, Event, Simulation /
Exercise, Other, etc.
o Location where the tasks were performed: Include geographic area, agency, and state
Identify the location.
o Management Type: Type 5, Type 4, Type 3, Type 2, Type 1, Area Command
o Number, Types, and Kinds of Resources assigned to incident: enter the number of
resources and types assigned to the incident pertinent to the trainees PQS .
e Verifying Officer’s Recommendation.
o Recommendation: Initial one line as appropriate and / or make comments regarding the
future needs for the development of this trainee.
o Signature
o Initials: This authenticates recommendations and allows for comparison with initials on
the PQS
o Veritying Officer’s Relevant Qualification or agency certification relevant to the trainee
position supervised.

Duplicate this form as needed to document trainee experience



Evaluation Record #
Trainee Information
Printed Name:

Trainee ICS Position on Incident / Event / Exercise:
Home Unit / Agency:
Home Unit / Agency Address and Phone Number:

Verifying Officer Information
Printed Name:

Verifying Officer ICS Position on Incident / Event / Exercise:
Home Unit / Agency:
Home Unit / Agency Address and Phone Number:

Incident/Event/Exercise Information

Incident / Event / Exercise Name: Reference (Incident Number):
Duration (Dates during which the trainee was evaluated):

Incident Kind: (Specify Search and Rescue, Oil Spill, Hazmat, Flood, Simulation / Exercise, Event, Other):
Location (Include geographic area, agency, and state):

Management Type (Circle one): Type 5, Type 4, Type 3, Type 2, Type 1, Area Command

Number, Types, and Kinds of Resources assigned to incident:

Verifying Officer’s Recommendation
(Initial only one line as appropriate)

1) The tasks initialed and dated by me on the Qualification Record have been performed under my supervision
in a satisfactory manner. The trainee has successfully performed all tasks in the PQS for the position. The
trainee is ready for a final qualification board.

2) The tasks initialed and dated by me on the Qualification Record have been performed under my supervision
in a satisfactory manner. However, opportunities were not available for all tasks (or all uncompleted tasks) to be

performed and evaluated on this assignment. An additional assignment is needed to complete the evaluation.

3) The trainee did not complete certain tasks in the PQS in a satisfactory manner and additional training,
guidance, or experience is recommended.

4) The individual is severely deficient in the performance of tasks in the PQS for the position and additional
training, guidance, or experience is recommended prior to another training assignment.

Record additional remarks / recommendations on an Individual Performance Evaluation (ICS-225), on reverse or by
attaching an additional sheet to the evaluation record.

Verifying Officer’s Signature: Initials: Date:

Verifying Officer’s Relevant Qualification (or agency certification):

Duplicate this form as needed to document trainee experience




Evaluation Record #
Trainee Information
Printed Name:

Trainee ICS Position on Incident / Event / Exercise:
Home Unit / Agency:
Home Unit / Agency Address and Phone Number:

Verifying Officer Information
Printed Name:

Verifying Officer ICS Position on Incident / Event / Exercise:
Home Unit / Agency:
Home Unit / Agency Address and Phone Number:

Incident/Event/Exercise Information

Incident / Event / Exercise Name: Reference (Incident Number):
Duration (Dates during which the trainee was evaluated):

Incident Kind (Specify Search and Rescue, Oil Spill, Hazmat, Flood, Simulation / Exercise, Event, Other:
Location (Include geographic area, agency, and state):

Management Type (Circle one): Type 5, Type 4, Type 3, Type 2, Type 1, Area Command

Number, Types, and Kinds of Resources assigned to incident:

Verifying Officer’s Recommendation
(Initial only one line as appropriate)

1) The tasks initialed and dated by me on the Qualification Record have been performed under my supervision
in a satisfactory manner. The trainee has successfully performed all tasks in the PQS for the position. The
trainee is ready for a final qualification board.

2) The tasks initialed and dated by me on the Qualification Record have been performed under my supervision
in a satisfactory manner. However, opportunities were not available for all tasks (or all uncompleted tasks) to be

performed and evaluated on this assignment. An additional assignment is needed to complete the evaluation.

3) The trainee did not complete certain tasks in the PQS in a satisfactory manner and additional training,
guidance, or experience is recommended.

4) The individual is severely deficient in the performance of tasks in the PQS for the position and additional
training, guidance, or experience is recommended prior to another training assignment.

Record additional remarks / recommendations on an Individual Performance Evaluation (ICS-225), on reverse or by
attaching an additional sheet to the evaluation record.

Verifying Officer’s Signature: Initials: Date:

Verifying Officer’s Relevant Qualification (or agency certification):

Duplicate this form as needed to document trainee experience
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	180B182BBehavior: Ensure readiness for assignment. 
	1. 190B192BICS-GEN-01. Obtain and assemble materials needed for an Information kit. 
	188B190BVERIFYING OFFICER:
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	183B185BO
	 191B193BReferences (COMDTINST’s, IMH, Joint Information Center Manual, Job Aids,) 
	186B188BEVAL
	187B189BRECORD #
	201B203BO
	 192B194BTelephone and contact documentation log sheets. 
	 193B195BMedia fax/email/phone numbers.
	 194B196BOffice supplies (e.g., staple gun, masking tape, markers, push pins, clip board).
	 195B197BCell phone.
	 196B198BLaptop Computer and Printer
	 197B199BInternet connection (wireless card or access)
	 198B200BPhotographic equipment.
	199B201BO
	2. 200B202BICS-GEN-02. Obtain complete information on initial activation.
	203B205BO
	3. 202B204BICS-GEN-03. Arrive at incident and check in. 
	 8B8BIncident name 
	 9B9BIncident order number 
	 10B10BRequest number 
	 11B11BIncident phone number 
	 12B12BReporting time 
	 13B13BReporting location 
	 14B14BTransportation arrangements/travel routes 
	 15B15BContact procedures during travel (telephone/radio)
	 16B16BName and location of Incident Commander and/or Public Information Officer 
	 17B17BWeather, terrain and living conditions (pack appropriately)
	 18B18BContact lists
	205B207BC
	204B206BTASK
	 19B19BArrive properly equipped at assigned location within acceptable time limits. 
	20B20BBehavior: Ensure availability, qualifications, and capabilities of resources to complete assignment.
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	211B213BVERIFYING OFFICER:
	207B209BD
	206B208BO
	212B214BInitial & date upon completion of task
	208B210BE
	214B216BO
	209B211BEVAL
	210B212BRECORD #
	 216B218BPhones
	5. 215B217BICS-T3-PIO-05. Demonstrate familiarity with available communications equipment and procedures. 
	 21B21BStaffing 
	 22B22BEquipment including internet and computer support needs
	 23B23BSupplies
	 24B24BDistrict/PIAT support needs.
	224B226BC
	 217B219BFacsimile machine (FAX) 
	 218B220BComputer 
	 219B221BInternet
	 220B222BPrinters
	 221B223BWireless networking devices (WiFi).
	222B224BO
	223B225BTASK
	25B25BBehavior: Gather, update, and apply situational information relevant to the assignment.
	6. 232B234BICS-GEN-05. Obtain initial briefing from local unit personnel, Incident Commander, Public Information Officer or Joint Information Center (JIC) Manager.
	230B232BVERIFYING OFFICER:
	226B228BD
	225B227BO
	231B233BInitial & date upon completion of task
	227B229BE
	233B235BO
	228B230BEVAL
	229B231BRECORD #
	 235B237BReview available documentation including Incident Action Plan (IAP) and / or other relevant plan as well as Materials appropriate to the incident.
	7. 234B236BICS-T3-PIO-07. Gather information necessary to accurately assess incident and make appropriate decisions about immediate needs and actions. 
	238B240BI
	236B238BO
	 237B239BIncident Commander’s priorities, goals, and objectives for IMT and the incident 
	9. 240B242BICS-GEN-07. Establish procedures to obtain current incident information. This task must be completed at two different incidents / events or exercises.
	8. 26B26BICS-GEN-06. Attend Command and General Staff meeting and obtain briefing from Incident Commander. This task must be completed at two different incidents / events or exercises.
	241B243BI
	239B241BO2
	 27B27BInstructions concerning the tasks expected of the Public Information Officer. 
	 28B28BExpected timeframes for briefings, planning meetings, and team meetings
	 29B29BParticipation in interviews 
	 30B30BMedia access (ground and air) 
	 31B31BLocation of Joint Information Center 
	 32B32BProtocol for approving information releases 
	 33B33BCoordination with other public information staff or JIC staff members.
	243B245BBehavior: Establish effective relationships with relevant personnel.
	242B244BO2
	244B246BTASK
	 34B34BIncident Status Summary (ICS 209) 
	 35B35BCommunication with dispatch 
	 36B36BFollow-up briefings from IC and other key personnel 
	 37B37BUpdate maps and other visuals
	243B243B245BBehavior: Establish effective relationships with relevant personnel.
	245B247BC
	10. 253B255BICS-GEN-08. Establish and maintain positive interpersonal and interagency working relationships.
	251B253BVERIFYING OFFICER:
	247B249BD
	246B248BO
	252B254BInitial & date upon completion of task
	248B250BE
	 254B256BCreate a work environment that provides diversity and equal opportunity for assigned personnel. 
	249B251BEVAL
	250B252BRECORD #
	 260B262BIncident commander / unified command’s needs.
	 255B257BPractice good customer service with other participating agencies, public, and media. 
	 256B258BDemonstrate respect for cultures in contacts with incident personnel, public, and media.
	 257B259BEmploy good listening / responding skills with co-workers, incident personnel, media, and public.
	258B260BO
	11. 259B261BICS-T3-PIO-11. Develop and receive incident commander / unified command’s approval of a communications strategy that reflects both immediate and long-term goals.
	275B277BTASK
	 261B263BAcquisition and dissemination of non-routine information.
	 262B264BMedia needs and access (air/ground).
	 263B265BJoint Information Center operations.
	 264B266BField information operations (including media escort).
	 265B267BCommunity relations.
	 266B268BInternal information.
	 267B269BSpecial projects.
	 268B270BVIPS / special situations / sensitive issues working with Liaison Officer.
	 269B271BInformation monitoring and analysis.
	 270B272BRumor control.
	 271B273BDocumentation (written / photo / video).
	 272B274BCommunity outreach activities
	273B275BO
	274B276BBehavior: Establish organization structure, reporting procedures, and chain of command of assigned resources.
	274B274B276BBehavior: Establish organization structure, reporting procedures, and chain of command of assigned resources.
	276B278BC
	284B286BO
	282B284BVERIFYING OFFICER:
	278B280BD
	277B279BO
	283B285BInitial & date upon completion of task
	279B281BE
	285B287BBehavior: Understand and comply with ICS concepts and principles.
	280B282BEVAL
	281B283BRECORD #
	286B288BTASK
	12. 38B38BICS-T3-PIO-12. Establish a central point of contact for incident information.
	 39B39BInformation Center / Joint Information Center.
	287B289BC
	13. 295B297BICS-GEN-09. Demonstrate knowledge of NIMS ICS Concepts and Principles.
	293B295BVERIFYING OFFICER:
	289B291BD
	288B290BO
	294B296BInitial & date upon completion of task
	290B292BE
	296B298BO
	291B293BEVAL
	292B294BRECORD #
	298B300BDescription - Influence, guide, and direct assigned personnel to accomplish objectives and desired outcomes in a rapidly changing, high-risk environment.
	297B299BCompetency 2: Lead assigned personnel.
	 40B40BChain of Command
	 41B41BUnity of Command
	 42B42BICS forms
	 43B43BICS terminology
	 44B44BOperational Planning cycle
	299B301BBehavior: Model leadership values and principles. 
	300B302BTASK
	299B299B301BBehavior: Model leadership values and principles.
	301B303BC
	14. 309B311BICS-GEN-11. Exhibit principles of devotion to duty.
	307B309BVERIFYING OFFICER:
	303B305BD
	302B304BO
	308B310BInitial & date upon completion of task
	304B306BE
	 310B312BBe proficient in your job, both technically and as a leader.
	305B307BEVAL
	306B308BRECORD #
	 316B318BKnow your subordinates and look out for their well-being.
	 311B313BMake sound and timely decisions.
	 312B314BEnsure tasks are understood, supervised and accomplished.
	 313B315BDevelop your subordinates for the future.
	314B316BO
	15. 315B317BICS-GEN-12. Exhibit principles of respect.
	 322B324BKnow yourself and seek improvement.
	 317B319BKeep your subordinates informed.
	 318B320BBuild the team.
	 319B321BEmploy your subordinates in accordance with their capabilities.
	320B322BO
	16. 321B323BICS-GEN-13. Exhibit principles of honor and integrity.
	327B329BTASK
	 323B325BSeek responsibility and accept responsibility for your actions.
	 324B326BSet the example.
	325B327BO
	326B328BBehavior: Ensure the safety, welfare, and accountability of assigned personnel.
	328B330BC
	17. 336B338BICS-GEN-14. Provide for the safety, welfare, and accountability of assigned personnel during the entire period of supervision.  This task must be completed at two different incidents / events or exercises.
	334B336BVERIFYING OFFICER:
	330B332BD
	329B331BO
	335B337BInitial & date upon completion of task
	331B333BE
	 337B339BRecognize, mitigate and communicate potentially hazardous situations within working unit (JIC, PIO staff, etc.).
	332B334BEVAL
	333B335BRECORD #
	342B344BBehavior: Establish work assignments and performance expectations, monitor performance, and provide feedback. 
	 338B340BEnsure that special precautions are taken when extraordinary hazards exist.  
	343B345BTASK
	 339B341BMonitor condition of assigned personnel.
	340B342BI
	341B343BO2
	344B346BC
	18. 352B354BICS-T3-PIO-18. Establish roles and responsibilities for information function for self and/or support staff.  This task must be completed at two different incidents / events or exercises.
	350B352BVERIFYING OFFICER:
	346B348BD
	345B347BO
	351B353BInitial & date upon completion of task
	347B349BE
	 353B355BAssign Assistant Public Information Officers as required.
	348B350BEVAL
	349B351BRECORD #
	 358B360BProvide training opportunities where available. 
	 354B356BProvide clear, concise instructions and allow for feedback. 
	359B361BO
	 355B357BEstablish deadlines for assignments.
	 45B45BEnsure subordinates understand assignment for  each operational period 
	356B358BI
	357B359BO2
	361B363BTASK
	19. 46B46BICS-GEN-16. Continuously evaluate subordinate performance.
	 47B47BCommunicate performance standards.
	 48B48BProvide ongoing feedback to support staff during incident and demobilization.
	 49B49BCommunicate immediately if deficiencies found and take corrective action.
	360B362BBehavior: Emphasize teamwork. 
	 50B50BProvide feedback to personnel according to guidelines (ICS-225).
	360B360B362BBehavior: Emphasize teamwork.
	362B364BC
	 370B372BEstablish trust through open communication.
	368B370BVERIFYING OFFICER:
	364B366BD
	363B365BO
	369B371BInitial & date upon completion of task
	365B367BE
	 371B373BSet expectations for accountability.
	366B368BEVAL
	367B369BRECORD #
	375B377BBehavior: Coordinate interdependent activities.
	20. 51B51BICS-GEN-17. Establish cohesiveness among assigned resources.
	376B378BTASK
	 372B374BFocus on the team result.
	373B375BO
	374B376BR
	375B375B377BBehavior: Coordinate interdependent activities.
	377B379BC
	21. 385B387BICS-T3-PIO-21. Coordinate with operations and safety to provide details of media escort. This task must be completed at two different incidents / events or exercises. 
	383B385BVERIFYING OFFICER:
	379B381BD
	378B380BO
	384B386BInitial & date upon completion of task
	380B382BE
	 386B388BProvide Personal Protective Equipment (PPE) as appropriate. 
	381B383BEVAL
	382B384BRECORD #
	22. 390B392BICS-T3-PIO-22. Coordinate with other information functions. 
	 387B389BEnsure designated escorts are qualified and have adequate communication equipment. 
	 391B393BJoint information center 
	388B390BI
	389B391BO2
	397B399BDescription - Use suitable communication techniques to share relevant information with appropriate personnel on a timely basis to accomplish objectives in a rapidly changing, high-risk environment.
	 392B394BLocal unit/Cooperating agencies 
	 393B395BMAC Groups.
	 394B396BEOC’s.  
	395B397BO
	396B398BCompetency 3: Communicate effectively.
	398B400BBehavior: Ensure relevant information is exchanged during briefings and debriefings.
	399B401BTASK
	398B398B400BBehavior: Ensure relevant information is exchanged during briefings and debriefings.
	400B402BC
	23. 408B410BICS-T3-PIO-23. Participate in briefings and meetings as assigned. This task must be completed at two different incidents / events or exercises.
	406B408BVERIFYING OFFICER:
	402B404BD
	401B403BO
	407B409BInitial & date upon completion of task
	403B405BE
	 409B411BDevelop information updates based on information received. 
	404B406BEVAL
	405B407BRECORD #
	24. 413B415BICS-T3-PIO-24. Participate in the Planning meeting.  This task must be completed at two different incidents / events or exercises.
	 410B412BApprise Incident Commander of sensitive information, emerging issues and community needs.
	 414B416BAs per the Incident Management Handbook, perform PIO role in the planning meeting.
	411B413BI
	412B414BO2
	25. 417B419BICS-T3-PIO-25. Participate in the Operations briefing. This task must be completed at two different incidents / events or exercises. 
	415B417BI
	 418B420BAs per the Incident Management Handbook, perform PIO role in the operations briefing.
	416B418BO2
	26. 421B423BICS-GEN-21. Participate in briefings and debriefings.
	419B421BI
	 422B424BHotwash
	420B422BO2
	428B430BTASK
	 423B425BLessons learned
	 424B426BAfter Action Reporting (AAR)
	 425B427BVIP visits (in coordination with Liaison Officer)
	426B428BO 
	427B429BBehavior: Ensure documentation is complete and disposition is appropriate.
	427B427B429BBehavior: Ensure documentation is complete and disposition is appropriate.
	429B431BC
	27. 437B439BICS-T3-PIO-27. Complete and submit required documentation.
	435B437BVERIFYING OFFICER:
	431B433BD
	430B432BO
	436B438BInitial & date upon completion of task
	432B434BE
	  438B440BUnit Logs (ICS 214).
	433B435BEVAL
	434B436BRECORD #
	441B443BO
	439B441BO
	28. 440B442BICS-GEN-27. Use and maintain contact log. 
	443B445BTASK
	442B444BBehavior: Gather, produce and distribute information as required by established guidelines and ensure understanding by recipient. 
	444B446BC
	29. 452B454BICS-T3-PIO-29. Prepare a fact sheet for the incident.  This task must be completed at three different incidents / events or exercises.
	450B452BVERIFYING OFFICER:
	446B448BD
	445B447BO
	451B453BInitial & date upon completion of task
	447B449BE
	 453B455BLocation (proximity to well-known locations or communities) 
	448B450BEVAL
	449B451BRECORD #
	30. 467B469BICS-T3-PIO-30. Explain the Coast Guard policy for news releases.
	 454B456BSize of affected area  
	 468B470BDraft a news release in accordance with the Coast Guard Public Affairs Manual (COMDTINST M5728.2 series)
	 455B457BTime and date of origin 
	 456B458BCause (may be under investigation)
	 457B459BValues/Areas to be protected
	 458B460BApproximate costs to date
	 459B461BIncident objectives 
	 460B462BCurrent and expected weather conditions
	 461B463BExpected duration of incident, if possible
	 462B464BAgencies, jurisdictions and cooperators 
	 463B465BEquipment and resources committed and responding 
	 464B466BSpecial messages 
	465B467BI
	466B468BO2
	 475B477BInternet resources
	 469B471BPrepare a distribution list for release of information using available media guides.
	 470B472BPost news releases and fact sheets to an authorized Coast Guard website in accordance with the Coast Guard Public Affairs Manual (COMDTINST M5728.2 series) and the Coast Guard policy on use of the internet (COMDTINST 5230.56)
	 471B473BEdit material for release using the associated press style guide
	 472B474BExplain abbreviations and content in Coast Guard message traffic in accordance with the Radiotelephone Communications Handbook (COMDTINST M2300.7 series)
	473B475BO
	31. 474B476BICS-T3-PIO-31. Identify and consistently meet media deadlines and provide current information periodically to external audiences (e.g., fact sheets, news release). This task must be completed at two different incidents / events or exercises. 
	32. 481B483BICS-T3-PIO-32. Facilitate media relations.  This task must be completed at two different incidents / events or exercises.
	 476B478BPosted in appropriate locations.
	 482B484BPublicize (Joint) Information Center information: phone numbers, location, operating hours and web sites. 
	 477B479BEnsure timeliness for requests
	 478B480BAnticipate requests for information.
	479B481BI
	480B482BO2
	33. 487B489BICS-T3-PIO-33. Assist with effective community relations. 
	 483B485BMaintain complete log of media queries. 
	 488B490BProvide updates for community leaders and other partners. 
	 484B486BFollow up on media requests for callbacks and additional information. 
	485B487BI
	486B488BO2
	34. 495B497BICS-T3-PIO-34. Prepare and disseminate information to incident personnel. 
	 489B491BPrepare for community meetings. 
	 496B498BEstablish and maintain bulletin board(s) at Incident Command Post (ICP) and other incident locations. 
	 490B492BEstablish and maintain personal contacts as needed (trapline - Understanding key issues of concern and ensuring they are addressed).
	 491B493BEstablish town hall meetings, and/or open house meetings as appropriate.
	 492B494BEstablish incident websites as appropriate.
	493B495BI
	494B496BO2
	35. 500B502BICS-T3-PIO-35. Demonstrate ability to understand how imagery can be released to the media.
	 497B499BAssist with development of newsletter as appropriate. 
	 501B503BUnderstand proper use of photo and video equipment and electronic news gathering techniques.
	498B500BI
	499B501BO2
	 508B510BSafety 
	 502B504BDocument response effort via photography and videography, as appropriate. 
	 503B505BReview and approve images for release to the media
	 504B506BRelease operational Coast Guard imagery to the media.
	 505B507BCoordinate disposition of photo/video  documentation with Documentation Unit leader.
	506B508BO
	36. 507B509BICS-T3-PIO-36. Incorporate approved special messages/ information into routine incident information. 
	37. 517B519BICS-T3-PIO-37. Demonstrate writing skills appropriate to the audience in a variety of formats. This task must be completed at two different incidents / events or exercises.
	 509B511BPrevention 
	 518B520BFlyers
	 510B512BResource benefits 
	 511B513BEnvironmental protection measures 
	 512B514BInteragency cooperation
	 513B515BRehabilitation and resource recovery programs 
	 514B516BRecognition of local community and volunteer support 
	515B517BI
	516B518BO2
	38. 525B527BICS-T3-PIO-38. Demonstrate interview techniques appropriate to the audience.  This task must be completed at two different incidents / events or exercises.
	 519B521BPhoto Captions
	526B528BI
	 520B522BFact Sheets
	 521B523BTalking points 
	 522B524BNews releases
	523B525BI
	524B526BO2
	528B530BCompetency 4: Ensure completion of assigned actions to meet identified objectives.
	527B529BO2
	529B531BDescription - Identify, analyze, and apply relevant situational information and evaluate actions to complete assignments safely and meet identified objectives. Complete actions within established timeframe.
	530B532BBehavior: Take appropriate action based on assessed risks.
	531B533BTASK
	530B530B532BBehavior: Take appropriate action based on assessed risks.
	532B534BC
	39. 540B542BICS-T3-PIO-39. Be alert to rumors, verify and take appropriate action. This task must be completed at two different incidents / events or exercises.
	538B540BVERIFYING OFFICER:
	534B536BD
	533B535BO
	539B541BInitial & date upon completion of task
	535B537BE
	 541B543BIdentify rumors that threaten perception of incident.
	536B538BEVAL
	537B539BRECORD #
	40. 545B547BICS-T3-PIO-40. Initiate contact and response to inquiries from media and serve as incident spokesperson.  
	 542B544BRespond to rumors with validated information in a timely manner.
	546B548BI
	543B545BI
	544B546BO2
	548B550BBehavior: Modify approach based on evaluation of incident situation..
	547B549BO2
	549B551BTASK
	548B548B550BBehavior: Modify approach based on evaluation of incident situation..
	550B552BC
	41. 558B560BICS-T3-PIO-41. Respond to special situations within the incident. 
	556B558BVERIFYING OFFICER:
	552B554BD
	551B553BO
	557B559BInitial & date upon completion of task
	553B555BE
	 559B561BIssue appropriate communications based on emerging situations (e.g. Evacuations, Road closures, Unusual Conditions). 
	554B556BEVAL
	555B557BRECORD #
	562B564BTASK
	560B562BO
	561B563BBehavior: Follow established procedures and/or safety procedures relevant to given assignment. 
	563B565BC
	42. 571B573BICS-GEN-34. Follow safety procedures and be aware of incident-specific hazards.
	569B571BVERIFYING OFFICER:
	565B567BD
	564B566BO
	570B572BInitial & date upon completion of task
	566B568BE
	 572B574BPPE
	567B569BEVAL
	568B570BRECORD #
	43. 579B581BICS-T3-PIO-43. Work with Operations for Media staff access to incident and ensure appropriate PPE is used.  
	 573B575BHazards (inform others)
	580B582BO
	 574B576BTransportation and aviation procedures
	 575B577BWork/rest guidelines.
	 576B578BMobilization/Demobilization travel guidelines
	577B579BI
	578B580BO2
	582B584BTASK
	581B583BBehavior: Provide logistical support as necessary. 
	581B581B583BBehavior: Provide logistical support as necessary.
	583B585BC
	44. 591B593BICS-T3-PIO-44. Assist in preparing for very important person (VIP) visits and / or community meetings in coordination with the Liaison Officer.
	589B591BVERIFYING OFFICER:
	585B587BD
	584B586BO
	590B592BInitial & date upon completion of task
	586B588BE
	 592B594BPlanning
	587B589BEVAL
	588B590BRECORD #
	599B601BO
	 593B595BCoordination
	 594B596BLogistics
	 595B597BBriefing materials
	 596B598BAccess/Restriction to sensitive areas
	597B599BO
	45. 598B600BICS-T3-PIO-45. Arrange and schedule media access to the incident. Provide transportation as appropriate for media (aircraft, ground transportation, etc.)  
	601B603BTASK
	600B602BBehavior: Develop appropriate information releases and conduct media interviews according to established protocol.
	600B600B602BBehavior: Develop appropriate information releases and conduct media interviews according to established protocol.
	602B604BC
	46. 610B612BICS-T3-PIO-46. Give interviews that are concise, accurate, up-to-date, well planned and consistent with current information and messages. This task must be completed at two different incidents / events or exercises.
	608B610BVERIFYING OFFICER:
	604B606BD
	603B605BO
	609B611BInitial & date upon completion of task
	605B607BE
	 611B613BFollow established security, accuracy, policy and propriety (SAPP) guidelines.  
	606B608BEVAL
	607B609BRECORD #
	47. 614B616BICS-T3-PIO-47. Anticipate interview questions and practice responses. This task must be completed at two different incidents / events or exercises.
	612B614BI
	 615B617BPrepare and deliver key messages.
	613B615BO2
	48. 618B620BICS-T3-PIO-48. Arrange and schedule phone and/or in-person interviews for the media with incident personnel This task must be completed at two different incidents / events or exercises.
	616B618BI
	 619B621BProvide interviewees with key messages.
	617B619BO2
	624B626BBehavior: Transfer position duties while ensuring continuity of authority and knowledge and taking into account the increasing or decreasing incident complexity. 
	 620B622BSchedule, prepare for, and conduct practice briefing sessions for interviewees using the rules for release of information.
	625B627BTASK
	 621B623BFollow established security, accuracy, policy and propriety (SAPP) guidelines.  
	622B624BI
	623B625BO2
	624B624B626BBehavior: Transfer position duties while ensuring continuity of authority and knowledge and taking into account the increasing or decreasing incident complexity.
	626B628BC
	49. 634B636BICS-GEN-33. Coordinate the development, approval and implementation of transfer of position duties when incident complexity changes (escalate/de-escalates) for standard relief process (e.g., incoming Incident Management Team (IMT), host agency). This task must be completed at two different incidents / events or exercises.
	632B634BVERIFYING OFFICER:
	628B630BD
	627B629BO
	633B635BInitial & date upon completion of task
	629B631BE
	 635B637BInform subordinate staff and Incident Commander.
	630B632BEVAL
	631B633BRECORD #
	50. 641B643BICS-T3-PIO-50. Transfer incident information, policies/procedures and pending commitments to new and/or relieving public information staff.
	 636B638BDocument follow-up action needed and submit to supervisor.
	642B644BO
	 637B639BDevelop transition plan as needed.
	 638B640BAssemble briefing materials (pass-down log, etc.) for incoming PIO
	639B641BI
	640B642BO2
	644B646BTASK
	643B645BBehavior: Plan for demobilization and ensure demobilization procedures are followed. 
	643B643B645BBehavior: Plan for demobilization and ensure demobilization procedures are followed.
	645B647BC
	51. 653B655BICS-T3-PIO-51. Dismantle websites, postings, etc., if necessary.
	651B653BVERIFYING OFFICER:
	647B649BD
	646B648BO
	652B654BInitial & date upon completion of task
	648B650BE
	 654B656BEnsure contacts are informed.
	649B651BEVAL
	650B652BRECORD #
	52. 659B661BICS-T3-PIO-52. Provide input to Planning section for the demobilization plan.  
	 655B657BProvide follow up contact information.
	660B662BO
	 656B658BPost or issue final media update.
	657B659BO
	658B660BR
	662B664BO
	53. 661B663BICS-GEN-29. Demobilize and check out. 
	664B666BThese evaluations may be made on incidents, simulations in classroom, or in daily duties, depending on what the position task book dictates (as per the CODE column for each task). This evaluation should be sufficient for qualification in the position if the individual is adequately prepared. Two blank evaluation forms are provided. If the additional evaluations are needed, a page can be copied from a blank ICS PQS and attached.  
	663B665BINSTRUCTIONS FOR COMPLETING THE EVALUATON RECORD
	 52B52BReceive demobilization instructions from incident supervisor. 
	 53B53BIf required, complete Demobilization Checkout (ICS 221), and submit completed form to the appropriate person.
	665B667BComplete These Items at the START of the Evaluation Period:
	 666B668BEvaluation Record number: the number in the upper right corner of the evaluation record identifies a particular incident / events / exercises or group of incidents / events / exercises. This number should be placed in the column labeled “EVAL RECORD #” on the PQS for each task performed satisfactorily. This number will enable reviews of the completed PQS to ascertain the qualifications of the different Verifying Officers prior to making the appropriate sign-off on the PQS.
	 667B669BTrainee Information: Name, ICS position performed on the incident / event / exercise, Unit Name and Address
	 668B670BVerifying Officer Information: Name, ICS position performed on the incident / event / exercise, Unit Name and Address
	669B671BComplete These Items at the END of the Evaluation Period:
	 670B672BIncident / Event / Exercise Information
	o 671B673BIncident / Event / Exercise Name:
	o 672B674BReference Number (if any) for Incident / Event / Exercise:
	o 673B675BDuration: Include dates during which the trainee was evaluated.  This block may indicate a span of time covering several small and similar incidents if the trainee has been evaluated on that basis, e.g., several initial response incidents.  
	o 674B676BIncident Kind: Specify Search and Rescue, Oil Spill, Hazmat, Flood, Event, Simulation / Exercise, Other, etc. 
	o 675B677BLocation where the tasks were performed: Include geographic area, agency, and state Identify the location.  
	o 676B678BManagement Type: Type 5, Type 4, Type 3, Type 2, Type 1, Area Command
	o 677B679BNumber, Types, and Kinds of Resources assigned to incident: enter the number of resources and types assigned to the incident pertinent to the trainees PQS .  
	 678B680BVerifying Officer’s Recommendation.  
	o 679B681BRecommendation:  Initial one line as appropriate and / or make comments regarding the future needs for the development of this trainee.  
	o 680B682BSignature
	o 681B683BInitials: This authenticates recommendations and allows for comparison with initials on the PQS 
	o 682B684BVerifying Officer’s Relevant Qualification or agency certification relevant to the trainee position supervised.  
	683B685BEvaluation Record # ______     
	684B686BTrainee Information
	685B687BPrinted Name:
	686B688BTrainee ICS Position on Incident / Event / Exercise:
	687B689BHome Unit / Agency:
	688B690BHome Unit / Agency Address and Phone Number: 
	689B691BVerifying Officer Information
	690B692BPrinted Name:
	691B693BVerifying Officer ICS Position on Incident / Event / Exercise:
	692B694BHome Unit / Agency:
	693B695BHome Unit / Agency Address and Phone Number: 
	694B696BIncident/Event/Exercise Information
	695B697BIncident / Event / Exercise Name:                                                                       Reference (Incident Number):
	696B698BDuration (Dates during which the trainee was evaluated):
	697B699BIncident Kind: (Specify Search and Rescue, Oil Spill, Hazmat, Flood, Simulation / Exercise, Event, Other):
	698B700BLocation (Include geographic area, agency, and state):
	699B701BManagement Type  (Circle one): Type 5, Type 4, Type 3, Type 2, Type 1, Area Command
	700B702BNumber, Types, and Kinds of Resources assigned to incident:  
	701B703BVerifying Officer’s Recommendation
	702B704B(UUInitialUU UUonly one lineUU as appropriate)
	703B705B______  1) The tasks initialed and dated by me on the Qualification Record have been performed under my supervision in a satisfactory manner. The trainee has successfully performed all tasks in the PQS for the position.  The trainee is ready for a final qualification board.
	704B706B______  2) The tasks initialed and dated by me on the Qualification Record have been performed under my supervision in a satisfactory manner. However, opportunities were not available for all tasks (or all uncompleted tasks) to be performed and evaluated on this assignment. An additional assignment is needed to complete the evaluation.
	705B707B______  3) The trainee did not complete certain tasks in the PQS in a satisfactory manner and additional training, guidance, or experience is recommended.
	706B708B______  4) The individual is severely deficient in the performance of tasks in the PQS for the position and additional training, guidance, or experience is recommended prior to another training assignment. 
	707B709BRecord additional remarks / recommendations on an Individual Performance Evaluation (ICS-225), on reverse or by attaching an additional sheet to the evaluation record.
	708B710BVerifying Officer’s Signature: _________________________________ Initials: _____ Date: __________     
	709B711BVerifying Officer’s Relevant Qualification (or agency certification): ________________________________________
	710B712BEvaluation Record # ______     
	711B713BTrainee Information
	712B714BPrinted Name:
	713B715BTrainee ICS Position on Incident / Event / Exercise:
	714B716BHome Unit / Agency:
	715B717BHome Unit / Agency Address and Phone Number: 
	716B718BVerifying Officer Information
	717B719BPrinted Name:
	718B720BVerifying Officer ICS Position on Incident / Event / Exercise:
	719B721BHome Unit / Agency:
	720B722BHome Unit / Agency Address and Phone Number: 
	721B723BIncident/Event/Exercise Information
	722B724BIncident / Event / Exercise Name:                                                                       Reference (Incident Number):
	723B725BDuration (Dates during which the trainee was evaluated):
	724B726BIncident Kind (Specify Search and Rescue, Oil Spill, Hazmat, Flood, Simulation / Exercise, Event, Other:
	725B727BLocation (Include geographic area, agency, and state):
	726B728BManagement Type (Circle one): Type 5, Type 4, Type 3, Type 2, Type 1, Area Command
	727B729BNumber, Types, and Kinds of Resources assigned to incident:
	728B730BVerifying Officer’s Recommendation
	729B731B(UUInitialUU UUonly one lineUU as appropriate)
	730B732B______  1) The tasks initialed and dated by me on the Qualification Record have been performed under my supervision in a satisfactory manner. The trainee has successfully performed all tasks in the PQS for the position.  The trainee is ready for a final qualification board.
	731B733B______  2) The tasks initialed and dated by me on the Qualification Record have been performed under my supervision in a satisfactory manner. However, opportunities were not available for all tasks (or all uncompleted tasks) to be performed and evaluated on this assignment. An additional assignment is needed to complete the evaluation.
	732B734B______  3) The trainee did not complete certain tasks in the PQS in a satisfactory manner and additional training, guidance, or experience is recommended.
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