Worksheet: Organizing Your Resources

In many crisis situations, joining a Joint Information Center (JIC) will be the answer to your resource needs.  However, some emergencies can tax your organization and may not trigger the operation of a JIC.  Although your water system may be setting up an Emergency Operation Center (EOC), you will need a separate space from which to run your communication operation. For more information on how to train and organize in a crisis event, see the Crisis Communication Plan section of the Crisis and Emergency Risk Communication Tool Kit. 

Resources you will need to successfully execute a crisis communication plan:

(Check all that apply)

Space (The first three rooms may be combined if space allows.)

· Room/space for your communications team to work
Location:

· Room/space for quickly training spokesperson(s)
Location:

· Room/space for holding team meetings
Location:

· Separate room to house media on-site
Location:

· Room/space for housing equipment, exclusive for your use (You cannot stand in line for the copier when crisis communications deadlines loom.)
Location:

· Restroom and (preferably) kitchen facilities
Location:

People (These people will supplement the members of the crisis communication team.)

· Staff for public and media information center or JIC support
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Equipment and Other Resources

· Telephone system
 

Name




Position
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Company



Contact

Telephone

E-mail

· Computer/IT technician

Company



Contact

Telephone

E-mail

· Language services
· Translators for simultaneous translations

· Translators for written translations

· Back-up translators located outside your immediate area (in case of widespread power outages)


Company



Contact

Telephone

E-mail

· Fax Machine and Copier


Company
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Telephone

E-mail

· Televisions


Company



Contact

Telephone

E-mail

· Tables and chairs


Company



Contact

Telephone

E-mail

· Standard supplies (copy paper, pens, pencils, notebooks, organizers, staplers, folders, etc)

· Calendars, flow charts, easels and bulletin board

· Reference material
· Consider Backup Power
