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The Mission of the Public Affairs Program

The mission of the Civil Air Patrol Public Affairs (PA) program is to inform internal and external audiences of Civil Air Patrol’'s
national importance, safeguard the image and assets of the corporation, and strengthen relations with key audiences and
customers, which enables the organization to grow.

Congratulations! You’ve just been appointed and accepted the position of the public affairs
officer (or deputy) at the flight, squadron, group, wing or region level. You may be wondering,
“What do | do now?” The answers are available, if you have some time for reading and talking
with others. But first, meet your best friend: CAP Regulation (CAPR) 190-1.

You’re probably familiar with Civil Air Patrol’s three core missions, and that’s a good thing.
Now, in this how-to manual, you'll learn about the three PA missions, which are:

* To inform internal and external audiences of CAP’s national importance;

* To safeguard the image and assets of the corporation; and

* To strengthen relations with key audiences and customers, helping the organization to grow.

You'll get to know these as you learn the job, and the document you are reading now will make
the “how” much clearer for you.
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Objectives of the Public Affairs Program

e Increase public awareness of CAP, its local, state, and national missions and its
contributions to the nation.

Your first objective will be getting to know the CAP Public Awareness Plan.

This is a “big picture” view of what public affairs does for CAP. It should give you some idea
about what you can do at your level, whether you’re assigned to a squadron/flight, group, wing
or region. In all likelihood, though, if you are at region, you probably know a great deal already.

Civil Air Patrol gets a lot of publicity when disaster strikes and we are called upon to work on
assessment and recovery. But when that limelight goes away, it’'s up to us, at all levels, to tell
the CAP story.

To be effective, you'll need to know the three CAP missions — Emergency Services, Aerospace
Education and Cadet Programs — how they work, what it takes to do the job, and what it feels
like when you do it

e Develop and conduct a comprehensive internal and external public relations plan.

For this objective, you'll need to talk to your commander, who is responsible for everything that
happens in your unit.

No matter what you'd like to do for CAP as a PAO, you always need to do it with your
commander’s consent and direction. Your commander will set the priorities, and you’ll need to
do your best to make them happen. After you’ve done your homework and are familiar with both
CAPR 190-1 and the CAP Public Awareness Plan, ask your commander for a chance to sit
down and talk about it. Mind you, this might take some time. Setting priorities with your
commander, no matter what level of command you’re assigned to, will likely revolve around the
three PA missions.

If your commander decides that your squadron/flight, group or wing needs to reach out to the
media, that goal will probably be your first priority. Whether you’re new or an old hand at the
business, you’ll soon understand that the nature of the media is changing rapidly. It now
includes a variety of methodologies and strategies that go from the traditional print and
broadcast media to social and electronic media. It even stretches to other options accessed via
the Internet.

CAP encourages good communication with “internal audiences” — our own members — using a
variety of means that you and your commander will probably want to consider. Good
communications with our own members is vital to making them Well-informed Feeling that they
are an important part of the organization.
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You should also check with the next higher command level for a copy of its Crisis
Communication Plan, which you may want to use as a guideline for updating your own plan.
e Promote cooperation between CAP and other aviation organizations, the military,

business, industry and civic groups.

The last mission of CAP Public Affairs involves reaching out, usually physically — meeting face-
to-face and shaking hands with specific people outside the organization. It might mean
establishing communications with media organizations, civic groups and elected officials in your
area, inviting them to become familiar with CAP or offering yourself as a speaker at their
meetings. It could also mean making use of the brochures and posters offered to PAOs to help
attract new members. For this, you'll find some excellent material in the PAO Toolkit.

Whatever you decide to do within CAP, remember that you’re not alone in your three PA
missions. You'll have fellow PAOs at your level and also those above, whose job is to mentor,
lead and guide you. They can answer the many questions you probably have; just ask for their
help. Eventually, you'll learn what it is all about and become a productive PA practitioner. When
you do and when you’re ready, offer yourself as an asset to other PAOs, too.

Assignment of a Public Affairs Officer

CAP National Headquarters recognizes the position of Public Affairs Officer as an important
one. This is because, without a PAO, it would be very difficult for a unit to establish a good PA
program.

Also, without an effective PA program, many of the good things we want for the organization
won’t happen — we won'’t attract new members or be known to those outside the organization,
and our current members may get bored and leave.

For this reason, CAP requires each unit commander to appoint a qualified individual to be the
PAO.

In addition to 190-1 regulations regarding the public affairs program, Texas Supplement 2
outlines additional requirements for the public affairs members that can be found on the Texas
Wing website, or asking for the regulation from your chain of command.

Don’t worry if you don’t feel qualified or “up to the task.” At one time or another, every new PAO
has taken a hard look at the daunting CAPR 190-1 and felt some misgivings.

You shouldn’t worry, because you’re not alone. As soon as a new PAO is appointed, the unit will
report that appointment to its next higher headquarters. This means that squadrons/flights will
report your appointment to their groups, groups to their wings, wings to their regions and
regions to NHQ/PA.
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Sometimes, this notification doesn’t happen, so don’t wait for the PAO at your next higher
headquarters to contact you. If you contact your counterpart up the chain of command right
away, you'll be ahead of the curve and will start getting help that much earlier.

Duties of the Public Affairs Officer

The PAO is supervised by the commander. The commander and the PAO, as the commander’s
delegate, are the official spokespersons for their unit. The higher headquarters’ PAOs serve as
advisers, mentors and resources for the development and implementation of an effective public
affairs program.

Public affairs officers are supervised by their commanders, who are like their bosses in any
commercial organization. Together, the unit commander and the PAO are the official
spokespersons for their unit.

PAOs at the next higher headquarters (group, wing and region levels) are there to mentor, lead,
guide and be resources for PAOs at each level below them. Wing PAOs are responsible for
group PAOs, who are, in turn, responsible for squadron/flight PAOs.

e Squadron and flight PAOs are the backbone of the national public affairs program and
are primarily responsible for implementation of the program

When you have become familiar with how Civil Air Patrol is organized, you’ll realize that most of
the action happens at the squadron/flight level. These units have the equipment and most of the
members, so they get the missions. Because of this, the squadrons and flights are the
backbone of the PAO program and are first in line in reporting what they do — and getting it
published. Theirs is the primary responsibility for implementing the PA program.

In addition to the 190-1 regulation, Texas Wing Public Affairs Program Supplement also outlines
additional duties and responsibilities of the squadron and flight level PAOs, such as progressing
towards their specialty track advancements, submitting a certain number of articles, press
releases, or media releases a quarter, and actively participating in the public affairs plan.

e Group PAOs advise, mentor and support subordinate PAOSs in their group on public
affairs matters and conduct an active PA program in support of the unit.

These groups function as mini-wings, supporting and working with the squadrons and flights
under their oversight. In larger wings that have functioning groups, group PAOs play an
important role advising, supporting and mentoring their counterparts at the squadron/flight level.
In smaller wings, sometimes there is no group-level organization, and unit PAOs rely directly on
their wing PAO for support.
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Group PAOs can sometimes act as “tag team” helpers and support squadrons/flights that
temporarily lack available PAOs or when no PAO is appointed at all. The latter is a definite
possibility when staffing is short.

e The wing PAO is the primary resource in conducting a wing-wide public affairs program.
Together with the wing commander, the wing PAO develops goals and objectives for the
wing public affairs program and advises, mentors and ensures the national, regional and
wing objectives are implemented.

As a PAO assigned to a group or squadron/flight, whenever you think you’re too busy with CAP
public affairs, ask your wing PAO how he or she is doing. Most of the time, you'll learn that wing
PAOs are the busiest people you'll ever know.

Just as squadron/flight and group PAOs must work under the direction of their commanders, the
wing PAO determines, with the guidance and consent of the wing commander, the goals and
objectives of the wing’s public affairs program.

The wing PAO also mentors and advises the group PAO (and squadron/flight PAOs when
necessary), who often rely on the wing PAQO’s expertise to maintain effective PA programs. In
addition, wing PAOSs are expected to ensure that national, region and wing public affairs
objectives are implemented.
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PAO Checklist

.  APPOINTMENT
A. CAPF 2a processed IAW CAPR 35-1
1. Notify immediate HQ of appointment
2. If appointed to Region, Wing or Group HQ position, notify subordinate
units
B. Assume duties and responsibilities IAW CAPR 190-1
1. Create a staff to assist if necessary
2. Contact immediate or higher HQ/PA for assistance
C. Develop a professional working relationship with Commander
1. Advice and keep commander abreast of all Public Affairs matters
2. Discuss your local level’s public affairs program’s direction and how to
keep it on track
II.  ADMINISTRATIVE PRACTICES/PROCEDURES
A. Establish and maintain a digital filing system IAW CAPR 10-2
B. Assemble any and all Public Affairs publications for your scope of area
1. Regulations CAPR 190-1 and 210-1
2. Regulations for PIO, CAPR 60-3
3. Pamphlets for CAPP 3,4, and 201
4. Unit,group, and wing policies, NHQ approved brochures and documents
1l UNIT PUBLIC AFFAIRS PROGRAM
A. Implement, conduct and manage
B. Implement the Wing’s Public Affairs Plan
C. Implement the Wing’s Crisis Communication Plan
D. Develop and internal information program
1. Keep unit informed of local issues affecting your members
2. Publish a unit newsletter at least quarterly for internal and external
audiences
Submit news articles and photos to Wing public affairs
4. Incorporate CAP positioning statements, slogans, logos and trademarks
on unit

w

5. Develop a professional working relationship with unit staff and members

6. Develop a professional working relationship with immediate and higher
HQ/PA

7. Encourage and mentor unit members willing to write articles and take
photos

E. Develop an external information program
1. Generate public awareness about CAP by developing a relationship with
the following audiences:
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a) Media

b) General public

c) Federal and state representatives

d) Community and civi leaders

e) Middle and high schools

f)  Community organizations

g) Business and industry leaders/chamber of commerce

h) Community youth groups

i) Chuches

i) General aviation

k) Military installation public affairs

[) Use CAP positioning statements, slogans, and other promotional
trademarks on communication to the community

2. Community relations program

a) Establish goals and objectives and include the Wing public affairs
plan

b) Revise goals and objectives when changes occur

¢) Review goals and objectives annually

d) Use own or immediate HQ website and the Volunteer, Wings Over
Texas, or the Fly-By to inform your community about CAP and
your unit

e) Participate in community activities

f) Maintain an up-to-date list of community contacts

g) Develop a professional working relationship with the media and
community organizations

h) Maintain an up-to-date list of local agencies with interest common
to CAP’s

i) Develop a professional working relationship with agencies with
interest common to CAP’s

3. Media Relations Program

a) Establish goals and objectives and include the wing public affairs
plan

b) Review goals and objectives annually

c) E-mail news articles and photos of unit activities to the local, state,
regional and national media as appropriate; and include niche
publications targeting pilots, aviation enthusiasts, teachers, etc

d) Integrate quality videography and audio materials into media
programs.

e) Serve as the official media spokesperson for your scope

f) Advise commander on controversies and issues affecting CAP’s
image

g) Maintain an up-to-date list of media contacts

h) Establish and nurture professional relationships with:

(1) Newspaper reporters/editors
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(2) Radio station editors
(3) Television news reporters/editors/producers
(4) Magazine writers/editors

i) Develop information kits for the media or contact HHQ

IV.  Training

moow>

Self Progress in CAP’s Senior Member Professional Development Program
Self progress in Public Affairs Specialty Track

Immediate and higher HQ/PA provide training opportunities for PAOs and PIOs
Participate in PAO and PIO training activities

Participate in training, seminars and workshops offered by military and local,
state and/or national public relations organizations.

10
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Public Information Officer

The public information officer is the central point for dissemination of information to the news
media and other agencies and organizations. Only one Information Officer will be named to an
incident, including those incidents that are multi-jurisdictional. The Information Officer may have
assistants as necessary, and the assistants may also represent other agencies or jurisdictions.

Reasons for the IC to designate an Information Officer:

 An obvious high visibility or sensitive incident.

* Media demands for information may obstruct IC effectiveness.

* Media capabilities to acquire their own information are increasing.

* Reduces the risk of multiple sources releasing conflicting information.
* Need to alert, warn or instruct the public.

The following are the major responsibilities of the Information Officer:

*» Determine from the Incident Commander any limits on the information to be released.
* Develop information for use in media briefings.

* Obtain Incident Commander's approval of all media news releases.

 Conduct periodic media briefings.

* Arrange for tours and other interviews or briefings that may be required.

* Monitor and forward media information that may be useful to incident planning.

* Maintain current information summaries and/or displays on the incident.

» Make information about the incident available to incident personnel.

» Participate in the planning meeting

PIO Work Area:

The Information Officer should consider the following when determining a location to work from
at/during the incident:

* Be separate from the Command Post, but close enough to have access to information.

» An area for media relations and media briefings must be established.

* Information displays and media handouts may be required.

* Tours and photo opportunities may have to be arranged.

11
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From CAPR 190-1

Public Information Officer (P1O). One of the best opportunities for CAP to get its message out to
the public is when the organization is supporting emergency services missions for state and
local communities. Public affairs and media relations issues are handled by specially qualified
personnel called PIOs or their supervisors or by incident commanders (IC) if a PIO has not been
appointed. In accordance with CAPR 60-3, CAP Emergency Services Training and Operational
Missions, information that is releasable to the public on CAP missions should be given promptly
to news media representatives. In addition, public awareness and understanding of CAP
resulting from the efforts of the PIO can play a vital role in recruitment and retention, as CAPR
190-1 as well as government and community relations. The P1O provides and receives critical
information, advises the incident commander, protects the image of CAP and provides timely
information to the public affairs staff of each higher headquarters.

a. Training. In order to serve as a PIO, the individual will complete the required training and
certification in accordance with CAPR 60-3 and CAPP 201. In addition, the following courses
must be completed: 1S100, 200, 300, 700, 800.

b. Appointment. A PIO, fully qualified in accordance with current PIO training requirements or a
trainee under supervision as outlined in CAPR 60-3, may be appointed at the discretion of the
incident commander (IC) for any training or actual mission. ICs will fulfill the responsibilities of
the PIO if one is not appointed. Assignment of a PIO is mandatory for all actual emergency
services missions (not training) lasting or expected to last more than 48 hours, including, but not
limited to, missing aircraft, missing persons, disaster relief or other humanitarian aid operations.
Some missions, like counterdrug or homeland security operations, may require additional
discretion and/or little to no dissemination of public information; the CAP National Operations
Center or National Headquarters Public Affairs may limit or edit what CAP ICs and/or PIOs
release.

The Public Information Officer is not a Public Affairs Officer Or is he/she?

The Role of the PIO is to support Civil Air Patrol Operational Missions such as Search and
Rescue and Disaster Relief. The Role of the Public Affairs Officer is to inform internal and
external audiences of Civil Air Patrol’s national importance, safeguard the image and assets of
the corporation, and strengthen relations with key audiences and customers, which enables the
organization to grow. These roles are complementary and exclusive. Confused? The PIO and
PAO should have a similar skill set The PIO and PAO perform similar tasks in dissimilar
environments The PIO and PAO have the same objectives

12
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PIO Mission Kit

A Mission PIO should have a kit of materials ready to go or within easy reach.
Here is a suggested Mission 10 Kit:

* Information officer position description

* An information officer checklist for a SAR mission

+ An information officer checklist for an actual mission

* Phone numbers and e-mail addresses of key media outlets
* CAPR 190-1 and any Wing Supplements « CAPR 60-3

* Boilerplate media releases (templates)

* An information officer checklist for a CAP crash

* Pens and Paper

* Digital Camera, spare batteries and memory cards

* Audio Recorder

* Batteries

* Media Kits (that include CAP fact sheets and CAP brochures)
* CAPR 190-1

» CAPR 50-15

* Business Cards

* Media Passes/ID’s

* CAP 101 and ROA cards

» Warm/cold weather gear

* Flashlight

* Uniform (Complete and in Good Order)

» Orange Safety Vest

» AP Style Guide

* Laptop computer and charging device

* Cell Phone and charging device

» Hand-held Radio (if available)
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PIO Checklist

____When contacted by the Incident Commander, find out the following information , which will
be needed for the submission of media releases:

____The location of the mission base and how to get there

____What agency activated CAP: AFRCC, CC&PS. Co. Sheriff, etc.

____What we are searching for and what type of mission it is

___All participating agencies and their phone numbers

____How many CAP participants there are (any specific squadrons participating)

____Find out if there is another “staging” area for the media being set up by the local sheriff and
get permission to set one up at the airport

____Any other information the IC knows that may be helpful in presenting this incident to the
media Find out all you can from your Incident Commander before hanging up the phone.

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

____Check your mission kit to ensure it includes your checklists and crash kit, your camera,
batteries, pens, paper, media packets (stocked with CAP fact sheets and brochures) and extra
business cards. (Also a must-have is a laptop computer and a cell phone.) Make sure you put it
all in your vehicle.

___ Write media release, obtain approval from all the required organizations to submit it, and
send it via email, fax or phone to the major dailies, wire services, TV and radio stations in the
area (a list of these should be maintained in your mission kit) Once you arrive at the Mission:
____Check in with Incident Commander for any updates/instructions.

____ Set up sign-in sheet, media badges, and media packets

____Obtain radio and ensure the powers-that-be know where to send any members of the
media

____ Greet media in the media “staging” area; ensure they sign the roster; give them any specific
exercise instructions and media kits; and ask them how you can help make their jobs easier
____Begin writing a longer, more specific media release

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

____Guide reporters to individuals to interview

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

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

____If you let them interview cadets, make sure you stay near them during the interviews
____While escorting media, take pictures of the action for CAP publications

14
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____When things slow down, interview CAP members for stories in CAP publications and
follow-up releases Once a Find has been Made:

____Write a media release, get it approved through appropriate channels and send it out via
Email, fax or phone that a find has been made.

____ Submit after-action report to mission commander and wing public affairs officer
__Include in this report the names of reporters who attended and where they work
_____Attach any articles, video tapes, etc. published on the mission that you can get your hands
on

____Include a short paragraph on what worked and what didn’t

____Acopy of your ICS Form 214 Log

____Ensure the who, what, why, where, when and how are all covered by the first two
paragraphs of the story

____Ensure your story includes quotes

___Include the correct spelling, rank and title of each individual mentioned

____Provide photo captions in the body of the news release if emailing them, put photo captions
on at the bottom of the story with a brief description of the actions depicted and identities of
those in the photos listed from Left to Right.

____Don’tinclude your opinions in the story; stick to the facts! (This SHOWS people we are
great rather than TELLING them we are great.)

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

The PIOs Uniform

As a best practice the ADU or Blue BDU is the best to wear on a mission. The main reason is
that you will look like most of the people working the mission and they are a more “working”
uniform than blues or CAP Corporate or Distinctive uniforms are. This best practice will vary
from wing to wing. For exercises in particular be guided by whatever is mentioned in the “Plan of
Action” or established mission protocol. However, any appropriate CAP uniform worn to
regulation (including flight suits) is authorized. Take care that your uniform is perfect. Shined
shoes/boots, correctly placed insignia, proper headgear, good grooming and that the uniform is
clean. Nothing gives a worse impression than a sloppy person wearing a uniform incorrectly.

Arriving at Mission Base

Your first stop at the base is the registration area and check in with the registration staff. You
will be required to produce your current CAP ID Card and your 101 Card. Also have on hand a
current Form 60. Without these you will not be able to participate in the mission. If you don’t
have a printed 101 card with you, the mission base staff should be able to print one for you from
E-services. Best Practice: Keep a copy of your 101 Card in your mission kit in a laminated card
holder/lanyard. This will allow you to wear it as an ID. After checking in, report to the incident
commander. An 10 works directly for him so it only makes sense to check in with the boss. The
IC should brief you on the current state of the mission and on what can be released immediately

15
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to the media. He or the Logistics staff will direct you to your work area. This should be separate
from the main work area for the operations and planning staff.

» Set up a media “staging area” apart from the mission base and your work area.
* Ensure people know where to send the media.
» Obtain a radio. Set up your work area and start your log. (ICS Form 214)

The Mission Log

When working an incident, staff members are required to maintain a log of all significant actions
you take as the Mission 10. This is important for record keeping of the accomplishments and
setbacks, determining search effectiveness during debriefing, and as a legal record of CAP
actions among many other things. The mission log is started once a unit or section is opened
and maintained until personnel are called in and at home safely to the incident commander. A
separate log should be maintained for each varying unit or section that is assigned to the
incident, and subordinate units at varying levels will normally also keep a log. This log is turned
in with the debriefing paperwork and becomes part of the official mission record.

The following actions are always recorded in the log:

* Time/date unit or log started or activated

* Name of unit, supervisor, and individual keeping the log

* Notes from initial briefing

» Time and date noted from staff meetings

« Significant events, actions taken, direction received or provided

* Encounters with the media (in person on the phone or email)

* Releases issued to the media

 Other happenings as appropriate

* Personnel assignments to and from the team/unit. For each log entry, the log keeper writes
down the following on the ICS Form 214

* The time

» The event taking place (see list above)

» Mileage and/or location as appropriate

* Name of individual annotating the log each time there is a change

Preparing the Initial, Follow-Up and Closing Releases

The news release is the single most important tool in an IO’s kit. A properly crafted release
allows the community to know what is going on and could possibly provide leads to the mission
base leading to the success of a SAR Mission. There is additional value in submitting regular
releases to the media in that the general public and key customers are aware that CAP is
involved in a SAR or DR mission.

16
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The Initial Release

One of the Information Officer's most important tasks at the start of any mission is creating an
opening news release. As soon as you hit the ground you will be expected to produce a release
about the mission. Sometimes you will be expected to get a release published before you leave
home for the mission base. The opening news release informs the news media that there is a
Civil Air Patrol mission underway and gives them basic information about the reason for the
mission. It is the 1O’s responsibility to keep the public and the media informed with up to date
and timely news releases.

* First, gather all information about the mission, including resources being used, information
about the search target and current activity. Do not include speculations, opinions or any other
information that cannot be verified as being accurate. The Operations and Planning staff can be
very helpful in gathering releasable information.

* When creating a news release make sure to include the mission base phone number, the
incident commander’s name and your name (and your cell number) as a point of contact for the
media. Ask yourself, is the information current? Is it verified and accurate? Is it laid out in a
professional format? Be sure to put a time and date on your news releases and update them
throughout the mission. This helps to keep track of the order you release information and also
lets the media know that they have the most current information available,

» Once your opening news release is ready, the Incident Commander must approve it and any
other information that is being released to the media. The IC may ask you to make changes or
approve your media release as it is given to him. Do not distribute any information to the media
with the express approval of the IC. The IC may also ask that you coordinate your news release
with the governing agency, for example the AFRCC on a missing aircraft mission or the IC may
do that for you. News releases should always be coordinated through the agency that CAP is
reporting to, if applicable. Update your news releases throughout the mission.

* Follow the 3-5 rule. A good PIO will release an average of 3-5 News releases a day. A fresh
news release should be created every 3-5 hours or as new information is uncovered. This lets
the media know that you are informed and will limit the amount of calls you receive asking when
a new update will be available.

*» Keep in touch with the IC, Planning Branch Director, Ground Branch Director and Air
Operations Branch Director for any changes in the search or any new information that can be
included on the next news release.

* Finally, the last part of your news release should always include a brief overview of Civil Air
Patrol and what we do (Use the current Boiler Plate/Tagline). This helps to inform the person
who knows nothing about Civil Air Patrol or about who we are. Where to Send the Releases
Once the release is approved send it to local and state-wide media on your media list as
appropriate. Also include the TX Wing MAC and National HQ/MAC. The Wing MAC will forward
the release to the SWR DPA

17
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