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Washington Wing Public Affairs Plan

I. Introduction
This Public Affairs Plan, required by CAPR 190-1, will present the goals and plans of the Public Affairs program within Washington Wing.  The subjects covered will include marketing the brand and programs of CAP, internal and external communications in regard to missions, and crisis communications. 

II. Situation Analysis
	Wing Description
Washington Wing’s Headquarters is located at Joint Base Lewis-McChord (McChord Field) in Tacoma, WA. (Building 1155)
Wing Statistics:
	4 areas 
	27 squadrons
	1484 members
	716 cadets
	768 senior members

	Public Affairs personnel
The current WA Wing PAO staff consists of: 
· Wing PAO
· Assistant Wing PAO
· PAOs from 19 squadrons representing 70% of the total number of squadrons in the Wing.  For those squadrons without assigned PAOs, the Squadron Commander is responsible for public affairs.

	Media and Marketing Exposure
Washington Wing members have participated in many events and emergencies throughout the state, giving Civil Air Patrol positive exposure.  Some of the events are as follows:
· Encampments – Washington Wing provides a flight academy and summer basic encampment each year.  In addition, they have hosted Region Cadet Leadership Schools and winter basic encampments. 
· WCA, WTA, and ESTA – Western Cadet Academy, Western Training Academy and Eastern Training Academy gives cadets and senior members the opportunity to learn skills that are needed in all three parts of CAP:  cadet programs, aerospace education, and emergency services
· Spring and Fall Conference 
· Air Shows – Several air shows are scheduled throughout the state each year, and WA Wing members are a very visual and active presence in each of these events.
· SAR GTE, SAR EVAL, SAR EX, and Tabletop events – These events are well-attended by members of WA Wing and give the Wing exposure to both the public and the media.
· Wreaths Across America – Wing member participate in laying wreaths at the Tahoma Cemeteries in Kent and Yakima.
· Glider Program – The Wing had two gliders and flew over 400 flights in 2010.
· Other Events – Each Squadron works with members of their communities in many events throughout the year providing color guards, marching in parades, participating in emergency response, and participating in various other activities.


Washington Wing PA Strengths 

Washington Wing’s strength is in its outstanding membership and focus on training and technology.  The volunteers of WA Wing are dedicated and committed to the goals of CAP in general and specifically to the goals of the Wing.  A website has been developed that allows members to obtain current information and to exchange information using various discussion boards.  A magazine, The Evergreen Quarterly, is published with articles that keep the membership knowledgeable about what is happening around the Wing.  The members of the Wing have made radio communications a top priority, since it is the most vital key to successful missions.  The wing is one of the first to make the narrow band transition and new frequency allocations.  They have also focused on ICS training so that their interaction with other emergency agencies may become more efficient, and they are one of the leaders in the CD program.  Washington Wing has an active relationship with the state governmental officials, and Wing personnel communicate often with various members of the Legislature.

Washington Wing PA Weaknesses 

Washington is divided by the Cascade Mountain Range which makes it difficult to maintain communication between PAOs and transportation to a central location.   This makes the membership rely heavily on email and electronics for communication and coordination.  Many members do not reliably use computers for communication, and because many communities cannot easily get internet services, it creates some difficulties with getting information between the Wing and the Squadrons.  Radio Communication is also difficult when events require activity on both sides of the Cascades because of the mountainous barrier.  The weather on the west side of the mountains can cause problems, as well.  The number and involvement of Public Affairs Officers around the Wing need to be improved.  The greatest challenge facing Washington Wing is membership retention and, because of that, there is a lack consistency in training and program completion.
  

III. Goals

1. Support the overall mission of the National Public Affairs Organization which 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.”
2. Increase public awareness of what Civil Air Patrol is, who its members are, and CAP’s activities.
3. Provide training opportunities and encouragement for PAOs throughout the Wing
4. Foster relationships between CAP and other organizations that are related to military, emergency services,  aerospace education, and civic duty
5. Promote interest in Civil Air Patrol within the Legislative Body of Washington State



III. Objectives

1. Squadron Commanders will appoint a PAO in each squadron.  This appointee will be made in writing and forwarded to the Wing PAO and Wing CC.
2. Each Squadron will establish a newsletter to be published at least quarterly, either in printed or email format.
3. Produce a newsletter or magazine at the Wing level to keep the membership informed of events around the Wing.
4. Develop a Wing-wide media List to be shared with all PAO’s.
5. Conduct annual PAO training at the Wing Level for all PAO’s.
6. Promote and sustain interest in the Washington Wing of Civil Air Patrol by members of the Legislature through legislative day activities and by continuing routine communications with the state legislative delegation.
7. Insure that each area has at least one trained Mission Information Officer (MIO).

V. Strategies
1. News Releases. The Wing PA staff will prepare news releases for significant events. If appropriate, an advance news release will be sent to local news media. After the event, a news release will be sent to the local media, and, if appropriate, to CAP News Online.  Each significant article will be forwarded to the region PAO as well.  See the attachment A, “Guidelines for talking to the media”, attachment B, “Sample Press Release”, and attachment C, “CAP tagline”.

2. Photography. PAOs in Washington Wing should shoot quality photos of events focusing on action shots and avoiding the “grip and grin” variety.  When providing photos to news media, make sure the photos are in high quality – more than 1 megabyte in size.  Avoid having a busy background and make sure that the photo provides a clear message of what is being done.  Make sure that all members are attired in proper uniforms and exhibiting appropriate behavior.	 

3. Quarterly Newsletter. The Wing PAO is responsible for producing a quarterly magazine telling about squadron events and notifying the membership of upcoming events. The deadline for members wishing to submit articles for the magazine will be clearly communicated to the membership.

4. Community Relations. The Wing PAO will collaborate with other staff members and the Wing commander to increase unit visibility in the community with activities such as color guard performances, service club presentations, and support for worthy community events. Discuss specific events the Wing may be planning, based on goals.

5. Website. The Wing will maintain a Wing Website.  The PAO will work with the webmaster of the Wing website to ensure that all communications for the general public reflect well on the Wing and the organization. 

6. Professional Development.  The Wing PAO will actively train in the specialty track of Public Affairs and will encourage all PAOs within the Wing to advance their training, as well.




APPROVED:



DAVID G. LEHMAN, Colonel, CAP
Commander


DISTRIBUTION: 1 Each (Electronic)
NHQ/PA
PCR/PA
Wing Vice Commander
All Squadron Commanders
All Squadron PAO’s


Attachment A: Talking to the Media


Guiding Principles
· Be Straightforward and factual
· Stick to your immediate role and assigned responsibilities.  Keep it basic.
· If you don’t know, say so.
· Tell them you will get the answer, and make sure you follow up.  Do not speculate.
· Let leadership know you’ve talked to the media.
· Get the name of the reporter and the media outlet.  Let others know whom you’ve talked with.
Transitional Phrases
· Suggested phrases to help you keep control of an interview
· Before I forget, I wanted to say…
· Let me put that into perspective…
· It is important to remember, however…
· That’s an interesting question, but to finish what I was saying…
· What I’m really here to talk to you about is…
· Let me just add…
· Another thing to remember is….
· What people really need to hear is….
· I don’t have any details on that, but what I can tell you is…
· That’s a good point, but I think your audience would be interested in knowing that….
· Let me give you some background on that…
· As I said…
Interview Tips and Techniques
DO….
· Know what you are going to say
· Prepare and gather your thoughts
· Always stay composed & in control
· Convey your message clearly
· Think before explaining complicated issues
· Speak in complete sentences
· Stay on message
· Assume you are always “on the record”
· Use proper body language & eye contact
· Ask for their name and media outlet (here’s my card…may I have yours?)
· Let other people know who you’ve talked to
DON’T….
· Get led astray
· Offer your  opinion or personal beliefs
· Use hypothetical guesses, lies, or exaggerations
· Make things up or speculate
· Use acronyms or long answers
· Use highly technical terms
· Say “No Comment”
· Start by addressing the negative question
· Get lured into friendly conversation
· Be overtly defensive or sarcastic
· Apologize or attack
· Lose your cool or promise things
· Hem & haw or talk on & on
· Fold your arms or use wild hand gestures
· Wear sunglasses
	
	
















Attachment B: Sample Press Release

For immediate release

April 12, 2010  


Information Officer – 1st Lt Ruth A. Peterson  
Phone #360-880-4553
Email – grpete@centurytel.net


Six members of Washington Wing Civil Air Patrol (CAP) joined Senator Honeyford and Representative Steve Conway as Governor Christine Gregoire signed Substitute Senate Bill (SSB) 6647 into law.  This bill, sponsored by Senator Honeyford of Sunnyside, will provide job protection for CAP members when they are called upon by the Air Force, Homeland Security, or FEMA to assist in emergency missions.  The language in the bill will provide the same protection that volunteer firefighters and reserve police officers currently have when reporting to an emergency.

Senator Honeyford, a member of the Washington Wing Legislative squadron, works with his home squadron in Yakima where he holds the rank of Major.  “The CAP provides great service to our state and our youth.  I am especially impressed with the youth programs.  I sponsored this legislation to protect our senior members from potential problems with employment when they are providing the valuable services of search and rescue and disaster relief,” Maj Honeyford said.  “I enjoy my participation with the CAP and this is one way that I can provide a benefit to the organization.”  The provisions in the bill will take effect June 10, 2010.


Civil Air Patrol, the official auxiliary of the U.S. Air Force, is a nonprofit organization with 58,000 members nationwide. CAP performs 90 percent of continental U.S. inland search and rescue missions as tasked by the Air Force Rescue Coordination Center and was credited by the AFRCC with saving 91 lives in fiscal year 2008. Its volunteers also perform homeland security, disaster relief and counter-drug missions at the request of federal, state and local agencies. The members play a leading role in aerospace education and serve as mentors to the more than 23,000 young people currently participating in CAP cadet programs. CAP has been performing missions for America for 68 years.


Photo cutline: Members of Washington Wing attend bill signing ceremony at the Washington State Capitol in Olympia.  From left to right are C/2d Lt Jonathan Peterson, 2d Lt Susan Stack, C/1st Lt Paula Stack, 1st Lt Ruth Peterson, C/CMSgt Josiah Beresford, Governor Christine Gregoire, C/1st Lt Patrick Stack, Senator Honeyford, and Representative Steve Conway.



Attachment C: CAP Tagline – Current as of Dec 09 

Civil Air Patrol, the official auxiliary of the U.S. Air Force, is a nonprofit organization with 58,000 members nationwide. CAP, in its Air Force auxiliary role, performs 90 percent of continental U.S. inland search and rescue missions as tasked by the Air Force Rescue Coordination Center and was credited by the AFRCC with saving 72 lives in fiscal year 2009. Its volunteers also perform homeland security, disaster relief and counter-drug missions at the request of federal, state and local agencies. The members play a leading role in aerospace education and serve as mentors to more than 23,000 young people currently participating in CAP cadet programs. CAP has been performing missions for America for 68 years."
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