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Course Description

Overview
Outdoor events, public assembly areas, and sports leagues play a major role in 
American culture, with over 14,000 fixed locations and hundreds of millions of visitors per 
year. Communities must understand how to leverage communication to prevent, protect 
against, mitigate, respond to, and recover from the threats and hazards that pose a risk 
to their community. The methodologies and techniques used to deliver timely and 
accurate information in a complex, dynamic information environment is challenging to 
any community or organization hosting a mass gathering. The Sport and Special Event 
Public Information and Emergency Notification course brings planners, operators, 
communication professionals, government, public safety, and marketing professionals 
together in an effort to prepare and/or enhance venue and event communication 
programs. The course prescribes best practices to common communication pitfalls and 
provides flexible and scalable solutions to a wide-range of scenarios. The training 
leverages a combination of exercises, discussions, and activities to optimize participant 
experience.

Scope
The effective and efficient use of communication methodologies and technologies 
improve safety, security, and resilience within communities hosting events. This 
innovative training assists professionals in identifying and navigating the sport and 
special event communication landscape. The interdisciplinary course stresses the 
importance of leveraging and applying available communication resources to event and 
incident operations. 

The training is applicable across the United States regardless of the venue size, capacity, 
or type of event. Those who successfully complete this course should be able to use this 
training to develop or improve public information and emergency notification programs 
for any sport or special event venue. They should also be able to use techniques 
identified in the course to prepare employees and stakeholders, identify planning needs, 
supplement training and exercise programs, and continuously improve event and crisis 
communication. 

Course Goal
The overall goal for this course is the standardization of sport and special event public 
information and emergency notification training for all communities and venues hosting 
sporting and special events in the United States.
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Target Audience
The target audience for this course includes the following:

• Venue manager • Special event officers/liaisons

• Event planner • Emergency management

• Venue operations • Fire and emergency service

• Public affairs • Executive leadership

• Public relations and marketing • Law enforcement

• Government • Medical services

Prerequisites
There are no prerequisites for this course.

Recommended Training
• AWR-167: Sport Event Risk Management
• IS-100: Introduction to the Incident Command System
• IS-200: ICS for Single Resources and Initial Action Incidents (ICS)
• IS-700: An Introduction to the National Incident Management Systems (NIMS)
• IS-800: National Response Framework, an Introduction

Course Length
This course is 16 hours.

Instructor-to-Participant Ratio
The recommended instructor-to-participant ratio for this course is 1 to 20, with a 
maximum of 42 participants.

Required Materials/Facilities
• Participant Guide
• Participant Packet
• Note-taking sheets (optional)
• Pre- and Post-Tests
• Registration forms
• Course assessment forms
• Name tents
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• Dry-erase markers (6–8 black, blue, red – additional colors as desired)
• Pens
• Laptop
• Projector
• Projector screen
• Extension cord and power strip
• Audio equipment: sound system connections or portable laptop speakers

Facilities should be set-up to facilitate discussion among participants. The diagram below 
depicts an effective set-up. If necessary, the instructional staff can provide a laptop and a 
projector. The delivery location must provide, at a minimum, a venue suitable for the 
course (i.e., classroom style, comfortable temperature, adequate lighting, clean 
whiteboards, etc.), the number of participants, tables and seating for team interactions, 
and a projection screen.
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Certification Information
A Pre-Test and Post-Test are given to measure participants’ understanding and mastery 
of the material. Participants are required to score a 70% or better on the Post-Test and 
attend 80% of the course hours in order to receive a course certificate of completion.

Reference List
• Department of Homeland Security. Developing and Maintaining Emergency

Operations Plans: Comprehensive Preparedness Guide (CPG) 101. Version 2.0.
November 2010.

• Department of Homeland Security. National Incident Management System. 3rd
Edition. October 2017.

• Department of Homeland Security. National Preparedness Goal. 2nd Edition.
September 2015.

• Department of Homeland Security. National Response Framework. 3rd Edition. 1
June 2016.

• The University of Southern Mississippi. Commercial Sports and Entertainment
Facilities Safety and Security Best Practices Guide. 4th Edition. 2018. Retrieved
from https://www.ncs4.com/about/best-practices.

Evaluation Strategy
Each course is concluded with a survey of individual participants using the 
DHS/FEMA/NTED Kirkpatrick Level I evaluation form, which utilizes a 5-point Likert-Type 
scale to evaluate the course, instructor performance, and course benefit. Kirkpatrick 
Level II evaluations are conducted through the administration of Pre- and Post-Test 
exams. Level III evaluations will be conducted by telephone or email surveys.

https://www.ncs4.com/about/best-practices
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Course Schedule
Day 1

Module 0 Course Introduction 1.5 hours

Module 1 Communication Fundamentals 2.0 hours

Module 2 NIMS & ICS Communication Principles 1.0 hour

Module 3 Communication Methodologies 2.0 hours

Module 4 Communication Planning 1.5 hour

Day 2

Module 5 Pre-event Communication 2.0 hours

Module 6 Post-Incident Communication 2.0 hours

Module 7 Capstone 3.0 hours

Module 8 Post Assessment and Evaluation 1.0 hour
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Course Structure/Content Outline

Module 0: Course Introduction
• Course goal.
• Course administration requirements and techniques.
• Pre-test.

Module 1: Communication Fundamentals
• Basic communication principles and outcomes for public information and

emergency notification.
• Audiences required for communicating during an event or emergency.
• Modes of communication for communicating during an event or emergency.
• Best practice communication behaviors required for communicating during an event

or emergency.
• Creating messages using communication best practices.

Module 2: NIMS & ICS Communication Principles
• Communication principles outlined in National Incident Management System

(NIMS).
• Using the Incident Command System (ICS) for communication.
• The role of a Joint Information Center (JIC).
• Public information and emergency notification principles.
• Multi-agency communication during an event or incident.

Module 3: Communication Methodologies
• Social media messages and techniques.
• News media messages and techniques.
• Digital media sources for sharing information.
• Differences and similarities between marketing and public relations.
• Managing communication programs and expectations.

Module 4: Communication Planning
• Key stakeholders for communication planning.
• Communication environment and resources for information sharing.
• Considering laws, regulation, and support during communication planning.
• Identifying and overcoming communication challenges.
• Integrating communication plans and principles into event and incident

management plans.
• Training and exercise programs for supporting and evaluating organizational

communication strategies and tactics.



Sport and Special Event Public Information 
and Emergency Notification

Course Design Document
Course Structure/Content Outline
Instructor Guide

Page 8 Version 1.0 June 2019

Module 5: Pre-Event Communication
• Differences between venue and event for communication activities.
• Tools and technologies for managing communications.
• Gathering and sharing information.
• Pre-event briefing(s) involving key stakeholders.

Module 6: Post-Incident Communication
• Crisis communication techniques for communicating the transition from event to

incident.
• Identifying communication needs and determining the frequency of disseminating

information.
• Interview strategies and techniques.
• Impact of communication quality on event or incident management.
• Post-incident briefing, information collection, and continuous improvement

planning.
• Using data for measuring and evaluating operation effectiveness.

Module 7: Capstone
• Communication challenges during an event or incident.
• Audience characteristics and communication methodologies.
• Developing a pre-scripted emergency message.
• Information gathering and dissemination techniques.
• Planning for and creating a news release.
• Determining appropriate social media sources and creating a social media release.
• Interviewing techniques for a news conference following an incident.
• Incident post-briefing, information gathering, and continuous improvement.

Module 8: Post Assessment and Evaluation
• Course summary.
• Course evaluation.
• Post-test.
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Module 0- Introduction
Scope Statement
The purpose of this module is to provide an overview of course topics, administration, 
and the requirements for course completion credit.

Terminal Learning Objective (TLO)
Upon successful completion of this module, participants will be able to state the course 
goal and objectives and what is required to receive credit for participating in this course.

Enabling Learning Objectives (ELO)
1. State the course goal.
2. Describe the course administration requirements and techniques employed.
3. Complete the Pre-Test as a baseline assessment of knowledge.

Lesson Topics
• Course goal
• Course target audience
• Course delivery methods
• Course administration requirements: schedule, safety, examinations, evaluations

Instructional Strategy
This module is delivered through facilitated lecture and interactive discussion.

Assessment Strategy
The Pre-Test establishes a baseline of participant knowledge of course materials. There 
is no passing score.

Practical Exercise (PE) Statement
A Pre-Test is administered.
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Module 1 - Communication Fundamentals
Scope Statement
The goal of this module is to assist participants in defining and evaluating communication 
fundamentals for clear, concise, accurate, and actionable messaging. Participants will 
identify audiences required for communication, identify modes of communication, and 
define best practice communication behaviors for communicating with audiences and 
developing pre-scripted messages for events or incidents.

Terminal Learning Objective (TLO)
Upon successful completion of this module, participants will be able to understand and 
evaluate communication fundamentals for applying clear, concise, accurate and 
actionable messaging.

Enabling Learning Objectives (ELO)
1. Define basic communication principles and outcomes for public information and

warning.
2. Identify audiences required for communicating during an event or emergency.
3. Describe modes of communication for communicating during an event or emergency.
4. Recognize best practice communication behaviors required for communicating

during an event or emergency.
5. Develop a pre-scripted message using communication best practices.

Lesson Topics
• Communication principles
• Audience communication
• Modes of communication
• Best practice communication practices
• Pre-scripted messages

Instructional Strategy
This module is delivered through facilitated lecture and interactive discussion. Key 
concepts are reinforced through appropriate examples and current events as well as a 
directed activity. 

Assessment Strategy
The instructor will observe participant contributions, team output, and reinforce module 
objectives by applying lesson topics to the activity.

Practical Exercise (PE) Statement
The purpose of this module’s activity is to gauge participant knowledge of 
communication principles and create a message using defined best practices.
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Module 2 - NIMS and ICS Communication Principles
Scope Statement
In this module, participants will learn how the National Incident Management System 
(NIMS) and Incident Command System (ICS) structure defines the roles and 
responsibilities in managing communication during an even or incident. Participants will 
discuss public information principles for the organization and dissemination of 
information and describe multi-agency coordination operations during event and crisis 
communications.

Terminal Learning Objective (TLO)
Upon successful completion of this module, participants will be able to identify roles and 
responsibilities according to the communication guidelines outlined in NIMS.

Enabling Learning Objectives (ELO)
1. Define the National Incident Management System (NIMS) to understand federal

guidelines as they pertain to local resources.
2. Define Incident Command System (ICS) structure to identify roles and

responsibilities for managing communication during and event or incident.
3. Describe the role of a Joint Information Center (JIC) during an event or incident.
4. Discuss public information principles for the organization and dissemination of

information during an event or incident.
5. Describe multi-agency coordination operations to facilitate event and crisis

communications.

Lesson Topics
• National Incident Management System (NIMS)
• Incident Command System (ICS)
• Joint Information Center (JIC)
• Public information principles
• Multi-agency coordination operations

Instructional Strategy
This module is delivered through facilitated lecture and interactive discussion. Key 
concepts are reinforced through appropriate examples and current events as well as a 
directed activity.

Assessment Strategy
The instructor will observe participant contributions, team output, and reinforce module 
objectives by applying lesson topics to the activity.

Practical Exercise (PE) Statement
The purpose of this module’s activity is to use ICS principles to define communication 
priorities and processes.
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Module 3 - Communication Methodologies
Scope Statement
In this module, participants will learn how to apply appropriate communication 
methodologies and techniques during an event or incident. The module will assist 
participants in creating social media posts and news media releases, identifying digital 
media sources, and applying interview strategies when communicating critical 
information. Participants will also be able to explain the differences and similarities of 
marketing and public relations as related to event and incident communications. This 
module will explore the importance of having appropriate policy and procedures for 
managing communication programs and expectations.

Terminal Learning Objective (TLO)
Upon successful completion of this module, participants will be able to describe 
communication methods and apply techniques to a scenario-based activity.

Enabling Learning Objectives (ELO)
1. Generate social media posts that communicate critical information using

established messaging techniques.
2. Create a news release for communicating critical information to the public.
3. Identify digital media sources for sharing information with the public.
4. Explain the differences and similarities between marketing and public relations for

an event or incident communications.
5. Discuss the importance of having appropriate policy and procedures for the

management of communication programs and expectations.

Lesson Topics
• Social media posts and news releases
• Digital media sources
• Marketing and Public Relations
• Policy and procedure for communication programs and expectations

Instructional Strategy
This module is delivered through facilitated lecture and interactive discussion. Key 
concepts are reinforced through appropriate examples and current events as well as a 
directed activity.

Assessment Strategy
The instructor will observe participant contributions, team output, and reinforce module 
objectives by applying lesson topics to the activity.

Practical Exercise (PE) Statement
The purpose of this module’s activity is to identify communication strategies and apply 
module concepts through the creation of news and social media releases.



Course Design Document
Module 4 - Communication Planning

Instructor Guide

June 2019 Version 1.0 Page 13

Sport and Special Event Public Information 
and Emergency Notification

Module 4 - Communication Planning
Scope Statement
The goal of this module is to prepare participants to identify plans and procedures for 
collaboration and the dissemination of information. Discussion will focus on communication 
plans as related to key stakeholders, the communication environment, resources for 
information sharing, governances, Memorandums of Understanding (MOUs), communication 
challenges, planning principles, and effective training and exercise programs.

Terminal Learning Objective (TLO)
Upon successful completion of this module, participants will be able to identify the plans 
and procedures necessary for effective collaboration and dissemination of information.

Enabling Learning Objectives (ELO)
1. Discuss key stakeholders for communication planning for events and incidents.
2. Demonstrate an understanding of the communication environment and available

resources for information sharing during an event or incident.
3. Discuss the crisis communication planning requirements for an event or incident.
4. Identify communication challenges and the role they play in effectively

communicating information during an event or incident.
5. Associate key communication planning principles for integration into event and

incident management plans.
6. Discuss effective training and exercise programs for supporting and evaluating

organizational communication strategies and tactics.

Lesson Topics
• Key stakeholders
• Communication environment and resources
• Crisis Communication planning
• Communication challenges
• Communication planning principles
• Training and exercise programs

Instructional Strategy
This module is delivered through facilitated lecture and interactive discussion. Key concepts 
are reinforced through appropriate examples and current events as well as a directed activity.

Assessment Strategy
The instructor will observe participant contributions, team output, and reinforce module 
objectives by applying lesson topics to the activity.

Practical Exercise (PE) Statement
The purpose of this module’s activity is to identify communication resources and challenges.
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Module 5 - Pre-Event Communication
Scope Statement
This module will enable participants to identify the requirements for pre-event 
communication. Discussion will address the difference between venue and event then 
focus on addressing various tools and technologies for managing communications, 
industry and governmental resources for information gathering and sharing, and the 
roles and methods of pre-event briefings involving key stakeholders.

Terminal Learning Objective (TLO)
Upon successful completion of this module, participants will be able to recognize 
requirements for pre-event communication.

Enabling Learning Objectives (ELO)
1. Describe the difference between venue and event for communication activities.
2. Identify tools and technologies for managing communications for an event or incident.
3. Identify industry and governmental resources available for gathering and sharing

information for an event or incident.
4. Discuss the roles and methods of pre-event briefing(s) involving key stakeholders

related to an event or incident.

Lesson Topics
• Venue and event
• Tools and technologies
• Industry and governmental resources
• Roles and methods of pre-event briefing(s)

Instructional Strategy
This module is delivered through facilitated lecture and interactive discussion. Key 
concepts are reinforced through appropriate examples and current events as well as a 
directed activity.

Assessment Strategy
The instructor will observe participant contributions, team output, and reinforce module 
objectives by applying lesson topics to the activity.

Practical Exercise (PE) Statement
The purpose of this module’s activity is to identify pre-event communication requirements 
and examine event and venue communication tools and technologies.



Course Design Document
Module 6 - Post-Incident Communication

Instructor Guide

June 2019 Version 1.0 Page 15

Sport and Special Event Public Information 
and Emergency Notification

Module 6 - Post-Incident Communication
Scope Statement
The goal of this module is to identify techniques that can assist in transitioning 
stakeholders and venues from event operations to incident response. Discussions and 
activities will allow participants to identify communication needs, understand the impact 
communication quality will have on incident operations, determine post-incident briefing 
requirements, identify continuous improvement opportunities, and understand how data 
collected during an event or incident can assist in measuring and evaluating operational 
effectiveness.

Terminal Learning Objective (TLO)
Upon successful completion of this module, participants will be able to identify strategies 
and prepare messages for post-incident communication deliverables.

Enabling Learning Objectives (ELO)
Given a specific venue and the elements of the plan developed by the team, at the 
conclusion of this module, participants will be able to:

1. Describe crisis communication techniques for communicating the transition from
event to incident.

2. Apply interview strategies and techniques for effective communication for various
media interactions.

3. Identify communication needs and frequency for maintaining effective public
information contributing to incident stabilization.

4. Explain the impact communication quality has on the management of an event or
incident.

5. Discuss the collection of information and sharing during a post-incident debriefing
for documentation and continuous improvement.

6. Discuss collected data and information for measuring and evaluating operational
effectiveness.

Lesson Topics
• Crisis communication techniques
• Interview strategies and techniques
• Communication needs and frequency
• Communication quality
• Collection and sharing of information for debriefing
• Collected data and information for operation effectiveness



Sport and Special Event Public Information 
and Emergency Notification

Course Design Document
Module 6 - Post-Incident Communication
Instructor Guide

Page 16 Version 1.0 June 2019

Instructional Strategy
This module is delivered through facilitated lecture and interactive discussion. Key 
concepts are reinforced through appropriate examples and current events as well as a 
directed activity.

Assessment Strategy
The instructor will observe participant contributions, team output, and reinforce module 
objectives by applying lesson topics to the activity.

Practical Exercise (PE) Statement
The purpose of this module’s activity is to conduct a post-incident briefing and determine 
technologies, resources, and processes that can assist in transitioning from event to 
incident.
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Module 7 - Capstone
Scope Statement
The goal of this module is to combine foundational knowledge and principles of 
communication, communication methodologies and planning, pre-event communication, 
and post-incident communication to implement public information and emergency 
notification in response to a scripted incident, as presented by instructors.

Terminal Learning Objective (TLO)
Upon successful completion of this module, participants will be able to assess and 
determine appropriate communication needs and strategies for a given scenario.
Enabling Learning Objectives (ELO)
1. Evaluate likely communication challenges for a given scenario.
2. Examine audience characteristics and communication methodologies for a given

scenario.
3. Create a pre-scripted emergency message for a given scenario.
4. Identify information gathering and dissemination techniques for a given scenario.
5. Generate a news release for a given scenario.
6. Construct a social media release for a given scenario.
7. Demonstrate interviewing techniques for a news conference during a given scenario.
8. Execute a post-briefing for a given scenario.

Lesson Topics
• Communication challenges
• Audience characteristics
• Communication methodologies
• Pre-scripted emergency messages
• News media release
• Social media release
• Interview techniques
• Post-briefing

Instructional Strategy
This module is delivered through facilitated lecture and interactive discussion.

Assessment Strategy
The instructor will observe participant contributions during the discussions.
Practical Exercise (PE) Statement
The purpose of the capstone activity is to provide participants the opportunity and 
context to apply and perform the concepts, principles, and methodologies of 
communication provided throughout the course by way of a functional role-playing, 
scenario-based exercise.
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Module 8 - Post Assessment and Evaluation
Scope Statement
This module is a brief summary of the course. Participants will also complete the course 
evaluation and take the Post-Test.

Terminal Learning Objective (TLO)
Upon successful completion of this module, participants will be able to explain key points 
related to the topics covered in the course.

Enabling Learning Objectives (ELO)
1. Summarize principles and concepts provided in the course.
2. Complete the Course Evaluation Form.
3. Complete the Post-Test as a final assessment of knowledge.

Lesson Topics
• Course summary
• Course evaluation
• Post-Test

Instructional Strategy
This module is delivered through facilitated lecture and interactive discussion.

Assessment Strategy
The instructor will observe participant contributions during the discussions. 

Practical Exercise (PE) Statement
A Post-Test is administered.
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