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Crisis Communication Plan
If an emergency occurs, the need to communicate is immediate. An important component of 
the preparedness program is the Crisis Communication Plan. A Crisis Communication Plan 
is an established set of guidelines on how to communicate with employees, clients, and the 
media. Adhering to the plan protects the company and employees, and effectively allows 
the situation to be contained. 

Personnel:

When an incident occurs, employees and first responders will be notified to take 
appropriate action to ensure that everyone is safe and accounted for. Your employer 
maintains a current list of emergency, safety, and facilities personnel. Employees should be 
aware of how to access this plan or whom to contact for that information. Employees 
should defer all outside communication to their authorized spokesperson(s) and not text or 
send pictures regarding the event in the social media outlets.       

Property: 

A Crisis Communication Plan includes action items for protecting company data and 
information. Your company should backup information at a secure location off site 
(computer backups, employee records, banking, insurance, vendor and supplier 
information, and intellectual property).

Company:  

During or shortly after an emergency occurs, the need for outside communication can be 
immediate and vital. The plan should identify who within your company is best able to 
communicate with the different outside sources (first responders, media, community 
members). In many cases, the media may be alerted to the situation before all of the facts 
can be determined. The image of the business can be positively or negatively impacted by 
public perceptions of the handling of the incident.

Consider any situation a crisis if it has the potential of bringing your  
  business or clients negative external attention.

1. Notify emergency personnel, warn those in immediate danger, 
stabilize situation. 

2. Access crisis communication plan. Follow checklist.
3. “No comment” should be avoided on camera. The plan 

provides pre-approved statements. Use the following generic
statement: 

At this time our focus is on stabilizing the situation and ensuring 
everyone involved is out of harm’s way. Once we are certain 
everyone is safe and we confirm the details surrounding the 
incident we will provide an update. We hope that will be soon.
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“ “

4. If media approaches you, get their contact information and give 
to Betsy Hurner: 419-205-3757. Do not comment beyond pre-
approved statements...remember, nothing is off the record.

5. Initiate communication tree on intranet. If intranet is not 
accessible, call the appropriate project or dept. manager or  
SBU manager. Call until you find someone who can move the 
process forward. __________________  __________________

6. Verify details of the crisis (confirmed facts vs. speculation). You 
will be asked to share these details in a follow up meeting.

7. Do not post anything about the event in any social media forum.
8. Do not send details or photos of event by email. 


