CRISIS COMMUNICATION PLAN OUTLINE

UNDERSTANDING THE CorRE COMPONENTS oOF A Crisis COMMUNICATION PLAN
OUTLINE

CRISIS COMMUNICATION PLAN OUTLINE IS MORE THAN JUST A DOCUMENT, IT'S A STRATEGIC ROADMAP DESIGNED TO GUIDE YOUR
ORGANIZATION THROUGH TURBULENT TIMES. W/HEN UNEXPECTED EVENTS STRIKE, FROM NATURAL DISASTERS AND PRODUCT
RECALLS TO DATA BREACHES AND PUBLIC RELATIONS NIGHTMARES, SWIFT AND EFFECTIVE COMMUNICATION IS PARAMOUNT. A
WELL-STRUCTURED PLAN ENSURES THAT YOUR MESSAGE IS CLEAR, CONSISTENT, AND REACHES THE RIGHT PEOPLE AT THE RIGHT
TIME, THEREBY MITIGATING DAMAGE AND PRESERVING YOUR REPUTATION. THIS COMPREHENSIVE GUIDE WILL WALK YOU THROUGH
THE ESSENTIAL ELEMENTS OF CREATING A ROBUST CRISIS COMMUNICATION PLAN, COVERING EVERYTHING FROM IDENTIFYING
POTENTIAL CRISES TO EVALUATING YOUR RESPONSE.

e INTRoODUCTION TO CRISIS COMMUNICATION PLANNING

® WHY A Crisis COMMUNICATION PLAN IS ESSENTIAL

o Key ELEMENTS OF A CRISIS COMMUNICATION PLAN OUTLINE
e THE Pre-CRISIS PHASE: PREPARATION AND PREVENTION

e THe CRISIS PHASE: RESPONSE AND MANAGEMENT

e THE PosT-CRrISIS PHASE: RECOVERY AND EVALUATION

® MAINTAINING AND UPDATING YOUR PLAN

o FREQUENTLY Askep QUESTIONS ABoOUT CRIsIS COMMUNICATION PLAN QUTLINES

WHY A Crisis COMMUNICATION PLAN IS ESSENTIAL

IN TODAY'S HYPER-CONNECTED WORLD, NEWS TRAVELS AT THE SPEED OF LIGHT, AND A SINGLE NEGATIVE EVENT CAN QUICKLY
ESCALATE INTO A FULL-BLOWN REPUTATION CRISIS IF NOT HANDLED PROPERLY. A CRISIS COMMUNICATION PLAN ACTS AS YOUR
ORGANIZATION'S SHIELD, PROVIDING A FRAMEW ORK FOR PROACTIVE AND REACTIVE COMMUNICATION STRATEGIES. IT's NoT
ABOUT PREDICTING THE FUTURE, BUT ABOUT BEING PREPARED FOR THE UNEXPECTED. WITHOUT A PLAN, YOUR RESPONSE CAN BE
HAPHAZARD, LEADING TO MISINFORMATION, PANIC, AND A SIGNIFICANT EROSION OF TRUST AMONG YOUR STAKEHOLDERS — YOUR
CUSTOMERS, EMPLOYEES, INVESTORS, AND THE PUBLIC AT LARGE. THINK OF IT AS AN INSURANCE POLICY FOR YOUR BRAND'S
IMAGE AND LONG-TERM VIABILITY. A COMPREHENSIVE OUTLINE ENSURES THAT YOUR TEAM KNOWS EXACTLY WHAT TO DO, WHO
TO CONTACT, AND WHAT TO SAY WHEN DISASTER STRIKES, MINIMIZING CONFUSION AND MAXIMIZING CONTROL.

THE BENEFITS OF HAVING A WELL-DEFINED CRISIS COMMUNICATION PLAN ARE MANIFOLD. FIRSTLY, IT SIGNIFICANTLY REDUCES THE
TIME IT TAKES TO FORMULATE AND DISSEMINATE CRITICAL INFORMATION, WHICH IS OFTEN THE MOST CRUCIAL FACTOR IN CRISIS
MANAGEMENT. SECONDLY, IT HELPS TO MAINTAIN A CONSISTENT AND UNIFIED MESSAGE ACROSS ALL COMMUNICATION CHANNELS,
PREVENTING CONTRADICTORY STATEMENTS THAT CAN FURTHER DAMAGE CREDIBILITY. THIRDLY, IT EMPOWERS YOUR EMPLOYEES
BY PROVIDING CLEAR GUIDELINES AND ROLES, REDUCING ANXIETY AND IMPROVING OPERATIONAL EFFICIENCY DURING STRESSFUL
PERIODS. ULTIMATELY, A PROACTIVE APPROACH TO CRISIS COMMUNICATION DEMONSTRATES FORESIGHT AND RESPONSIBILITY,
FOSTERING RESILIENCE AND TRUST IN YOUR ORGANIZATION.



Key ELeMeNTs oF A CRrisis COMMUNICATION PLAN OUTLINE

A ROBUST CRISIS COMMUNICATION PLAN OUTLINE IS TYPICALLY STRUCTURED INTO SEVERAL KEY PHASES: PRE-CRISIS, CRISIS,
AND POST-CRISIS. EACH PHASE HAS DISTINCT OBJECTIVES AND REQUIRES SPECIFIC STRATEGIES AND TOOLS. THE FOUNDATIONAL
ELEMENTS INCLUDE IDENTIFYING POTENTIAL RISKS, ASSEMBLING A CRISIS COMMUNICATION TEAM, DEVELOPING KEY MESSAGES,
ESTABLISHING COMMUNICATION CHANNELS, AND OUTLINING RESPONSE PROTOCOLS. BY METICULOUSLY DETAILING EACH OF THESE
COMPONENTS, AN ORGANIZATION CAN BUILD A RESILIENT FRAMEWORK CAPABLE OF NAVIGATING UNFORESEEN CHALLENGES.

THE EFFECTIVENESS OF YOUR CRISIS COMMUNICATION PLAN HINGES ON ITS CLARITY, ACCESSIBILITY, AND ADAPTABILITY. IT
SHOULD BE A LIVING DOCUMENT, REVIEWED AND UPDATED REGULARLY TO REFLECT CHANGES IN YOUR ORGANIZATION, INDUSTRY,
AND THE EXTERNAL ENVIRONMENT. THIS OUTLINE SERVES AS A BLUEPRINT, ENSURING THAT EVERY MEMBER OF YOUR TEAM
UNDERSTANDS THEIR ROLE AND RESPONSIBILITIES WHEN A CRISIS EMERGES. LET’S DELVE DEEPER INTO THE ACTIONABLE STEPS
INVOLVED IN CONSTRUCTING SUCH A VITAL PLAN.

THe Pre-CRrisis PHASE: PREPARATION AND PREVENTION

THE PRE-CRISIS PHASE IS ARGUABLY THE MOST CRITICAL STAGE IN CRISIS COMMUNICATION PLANNING. THIS IS WHERE YOU LAY
THE GROUNDWORK FOR A SUCCESSFUL RESPONSE BY ANTICIPATING POTENTIAL THREATS AND PUTTING MEASURES IN PLACE TO
PREVENT THEM OR MITIGATE THEIR IMPACT. IT'S ABOUT BEING PROACTIVE RATHER THAN REACTIVE, ENSURING THAT WHEN A
CRISIS DOES HIT, YOU'RE NOT STARTING FROM SCRATCH. THIS PHASE INVOLVES A DEEP DIVE INTO UNDERSTANDING YOUR
ORGANIZATION'S VULNERABILITIES AND DEVELOPING STRATEGIES TO ADDRESS THEM.

Risk ASSESSMENT AND SCENARIO PLANNING

THE FIRST STEP IN EFFECTIVE PRE-CRISIS PLANNING IS CONDUCTING A THOROUGH RISK ASSESSMENT. THIS INVOLVES IDENTIFYING
ALL POTENTIAL CRISES THAT COULD AFFECT YOUR ORGANIZATION. THINK BROADLY: WHAT COULD GO WRONG? CONSIDER
INTERNAL THREATS LIKE EMPLOYEE MISCONDUCT OR IT SYSTEM FAILURES, AND EXTERNAL THREATS SUCH AS ECONOMIC
DOWNTURNS, REGULATORY CHANGES, NEGATIVE MEDIA ATTENTION, NATURAL DISASTERS, OR SUPPLY CHAIN DISRUPTIONS. For
EACH IDENTIFIED RISK, YOU SHOULD THEN DEVELOP PLAUSIBLE SCENARIOS. W/HAT WOULD HAPPEN IF A MAJOR DATA BREACH
OCCURRED? W/HAT IF YOUR FLAGSHIP PRODUCT WAS RECALLED? W/HAT IF A KEY EXECUTIVE WAS INVOLVED IN A SCANDAL?
THIS SCENARIO PLANNING HELPS YOU TO VISUALIZE POTENTIAL CHALLENGES AND BRAINSTORM APPROPRIATE RESPONSES.

EsTABLISHING A CRrISIS COMMUNICATION TEAM

A WELL-DEFINED CRISIS COMMUNICATION TEAM IS ESSENTIAL FOR A COORDINATED AND EFFECTIVE RESPONSE. THIS TEAM SHOULD
BE COMPRISED OF INDIVIDUALS FROM VARIOUS DEPARTMENTS, ENSURING DIVERSE PERSPECTIVES AND EXPERTISE. KEY ROLES OFTEN
INCLUDE A SPOKESPERSON, LEGAL COUNSEL, COMMUNICATIONS LEAD, SUBJECT MATTER EXPERTS, AND SENIOR LEADERSHIP

REPRESENTATIVES. IT'S CRUCIAL TO DESIGNATE A PRIMARY SPOKESPERSON WHO IS TRAINED IN MEDIA RELATIONS AND CAN

DELIVER MESSAGES CALMLY AND CREDIBLY. CLEARLY OUTLINING THE ROLES, RESPONSIBILITIES, AND DECISION-MAKING AUTHORITY
OF EACH TEAM MEMBER IS VITAL. THIS PRE-ASSIGNMENT PREVENTS CONFUSION AND DELAYS DURING A HIGH-PRESSURE SITUATION.
ENSURE THAT THE TEAM MEMBERS HAVE CLEAR CONTACT INFORMATION FOR EACH OTHER AND FOR KEY EXTERNAL STAKEHOLDERS.

DeveLoPING KEY MEsSAGES AND HOLDING STATEMENTS

HAVING PRE-APPROVED KEY MESSAGES AND HOLDING STATEMENTS READY CAN SAVE INVALUABLE TIME DURING A CRISIS. KEY
MESSAGES ARE THE CORE POINTS YOU WANT TO COMMUNICATE TO YOUR VARIOUS AUDIENCES. THEY SHOULD BE CONCISE,
FACTUAL, AND EMPATHETIC. FOR INSTANCE, IN A PRODUCT RECALL, A KEY MESSAGE MIGHT BE ABOUT PRIORITIZING CUSTOMER
SAFETY. HOLDING STATEMENTS ARE BRIEF, GENERAL STATEMENTS THAT CAN BE RELEASED IMMEDIATELY AFTER A CRISIS BREAKS,
ACKNOWLEDGING THE SITUATION WITHOUT PROVIDING ALL THE DETAILS, WHICH MAY NOT YET BE KNOWN. THESE STATEMENTS
BUY YOU TIME TO GATHER INFORMATION AND CRAFT MORE COMPREHENSIVE RESPONSES. EXAMPLES INCLUDE: “\W/E ARE AWARE OF
THE SITUATION AND ARE INVESTIGATING,” OR “OUR PRIORITY IS THE SAFETY AND WELL-BEING OF THOSE AFFECTED.”



IDENTIFYING AND PREPARING COMMUNICATION CHANNELS

Y OU NEED TO KNOW WHERE AND HOW YOU WILL COMMUNICATE WITH YOUR STAKEHOLDERS DURING A CRISIS. THIS INCLUDES
INTERNAL CHANNELS LIKE COMPANY-WIDE EMAILS, INTRANETS, AND EMPLOYEE TOWN HALLS, AS WELL AS EXTERNAL CHANNELS
SUCH AS YOUR WEBSITE, SOCIAL MEDIA PLATFORMS, PRESS RELEASES, AND DIRECT MEDIA OUTREACH. IT'S IMPORTANT TO HAVE
BACKUP COMMUNICATION SYSTEMS IN PLACE IN CASE PRIMARY SYSTEMS ARE COMPROMISED OR OVERLOADED. REGULARLY
REVIEW AND UPDATE YOUR CONTACT LISTS FOR EMPLOYEES, MEDIA, GOVERNMENT AGENCIES, AND OTHER KEY STAKEHOLDERS.
CONSIDER USING A CRISIS COMMUNICATION PLATFORM OR SOFTWARE THAT CAN STREAMLINE MESSAGING AND ENGAGEMENT
ACROSS MULTIPLE CHANNELS SIMULTANEQUSLY.

THEe Crisis PHASE: RESPONSE AND MANAGEMENT

W/HEN A CRISIS HITS, THE PRE-PREPARED PLAN SPRINGS INTO ACTION. THIS PHASE IS ABOUT EXECUTING YOUR STRATEGIES,
MANAGING THE FLOW OF INFORMATION, AND ACTIVELY WORKING TO MITIGATE THE NEGATIVE IMPACTS OF THE EVENT. IT
REQUIRES QUICK THINKING, DECISIVE ACTION, AND CONSTANT ADAPTATION AS THE SITUATION EVOLVES. YOUR CRISIS
COMMUNICATION TEAM WILL BE WORKING AROUND THE CLOCK TO ENSURE ACCURATE AND TIMELY DISSEMINATION OF
INFORMATION.

ACTIVATING THE CrIsis COMMUNICATION TEAM

UPON CONFIRMATION OF A CRISIS, THE CRISIS COMMUNICATION TEAM MUST BE IMMEDIATELY ACTIVATED. THIS INVOLVES
NOTIFYING ALL TEAM MEMBERS, CONVENING AN INITIAL BRIEFING, AND REVIEWING THE CURRENT SITUATION. THE TEAM WILL
ASSESS THE SEVERITY OF THE CRISIS, IDENTIFY THE PRIMARY AUDIENCES AFFECTED, AND DETERMINE THE IMMEDIATE
COMMUNICATION OBJECTIVES. THIS ACTIVATION SHOULD BE GUIDED BY PRE-DEFINED TRIGGERS OR PROTOCOLS OUTLINED IN
YOUR PLAN. THE SPEED OF ACTIVATION DIRECTLY IMPACTS THE SPEED AND EFFECTIVENESS OF YOUR RESPONSE.

INFORMATION GATHERING AND VERIFICATION

ACCURATE INFORMATION IS THE BEDROCK OF EFFECTIVE CRISIS COMMUNICATION. BEFORE RELEASING ANY STATEMENTS, THE TEAM
MUST DILIGENTLY GATHER ALL RELEVANT FACTS AND VERIFY THEIR ACCURACY. THIS OFTEN INVOLVES WORKING CLOSELY WITH

INTERNAL DEPARTMENTS AND EXTERNAL AUTHORITIES. SPREADING MISINFORMATION, EVEN UNINTENTIONALLY, CAN SIGNIFICANTLY

WORSEN THE CRISIS AND DAMAGE YOUR CREDIBILITY. BE TRANSPARENT ABOUT WHAT YOU KNOW AND WHAT YOU DON'T KNOW/,
AND COMMIT TO PROVIDING UPDATES AS INFORMATION BECOMES AVAILABLE.

ExecuTING COMMUNICATION STRATEGIES

THIS IS WHERE YOUR PRE-DEVELOPED STRATEGIES AND MESSAGES ARE PUT INTO PRACTICE. THE CRISIS COMMUNICATION TEAM
WILL BEGIN DISSEMINATING INFORMATION THROUGH THE DESIGNATED CHANNELS. THIS MIGHT INVOLVE ISSUING PRESS RELEASES,
POSTING ON SOCIAL MEDIA, UPDATING YOUR WEBSITE, OR HOLDING PRESS CONFERENCES. THE TONE AND CONTENT OF THESE
COMMUNICATIONS SHOULD BE CONSISTENT WITH YOUR ESTABLISHED KEY MESSAGES AND REFLECT EMPATHY, CONCERN, AND A
COMMITMENT TO RESOLVING THE SITUATION. |T'S ALSO CRUCIAL TO MONITOR INCOMING INFORMATION AND PUBLIC SENTIMENT
TO ADJUST YOUR STRATEGY AS NEEDED.

MANAGING MEDIA AND STAKEHOLDER INQUIRIES

DURING A CRISIS, YOU CAN EXPECT A SURGE IN INQUIRIES FROM THE MEDIA AND OTHER STAKEHOLDERS. THE DESIGNATED
SPOKESPERSON AND COMMUNICATIONS TEAM MUST BE PREPARED TO HANDLE THESE PROFESSIONALLY AND EFFICIENTLY. THIS
MEANS RESPONDING PROMPTLY, PROVIDING ACCURATE INFORMATION, AND DIRECTING COMPLEX INQUIRIES TO THE APPROPRIATE
SUBJECT MATTER EXPERTS. IT’S ALSO IMPORTANT TO MANAGE EXPECTATIONS REGARDING RESPONSE TIMES AND THE LEVEL OF
DETAIL YOU CAN PROVIDE AT ANY GIVEN MOMENT. PROACTIVE ENGAGEMENT CAN OFTEN PREEMPT NEGATIVE SPECULATION.



THe PosT-Crisis PHASE: RECOVERY AND EVALUATION

ONCE THE IMMEDIATE CRISIS HAS SUBSIDED, THE WORK ISN'T OVER. THE POST-CRISIS PHASE IS DEDICATED TO RECOVERY,
REBUILDING TRUST, AND LEARNING FROM THE EXPERIENCE. THIS INVOLVES ASSESSING THE EFFECTIVENESS OF YOUR RESPONSE AND
MAKING NECESSARY ADJUSTMENTS TO YOUR PLAN FOR FUTURE EVENTS. THIS IS A CRUCIAL PERIOD FOR SOLIDIFYING YOUR
REPUTATION AND DEMONSTRATING YOUR COMMITMENT TO IMPROVEMENT.

ASSESSING THE IMPACT AND EFFECTIVENESS OF THE RESPONSE

AFTER THE CRISIS HAS BEEN CONTAINED, IT'S VITAL TO CONDUCT A COMPREHENSIVE ASSESSMENT OF ITS IMPACT ON YOUR
ORGANIZATION AND THE EFFECTIVENESS OF YOUR COMMUNICATION RESPONSE. THIS INVOLVES REVIEWING MEDIA COVERAGE,
SOCIAL MEDIA SENTIMENT, STAKEHOLDER FEEDBACK, AND INTERNAL REPORTS. DID YOUR MESSAGES REACH THE INTENDED
AUDIENCES? W/ERE THEY UNDERSTOOD AND PERCEIVED POSITIVELY? DID YOUR ACTIONS ALIGN WITH YOUR COMMUNICATIONS?
THIS EVALUATION SHOULD BE HONEST AND OBJECTIVE, IDENTIFYING BOTH SUCCESSES AND AREAS FOR IMPROVEMENT.

ReBUILDING TRUST AND REPUTATION

THE LONG-TERM RECOVERY FROM A CRISIS OFTEN DEPENDS ON YOUR ABILITY TO REBUILD TRUST AND REPAIR YOUR REPUTATION.
THIS PHASE MAY INVOLVE IMPLEMENTING NEW POLICIES OR PROCEDURES, APOLOGIZING SINCERELY IF NECESSARY, AND
DEMONSTRATING A CLEAR COMMITMENT TO PREVENTING SIMILAR INCIDENTS IN THE FUTURE. CONSISTENT, TRANSPARENT
COMMUNICATION ABOUT YOUR ONGOING EFFORTS TO IMPROVE AND ADDRESS THE ROOT CAUSES OF THE CRISIS IS KEY. THIS CAN
INVOLVE SHARING SUCCESS STORIES, HIGHLIGHTING POSITIVE CHANGES, AND ENGAGING IN COMMUNITY OUTREACH.

UPDATING THE CRISIS COMMUNICATION PLAN

THE LESSONS LEARNED DURING A CRISIS ARE INVALUABLE FOR REFINING YOUR PREPAREDNESS. USE THE INSIGHTS GAINED FROM
YOUR POST-CRISIS EVALUATION TO UPDATE AND STRENGTHEN YOUR CRISIS COMMUNICATION PLAN. \W/ERE THERE GAPS IN YOUR
RISK ASSESSMENT? W/ AS YOUR TEAM STRUCTURE OPTIMAL? W/ERE YOUR COMMUNICATION CHANNELS SUFFICIENT? INCORPORATE
THESE FINDINGS INTO THE PLAN, ENSURING IT REMAINS A RELEVANT AND EFFECTIVE TOOL FOR FUTURE CHALLENGES. THIS
ITERATIVE PROCESS OF PLANNING, EXECUTING, AND EVALUATING IS WHAT MAKES A CRISIS COMMUNICATION STRATEGY TRULY
ROBUST.

MAINTAINING AND UPDATING YOUR PLAN

A CRISIS COMMUNICATION PLAN IS NOT A STATIC DOCUMENT, IT'S A DYNAMIC TOOL THAT REQUIRES ONGOING ATTENTION.
REGULAR REVIEW AND UPDATES ARE ESSENTIAL TO ENSURE ITS CONTINUED RELEVANCE AND EFFECTIVENESS. AS YOUR
ORGANIZATION GROWS AND EVOLVES, SO TOO DO ITS POTENTIAL RISKS AND COMMUNICATION NEEDS. THINK OF IT LIKE
MAINTAINING YOUR CAR; YOU \X/OULDNITJUST IGNORE IT FOR YEARS AND EXPECT IT TO RUN PERFECTLY. PROACTIVE
MAINTENANCE IS KEY.

SCHEDULE REGULAR INTERVALS, PERHAPS ANNUALLY OR SEMI"ANNUALLY, TO REVIEW THE ENTIRE CRISIS COMMUNICATION PLAN.
THIS SHOULD INCLUDE RE-EVALUATING YOUR RISK ASSESSMENT, UPDATING CONTACT INFORMATION FOR TEAM MEMBERS AND
STAKEHOLDERS, AND TESTING COMMUNICATION PROTOCOLS. CONDUCT MOCK CRISIS DRILLS OR TABLETOP EXERCISES TO
SIMULATE CRISIS SCENARIOS AND ALLOW YOUR TEAM TO PRACTICE THEIR ROLES AND RESPONSIBILITIES IN A CONTROLLED
ENVIRONMENT. THESE EXERCISES ARE INVALUABLE FOR IDENTIFYING ANY WEAKNESSES IN THE PLAN AND PROVIDING PRACTICAL
TRAINING FOR YOUR TEAM BEFORE A REAL CRISIS STRIKES. BY KEEPING YOUR PLAN CURRENT AND WELL-PRACTICED, YOU
SIGNIFICANTLY ENHANCE YOUR ORGANIZATION'S ABILITY TO NAVIGATE CHALLENGING SITUATIONS WITH CONFIDENCE AND
COMPOSURE.



FREQUENTLY Askeb QUESTIONS ABOUT CRISIS COMMUNICATION PLAN
OUTLINE

Q: \WHAT IS THE PRIMARY PURPOSE OF A CRISIS COMMUNICATION PLAN OUTLINE?

A: THE PRIMARY PURPOSE OF A CRISIS COMMUNICATION PLAN OUTLINE IS TO PROVIDE A STRUCTURED AND ACTIONABLE
FRAMEWORK FOR AN ORGANIZATION TO EFFECTIVELY MANAGE AND COMMUNICATE DURING TIMES OF CRISIS. |T ENSURES A SWIFT,
ORGANIZED, AND CONSISTENT RESPONSE TO PROTECT THE ORGANIZATION'S REPUTATION, STAKEHOLDERS, AND OPERATIONS.

Q: WHO SHOULD BE INVOLVED IN DEVELOPING A CRISIS COMMUNICATION PLAN
OUTLINE?

A: DEVELOPING A CRISIS COMMUNICATION PLAN OUTLINE SHOULD INVOLVE A CROSS-FUNCTIONAL TEAM. THIS TYPICALLY
INCLUDES REPRESENTATIVES FROM LEADERSHIP, LEGAL, PUBLIC RELATIONS, COMMUNICATIONS, OPERATIONS, HUMAN RESOURCES,
|T, AND ANY OTHER DEPARTMENTS RELEVANT TO POTENTIAL CRISIS SCENARIOS.

Q: How OFTEN SHOULD A CRISIS COMMUNICATION PLAN OUTLINE BE REVIEWED AND
UPDATED?

A: A CRISIS COMMUNICATION PLAN OUTLINE SHOULD BE REVIEWED AND UPDATED AT LEAST ANNUALLY, OR WHENEVER
SIGNIFICANT CHANGES OCCUR WITHIN THE ORGANIZATION, ITS INDUSTRY, OR THE EXTERNAL OPERATING ENVIRONMENT. REGULAR
TESTING THROUGH DRILLS OR SIMULATIONS IS ALSO HIGHLY RECOMMENDED.

Q: WHAT ARE THE MOST COMMON TYPES OF CRISES THAT ORGANIZATIONS SHOULD
PREPARE FOR IN THEIR COMMUNICATION PLAN?

A: COMMON CRISES INCLUDE NATURAL DISASTERS, CYBERATTACKS AND DATA BREACHES, PRODUCT RECALLS, FINANCIAL CRISES,
W ORKPLACE ACCIDENTS, EXECUTIVE MISCONDUCT, AND NEGATIVE PUBLIC RELATIONS INCIDENTS OR SOCIAL MEDIA BACKLASHES.

QZ How DOES A CRISIS COMMUNICATION PLAN HELP IN MAINTAINING PUBLIC TRUST?

A: BY ENSURING PROMPT, TRANSPARENT, AND ACCURATE COMMUNICATION, A CRISIS COMMUNICATION PLAN DEMONSTRATES AN
ORGANIZATION'S ACCOUNTABILITY AND COMMITMENT TO ITS STAKEHOLDERS. THIS PROACTIVE AND HONEST APPROACH HELPS
TO MITIGATE FEAR, PREVENT MISINFORMATION, AND REBUILD TRUST DURING AND AFTER A CRISIS.

Q: WHAT IS THE ROLE OF A SPOKESPERSON IN A CRISIS COMMUNICATION PLAN
OUTLINE?

A: THE SPOKESPERSON IS THE DESIGNATED INDIVIDUAL RESPONSIBLE FOR DELIVERING OFFICIAL STATEMENTS AND INFORMATION TO
THE MEDIA AND THE PUBLIC DURING A CRISIS. THEY MUST BE TRAINED, CREDIBLE, AND CAPABLE OF COMMUNICATING CALMLY AND
EFFECTIVELY, ADHERING TO THE KEY MESSAGES DEVELOPED WITHIN THE PLAN.

QI CAN A CRISIS COMMUNICATION PLAN OUTLINE BE TOO DETAILED?

A: WHILE THOROUGHNESS IS IMPORTANT, A CRISIS COMMUNICATION PLAN SHOULD BE CONCISE ENOUGH TO BE EASILY
UNDERSTOOD AND IMPLEMENTED UNDER PRESSURE. |T SHOULD CONTAIN ALL NECESSARY INFORMATION WITHOUT BEING OVERLY
CUMBERSOME. THE OUTLINE SHOULD PRIORITIZE CLARITY AND EASE OF ACCESS TO CRITICAL INFORMATION.



Q: WHAT IS A “"HOLDING STATEMENT” AND WHY IS IT IMPORTANT IN A CRISIS
COMMUNICATION PLAN OUTLINE?

A: A HOLDING STATEMENT IS A BRIEF, PRE-APPROVED MESSAGE RELEASED IMMEDIATELY AFTER A CRISIS OCCURS TO
ACKNOWLEDGE THE SITUATION AND INFORM STAKEHOLDERS THAT MORE INFORMATION WILL BE PROVIDED AS IT BECOMES
AVAILABLE. |T'S CRUCIAL FOR MANAGING THE INITIAL INFORMATION VACUUM AND PREVENTING SPECULATION.
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