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1.Have a plan--Every plan begins with clear objectives. The 

objectives during any crisis are to protect any individual 

(employee or public) who may be endangered by the crisis, 

ensure the key audiences are kept informed, and the 

organization survives. This written plan should include 

specific actions that will be taken in the event of a crisis. 

2. Identify a spokesperson--If the crisis could potentially impact 

the health or well-being of customers, the general public or 

employees, it may attract media attention. To ensure your 

company speaks with one voice and delivers a clear 

consistent message, a spokesperson must be identified as 

well as prepared to answer media questions and participate 

in interviews. 

3. Be honest and open--Nothing generates more negative media 

coverage than a lack of honesty and transparency. Therefore, 

being as open and transparent as possible can help stop 

rumors and defuse a potential media frenzy. This 

transparency must be projected through all communications 

channels: news interviews, social media, internal 

announcements, etc. 

4. Keep employees informed--Maintaining an informed workforce 

helps ensure that business continues to flow as smoothly as 

possible. It also minimizes the internal rumor mill that may 

lead to employees posting false reports on social media. 

5. Communicate with customers and stakeholders--You do not want 

customers and stakeholders to learn about your crisis 

through the media. Information on any crisis pertaining to 

your organization should come from you first. Part of the 

crisis communications plan must include customers and 

stakeholders and how they will be regularly updated during 

the event. 



6. Update early and often--It is better to over-communicate than 

to allow rumors to fill the void. Issue summary statements, 

updated action plans and new developments as early and as 

often as possible.  

7. Don't forget social media--The recent major news events have 

all confirmed that social media is one of the most important 

channels of communications. Be sure to establish a social 

media team to monitor, post and react to social media 

activity throughout the crisis. 

…………………………………………………………………………. 

*PREPARING FOR THE PLANTIFF    This step is 

critical to ensure that in the likelihood that there is a legal action 

brought against the organization, they will be better prepared in 

understanding the process and the mitigating circumstances. 

*COMMUNICATION PLAN  

*BUSINESS CONTINUITY PLAN 

 

 


