
Crisis/Emergency Communication Plan 
Worksheets 

 
 
 
 

Use these worksheets to prepare to communicate in a crisis. 
 
 

1. Verify Situation 

2. Conduct Notifications 

3. Give Assignments 

4. Prepare the Spokesperson 

5. Determine Target Audiences 

6. Determine Communication Objectives by Target Audience 

7. Develop Key Concepts/Messages 

8. Identify Communication Channels 

9. Develop Audience Materials 

 
 
 
 
 
 
 
You can use the form on page 10 to summarize your actual 
communication strategy.  This form may help you explain to others 
(e.g., staff, board)   the importance of planning and the specific steps 
for which you need to plan. 
 



 

     

1. Verify Situation 1. Verify Situation 

Crisis/Emergency Communication Plan  Crisis/Emergency Communication Plan  

Guidance: Guidance: 
While it is not always possible to confirm all aspects of the situation or verify all 
sources, the facts must be established and verified. 
While it is not always possible to confirm all aspects of the situation or verify all 
sources, the facts must be established and verified. 

 What happened?  What happened? 
 To whom did it happen?  To whom did it happen? 
 When did it happen?  When did it happen? 
 Where did it happen?  Where did it happen? 
 How did it happen?  How did it happen? 
 How/who verified?  How/who verified? 

  
Start description of problem/situation here. Start description of problem/situation here. 
  
______________________________________________________________________ ______________________________________________________________________ 
  
______________________________________________________________________ ______________________________________________________________________ 
  
______________________________________________________________________ ______________________________________________________________________ 
  
______________________________________________________________________ ______________________________________________________________________ 
  
______________________________________________________________________ ______________________________________________________________________ 
  
______________________________________________________________________ ______________________________________________________________________ 
  
______________________________________________________________________ ______________________________________________________________________ 
  
______________________________________________________________________ ______________________________________________________________________ 
  
______________________________________________________________________ ______________________________________________________________________ 
  
______________________________________________________________________ ______________________________________________________________________ 
  
______________________________________________________________________ ______________________________________________________________________ 
  
______________________________________________________________________ ______________________________________________________________________ 
  
______________________________________________________________________ ______________________________________________________________________ 
  
______________________________________________________________________ ______________________________________________________________________ 
  
______________________________________________________________________ ______________________________________________________________________ 
  
______________________________________________________________________ ______________________________________________________________________ 
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Crisis/Emergency Communication Plan  

2.  Conduct Notifications 
Guidance: 
As soon as a situation is verified, essential leadership, authorities, and partners must be notified. 

 Who must be notified (internally, and externally)? Board, staff, partners? 
 How should they be contacted and by whom? 
 When should they be notified? 

 
Notify 
Person/Group 

Phone # Email Home Phone 
# 

Address Who 
responsible 

When 
contacted 
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Crisis/Emergency Communication Plan  
 
3. Give Assignments
 

Guidance: 
 Make clear assignments so people understand exactly what they have to 

do 
 Make assignments based on people’s strengths and roles 
 For really critical assignments, assign back-ups 

 

□ Spokesperson _______________________________________________________ 
 

□ Message Development ________________________________________________ 
 

□ Staff Communication__________________________________________________ 
 

□ Board Communication_________________________________________________ 
 

□ Emergency Officials/Government Communication ___________________________ 
 
    ___________________________________________________________________ 
 

□ ___________________________________________________________________ 
 

□ ___________________________________________________________________ 
 
_____________________________________________________________________ 
 
_____________________________________________________________________ 
 
_____________________________________________________________________ 
 
_____________________________________________________________________ 
 
_____________________________________________________________________ 
 
_____________________________________________________________________ 
 
_____________________________________________________________________ 
 
_____________________________________________________________________ 
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Crisis/Emergency Communication Plan 
 
4. Prepare the Spokesperson
 

Guidance: 
 Who is the best person to credibly provide information on this issue? 
 What must be done to help the spokesperson prepare (background, facts, 

review risk communication principles, Q/A prep)? 
 Who are the back-up spokespersons? 

 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
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Crisis/Emergency Communication Plan 

5. Determine Target Audiences 
 

Guidance:  
 How are different segments of the population affected or potentially 

affected? 
 What audiences and subgroups must be addressed? 

Examples of target audiences you may need to communicate with: 
 Public in the disaster, for whom action messages are intended 
 Public outside the disaster, from whom you need help 
 First responders – what we need from you, how to work with us 
 Civic leaders: local, state, and national – Leadership: response and 

recovery resources, and quality of response and recovery planning and 
implementation; expressions of concern; liability 

 Partner community 
 Trade and industry – business issues (protection of employees, loss of 

revenue, liability, business interruption 
 Stakeholders and partners specific to the emergency – included in 

decision-making and access to information (e.g. hospitals, schools) 
 Media – access to information and spokespersons, deadlines 

 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
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Crisis/Emergency Communication Plan 

6. Determine Communication Objectives by Target Audience 
 

Guidance: 
 What do you need to accomplish by communicating with each audience? 
 What are the specific objectives for each audience? 
 What do you need the target audience to know/do? 
 What do the audiences want to know from you? 

 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
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Crisis/Emergency Communication Plan  

7. Develop Key Concepts/Messages 
 

Guidance: 
 Develop key messages for each audience 
 Be specific. Use plain language. 
 Address the communication objectives (on previous worksheet) 

 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
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Crisis/Emergency Communication Plan 

8. Identify Communication Channels 
 

Guidance: 
 What delivery channel(s) must be used to reach each audience? 
 Who is responsible for delivery and in what timeframe? 

Channel Examples 
 Face-to-face – talking one-on-one 
 Group delivery – small group meetings or public meetings 
 Organizational – constituents of influential organizations (churches, 

employers) 
 Mass media – radio, television, newspaper, or direct mail 
 Combination – a combination of any of the channels listed above 

 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
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Crisis/Emergency Communication Plan 

9. Develop Audience Materials 
 

Guidance: 
 What materials are needed to deliver messages to target audiences? For 

example: 
 Emails 
 Web pages 
 Telephone contacts 
 Flyers 
 Posters 
 Fact sheets 
 Presentations 
 Fact sheets 

 What exists? What must be created? What templates or drafts could be 
created now? 

 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 

  9 of 10 



 

Crisis/Emergency Communication Plan Summary 
Use pages 4-10 to develop information for this summary. 

 
Target Audience Objective Message Channels Who 

responsible/when 
Materials needed 

Internal 
 
 
 
 
 

     

Partners/Stakeholders 
 
 
 
 
 

     

Affected Public 
 
 
 
 
 

     

General Public 
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