
 
 
 
Notes on Crisis Communication Plan Development 
 
 
Purpose:  State the purpose of the plan, if only to clarify for yourself what everything  

else that follows needs to achieve. It’s helpful to include the primary focus 
(internal, media, etc.) 

 
 

 
Audiences:  Who are the audiences you’ll need to address and keep informed?  

There are likely several, including (but not limited to): 
 Leadership 
 Staff 
 Congregation 
 Key stakeholders (ex. Diocesan House, TEC) 
 Media 

 
 
Communication  
Channels:  How will you keep audiences informed? Options might include: 

 Conference calls 
 Email 
 Website 
 Social media 
 Newsletter 
 Press release 

 
Knowing what you’re going to share where can be great in reducing stress in 
your audiences. If they know where to look and when to expect updates, it 
builds trust in knowing you will share what you can. Channels can vary 
depending on the intended audience (ex. You may use external channels for the 
congregation, but conference calls and email for leadership) 

 
 
 
Spokespeople: People included on this list should be authorized to speak on behalf of the 
(in order)  organization about the given issue. Be sure to include name, title, 

response role, contact information  
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Response team: There may be responders who are not public responders, but still have a key 
(other key roles) role to play. It’s not a bad idea to keep a running list of who is doing what. The 

list might include: 
 Liaisons with outside agencies 
 Social media monitoring (though not necessarily responding) 
 Pastoral response 

 
 
Protocols:  This is primarily an internal tool. It’s especially helpful in getting all staff on 

the same page about what is going on, what you need from them, and how to 
respond. Depending on the situation, it’s likely most appropriate to cut and 
paste this portion along with the summary and other key elements into a 
separate document. 
 
Sample (specific to issue with media implications): 

1. All media inquiries should be directed to X; specifically, 
(spokesperson). 

2. Refrain from discussing this case in any public forum, including 
media outlets, social media, or even other churches/congregations. 

3. Any media inquiry will receive a first response of the “official 
statement” from X. 

4. Any follow-up questions will receive the agreed-upon answers to 
anticipated questions (see below). 

5. If possible, media inquiries will be answered via email to ensure 
message consistency. 

 
This can be modified in any way for the given situation – as long as it gives the 
internal audience a clear path to follow. 
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Facts:   Stick to the facts! In the excitement of a crisis, it’s natural for folks to  
speculate, want information before it’s available and substitute rumor for fact. 
Don’t add fuel to the fire. Deal in facts only, especially when responding to 
outside audiences. Keeping a running list of confirmed facts is very helpful, 
especially in keeping leadership and decision makers informed and on the same 
page. 

 
 
 
Timeline of issue: This can be combined with the facts section or kept separate – either way is  

fine. Like the list of facts, noting the timeline of when things occur is helpful 
when trying to encapsulate all information. 

 
 
 
Public Statement (if needed): 
 

This is a great tool to have if you plan to distribute responses in writing. It 
keeps the message consistent, and it gives folks something solid to share and 
refer back to.  
 
Depending on the situation, you may have one statement or several.  
 
Regardless, stick to facts only. It’s okay to respond with “we don’t know yet, but 
we’re working to get you an answer.” 

 
 
 
Resources for media, etc.: 

This can be anything you want handy you think might be shared. It could be 
links, resources, etc. 
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Possible Questions / Ongoing areas of interest: 
It can be very helpful to try and think through questions that might be asked, obstacles that 
might arise, or other issues/areas you may have to address as the situation progresses. 

 
 
 
Additional information / Follow-up needed: 

Anything else that is helpful to you! 
 


