Emergency Communication Plan for Business

Creating a comprehensive Emergency Communication Plan for a business involves several
steps to ensure it's effective, simple to use, and ready to implement. Here'’s an outline of
such a plan:

1. Objective and Scope

» Objective: To establish clear, efficient communication protocols during emergencies.
¢ Scope: Applicable to all types of emergencies including natural disasters, technological
incidents, and human-caused events.

2. Communication Team

¢ Roles and Responsibilities:
o Team Leader: Oversees the plan implementation.
» Spokesperson: Communicates with external parties.
« Internal Coordinator: Manages internal communication.
e Technical Support: Ensures all communication channels are functional.

3. Communication Channels

» Primary Channels: Email, company intranet, and emergency hotline.
e Secondary Channels: Social media, SMS, and public address system.

4. Audience Identification

« Internal: Employees, management, stakeholders.
» External: Media, customers, suppliers, regulatory bodies.

5. Message Development

e Content: Clear, concise, and relevant information.
e Tone: Calm, professional, and empathetic.
» Frequency: Regular updates as the situation evolves.

6. Procedures

e Activation: Criteria for plan activation.
» Execution: Step-by-step actions for communication during emergencies.
¢ Deactivation: Criteria for concluding emergency communication.

7. Training and Drills



e Regular training sessions for the communication team.
« Drills to simulate emergency scenarios.

8. Monitoring and Feedback

» Monitoring the effectiveness of communication.
¢ Gathering feedback for continuous improvement.

9. Review and Update

¢ Periodic review of the plan.
e Updates based on lessons learned and feedback.

10. Appendix

 Contact lists, templates for messages, and emergency response checklists.

Visual Aids:

» Flowchart: Visual representation of the communication process during emergencies.
e Checklists: Quick reference guides for team members.

e Tables: Contact information and channel specifics.
This plan serves as a structured approach to managing communications effectively during
business emergencies, ensuring all stakeholders are informed and coordinated.



