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Crisis Management Checklist

Before a Crisis Hits

e Identify Risks: Brainstorm potential threats to your organization
(product recalls, data breaches, etc.)

e Develop a Plan: Create a comprehensive crisis management plan
that outlines roles, responsibilities, and communication strategies.

e Train Your Team: Conduct regular crisis simulations to test your
plan and train employees on their roles.

e Build Relationships: Foster positive relationships with stakeholders
(customers, media, employees) for smoother crisis navigation.

e Learn from Others: Study successful and unsuccessful crisis

communication examples to gain valuable insights.
When a Crisis Hits

e Assemble Your Crisis Team: Gather key personnel and any crisis
management representatives.

e Assess the Situation: Evaluate the nature of the crisis and its
potential impact.

e Develop a Communication Strategy: Craft clear, concise messaging
for various stakeholders (customers, media, employees).

e Designate a Spokesperson: Identify a representative to deliver
official communication during the crisis. Ensure they receive media

training.
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e Implement Your Plan: Execute the pre-determined communication
strategies and crisis response protocols.

e Be Transparent: Communicate honestly and openly with the public
about the situation.

e Show Empathy: Acknowledge the concerns of those affected by the
crisis.

e Respond Quickly: Provide timely updates and information to
maintain control of the narrative.

e Be Consistent: Ensure messaging remains consistent across all
communication channels.

e Monitor Social Media: Track online conversations and address
public concerns promptly.

e Communicate Internally: Keep employees informed and equipped

to handle customer inquiries.
After the Crisis

e Evaluate Your Response: Analyze the effectiveness of your crisis
management strategies and identify areas for improvement.

e Rebuild Trust: Take steps to regain customer and stakeholder
confidence (e.g., apologies, explanations, improved practices).

e Learn from the Experience: Use the crisis as a learning opportunity

to strengthen your future preparedness.
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Examples and Case Studies

Chipotle E. coli Outbreak:

e Immediate public acknowledgment and apology.
e Transparent communication and cooperation with health officials.
e Implementation of stricter food safety protocols and customer

outreach.

Bakery Chain Salmonella Scare:

e Collaboration with a crisis management company.
e Clear communication strategy and health official engagement.
e Enhanced ingredient sourcing protocols leading to quick crisis

resolution.

By following these guidelines and learning from real-world examples,
businesses can better prepare for and manage crises, safeguarding their

reputation and ensuring long-term success.
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