
                                                                                       

Crisis Management Plan Template

1. Introduction
   - Purpose: Outline the purpose of the crisis management plan and its importance.
   - Scope: Define the scope of the plan, including the types of crises it covers.

2. Crisis Identification
   - Potential Crises: List potential crises that could impact the law firm (e.g., legal disputes, 
negative media coverage, data breaches).
   - Indicators: Describe the indicators or early warning signs of these crises.

3. Immediate Actions
   - Initial Response Team: Identify the team responsible for initial crisis response.
     - Team Members: List names, roles, and contact information.
   - First Steps: Outline the immediate steps to take when a crisis is identified.
     - Step 1: Confirm and assess the crisis.
     - Step 2: Activate the crisis management team.
     - Step 3: Notify key stakeholders.

4. Communication Strategy
   - Key Messages: Develop key messages to communicate during the crisis.
   - Spokesperson: Designate a primary spokesperson for media interactions.
   - Internal Communication: Plan for internal communication to staff and stakeholders.
   - External Communication: Plan for external communication to clients, media, and the public.
   - Communication Channels: Identify channels to be used (e.g., email, social media, press 
releases).

5. Roles and Responsibilities
   - Crisis Management Team: Define roles and responsibilities of each team member.
     - Crisis Manager: Overall coordination and decision-making.
     - Communications Lead: Handling media and public relations.
     - Legal Advisor: Providing legal guidance.
     - IT Support: Managing technical issues and data security.
     - HR Manager: Addressing employee concerns and internal communication.
   - Contact Information: List contact details for all team members.

6. Crisis Response Procedures
   -Assessment**: Procedure for assessing the severity and impact of the crisis.
   - Action Plan**: Detailed action plan for each type of crisis.
     - Legal Disputes**: Steps to manage and respond to legal issues.
     - Negative Media Coverage**: Steps to handle negative publicity.
     - Data Breaches**: Steps to address and mitigate data breaches.



                                                                                       

7. Post-crisis Analysis
   - Review and Debrief: Conduct a review meeting to analyze the crisis response.
     - What happened?
     - What was done?
     - **What worked well?
     - **What could have been done better?
   - Documentation: Document the crisis and the response actions taken.
   - Lessons Learned: Identify lessons learned and improvements for future responses.

8. Training and Drills
   - Training: Schedule regular training sessions for the crisis management team.
   - Drills: Conduct regular crisis simulation drills to ensure preparedness.

9. Appendices
   - Contact Lists: Detailed contact lists for internal and external stakeholders.
   - Templates: Pre-prepared templates for press releases, internal memos, and social media 
posts.
   - Resources: List of additional resources, such as legal advisors, PR firms, and IT support 
services.

Note: Customize this template to fit the specific needs and structure of your law firm. Regularly 
review and update the plan to ensure it remains current and effective.


