
Employee Crisis Training Checklist
In today’s fast-paced business environment, the ability to respond effectively to crises is a
critical component of any organization's success. Whether it's a natural disaster, a cyber-attack,
a public relations issue, or an internal security threat, how a company handles a crisis can
significantly impact its reputation, employee morale, and bottom line. To navigate these
unexpected situations, employees must be well-prepared and trained to manage crises
effectively.

Crisis training is not just about reacting to emergencies but also about proactive preparation.
This checklist helps organizations establish a solid foundation for crisis response, enabling
employees to act swiftly and confidently when the unexpected occurs. With proper training and
preparation, businesses can mitigate risks, protect their people, and maintain trust and integrity
in the face of adversity.

Here's a comprehensive Employee Crisis Training Checklist to help ensure that employees are
well-prepared to handle crises effectively. This checklist can serve as a valuable tool for HR
departments, crisis management teams, and organizational leaders to systematically train and
prepare their employees for potential crises.

#1. Crisis Awareness Training

● Provide an overview of what constitutes a crisis (e.g., natural disasters, cyber-attacks,
PR issues, workplace violence).

● Explain the potential impact of crises on the company and employees.
● Discuss historical examples of crises within the industry.

#2. Crisis Management Plan Overview

● Distribute the company’s official Crisis Management Plan to all employees.
● Conduct a detailed walkthrough of the plan, explaining its key components.
● Highlight the importance of adhering to the plan during a crisis.

#3. Roles and Responsibilities

● Clearly define the crisis management roles within the organization.
● Assign specific roles to employees, such as crisis communication officer, safety

coordinator, or first responder.
● Provide contact information for key crisis team members and alternates.



#4. Communication Protocols

● Train employees on internal communication channels (e.g., emergency hotlines, emails,
messaging apps).

● Establish guidelines for external communication, including how to interact with media or
the public.

● Review the importance of consistent messaging and confidentiality.

#5. Emergency Response Procedures

● Review emergency evacuation routes and assembly points.
● Practice lockdown procedures and shelter-in-place protocols.
● Train on the use of emergency equipment, such as fire extinguishers, first-aid kits, and

defibrillators.

#6. Media Handling and Public Relations

● Identify the official company spokesperson and clarify that only authorized personnel
should speak to the media.

● Provide basic media handling training, including what to say and what to avoid.
● Emphasize the importance of not spreading rumors or unverified information.

#7. Cybersecurity Protocols

● Educate employees on the types of cyber threats (e.g., phishing, ransomware).
● Review procedures for reporting suspicious emails or activity.
● Conduct drills to simulate a cyber-attack response.

#8. Workplace Violence and Active Shooter Training

● Discuss the potential signs of workplace violence and how to report concerns.
● Provide training on how to react in an active shooter scenario (Run, Hide, Fight).
● Review lockdown procedures and communication during violent incidents.

#9. First Aid and Medical Emergencies

● Offer basic first aid training, including CPR and using an AED.
● Review the process for contacting emergency services and the location of first aid kits.
● Train employees on how to assist injured colleagues until help arrives.

#10. Data Backup and IT Crisis Handling



● Outline the importance of regular data backups and how they are handled.
● Train employees on IT crisis procedures, including who to contact in case of a system

failure.
● Discuss the importance of data integrity and security measures.

#11. Crisis Simulation Drills

● Schedule regular crisis simulation drills, such as fire drills, evacuation drills, and active
shooter drills.

● Conduct debrief sessions after each drill to discuss performance and areas for
improvement.

● Rotate drills to cover various types of crises, ensuring comprehensive preparedness.

#12. Psychological Support and Employee Well-being

● Inform employees about available psychological support services (e.g., counseling, and
employee assistance programs).

● Train managers to recognize signs of stress and trauma in employees.
● Create a supportive environment where employees feel comfortable discussing their

mental health needs.

#13. Feedback and Continuous Improvement

● Provide a feedback mechanism for employees to share their thoughts on the training
process.

● Review and update the crisis management training program regularly based on feedback
and new threats.

● Encourage employees to suggest improvements or raise concerns about current
procedures.

#14. Documentation and Record-Keeping

● Ensure all training sessions are documented, including dates, attendees, and topics
covered.

● Keep records of drills and simulations, noting participation and outcomes.
● Maintain an up-to-date log of all crisis management team members and their training

status.

#15. Ongoing Training and Refresher Courses

● Schedule regular refresher courses to keep employees up-to-date on crisis protocols.
● Adapt training to reflect new threats or changes in the crisis management plan.



● Offer additional training sessions for new employees or those taking on new
crisis-related roles.

By using this checklist, organizations can ensure that their employees are well-prepared to
respond effectively to various types of crises, thereby minimizing the impact on both the
company and its workforce. This structured approach to training helps build a resilient
organization capable of handling unexpected challenges.


