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Pre-Crisis Media Training Checklist

In an era where information spreads faster than ever, being prepared for a media crisis is not
just an option—it's a necessity. When a crisis hits, the media will be quick to seek out
information, and the way an organization handles these interactions can significantly impact its
reputation and public perception. This is where pre-crisis media training comes into play. By
equipping your team with the skills and strategies needed to communicate effectively with the
media, you can ensure that your organization maintains control of the narrative, delivers clear
and consistent messages, and mitigates potential damage.

A well-prepared team can make all the difference when managing a crisis, especially when
interacting with the media. A structured approach ensures that spokespeople communicate
effectively and consistently, maintaining the organization's reputation and credibility. Use this
Pre-Crisis Media Training Checklist to prepare your team for any media interaction before a
crisis hits.

#1. ldentify Key Spokespeople

Select individuals who will represent the organization during a crisis.
Ensure they have a thorough understanding of the company’s values, mission, and
messaging.

e Designate backups for each key spokesperson in case the primary contact is
unavailable.

#2. Develop Core Messaging

Establish a set of core messages that align with the organization’s mission and values.
Create messaging templates for different types of crises (e.g., product recall, data
breach, natural disaster).

e Ensure that these messages are clear, concise, and can be easily communicated to the
public.

#3. Conduct Media Training Sessions

Provide professional media training for identified spokespeople.
Focus on effective communication techniques, such as staying calm, avoiding jargon,
and delivering key messages confidently.

e Include role-playing exercises to simulate real crisis scenarios and practice handling
tough questions.

#4. Develop a Media Protocol
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Create a protocol outlining how and when spokespeople should interact with the media.
Establish guidelines for responding to different media inquiries (e.g., phone calls, emails,
in-person interviews).

e Ensure the protocol includes a process for getting approval from senior management
before making any public statements.

#5. Prepare Media Kits

e Assemble media kits containing essential information about the organization, including
background information, recent press releases, and key contacts.

e Update media kits regularly to ensure accuracy and relevance.

e Have digital and physical copies ready for distribution to journalists.

#6. Establish a Media Monitoring System

Set up tools and processes to monitor media coverage and public sentiment.
Assign a team to track and analyze media reports related to the organization and
industry.

e Regularly review monitoring reports to identify potential issues or misinformation that
may require a response.

#7. Create a Crisis Communication Plan

e Develop a comprehensive crisis communication plan that includes media response
strategies.

e Outline specific steps for handling media inquiries during a crisis, including identifying a
lead spokesperson.

e Ensure all team members are familiar with the crisis communication plan and their roles
within it.

#8. Practice Crisis Simulations

e Conduct regular crisis simulation exercises to test the readiness of the crisis
communication team.

e Include simulated media interactions as part of these exercises to provide spokespeople
with realistic practice.

e Use the results of these simulations to refine and improve the crisis communication plan.

#9. Gather and Share Media Contact Information

e Maintain an updated list of key media contacts, including journalists, editors, and media
outlets relevant to the organization.
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Ensure that this list is easily accessible to the crisis communication team.
Regularly update the contact list to reflect changes in the media landscape.

#10. Feedback and Continuous Improvement

e After any media interaction or crisis, conduct a debrief to discuss what went well and
areas for improvement.

e Gather feedback from spokespeople, communication team members, and media
representatives.

e Use the feedback to enhance media training programs, refine messaging, and update
the crisis communication plan.

#11. Develop Holding Statements

e Prepare holding statements that can be used to acknowledge a crisis and indicate that
further information will be provided.

e Ensure these statements are generic enough to apply to various scenarios but specific
enough to appear credible.

e Review and update holding statements regularly to align with current organizational
policies and messaging.

#12. Legal and Ethical Guidelines

e Provide training on legal considerations related to crisis communications, including what
can and cannot be disclosed.
emphasize the importance of maintaining ethical standards in all media interactions.
Ensure that spokespeople understand the organization's stance on sensitive issues and
are equipped to handle them appropriately.

By implementing this Pre-Crisis Media Training Checklist, organizations can ensure that their
team is well-prepared to handle media interactions during a crisis. Proper training and
preparation can help protect the organization's reputation, maintain public trust, and ensure a
swift and effective response to any crisis.



