CRISIS PLAN: WIDESPREAD SICKNESS
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Crisis Team Roles and Responsibilities 


	NAME
(First, Last)
	ROLE/
RESPONSIBILITY
	CELL #s
WORK & PERSONAL*
	EMAIL
(WORK & PERSONAL*)
	NOTES

	
	CEO
	W)
P)
	
	

	
	Communications Lead
	W)
P)
	
	

	
	Operations Lead
	W)
P)
	
	

	
	Social media
	W)
P)
	
	

	
	Legal Counsel
	W)
P)
	
	

	
	Member Service Lead
	W)
P)
	
	

	
	CFO/Finance Lead
	W)
P)
	
	

	
	HR Lead
	W)
P)
	
	

	
	
	W)
P)
	
	


*In a crisis situation, you may need work and personal cell phone numbers and emails.


COMMUNICATIONS OBJECTIVE
Acknowledge presence of widespread sickness in community and share co-op’s efforts to prevent spread of illness and business continuity plans.

CORE MESSAGE POINTS
1. Confirm presence of widespread sickness.
2. Working with community health officials to contain spread of illness.
3. Share details of business continuity plans and modifications to co-op operational procedures.
4. Reassure community that power supply and distribution grid remains secure.

TALKING POINTS
1. [CO-OP NAME] is aware of widespread cases of [VIRUS/DISEASE NAME] in our community.
2. Co-op leaders have been working with local officials, including [COUNTY/CITY MAYOR, HEALTH DEPARTMENT, ETC…] to do what we can to contain the spread of the [VIRUS/DISEASE].
3. [CO-OP NAME] is taking the following steps to contain the spread of the illness: [LIST OPERATIONAL MODIFICATIONS AND BUSINESS CONTINUITY PLANS, i.e. closing office to walk-in business while continuing to conduct business online and over the phone.]
4. [CO-OP NAME] does not anticipate any power outages as a result of the outbreak.

ADDITIONAL TALKING POINTS
1. The safety of our employees and the wellbeing of the community is a top priority for the cooperative. We will continue to evaluate our operations to ensure a safe environment for our members and employees.
2. [CO-OP NAME] reminds the community to do their part to contain the spread of the [VIRUS/DISEASE], including [WASHING HANDS, AVOIDING CONTACT, OTHER CDC RECOMMENDATIONS].
3. [CO-OP NAME] provides safe, reliable and affordable energy to more than [XX] meters in parts of [LIST COUNTIES].
1. 

ACTION STEPS
Name of spokesperson: [COMMUNICATOR NAME]
Name of back-up spokesperson(s): [CEO NAME]
Approver of key messages/statements: [CEO, LEGAL COUNSEL, HR LEAD] 
Information gathering tasks and recommendations:
· Determine who is leading community response to outbreak and make contact
· Collect basic information, including number of individuals in community affected
· Understand basic steps to limit spread of illness (wash hands, limit exposure, etc…)
· Provide hand sanitizer and tissue for front line employees and members.
· Encourage employees not to come to work if experiencing symptoms.
· Gather details of business continuity activities. How should members do business with co-op until the situation returns to normal?
Immediate communication tasks within first two hours: 
· Focus on wellbeing of employees. Encourage them to take extensive precautions while dealing with members of the public. Help them to understand the recommendations of healthcare officials and provide adequate resources to protect frontline employees (hand sanitizer, etc…). Remind employees to stay home if exhibiting symptoms of illness.
· Finalize talking points
· Write initial statement
· Develop plan and timeline to communicate with each audience
Communication channels for disseminating information:
1. Internal
a. Initial email from CEO/HR lead
b. Phone call to other department heads and other locations
c. Managers to brief staff
d. Daily/weekly emails to employees with status updates and recommendations
2. External
a. Press release
b. Website post – initial statement and business continuity information
c. Social media – monitor and correct

Audiences:
1. Employees
2. Board
3. Members
4. Community
INITIAL STATEMENT
[CO-OP NAME] is aware of widespread cases of [VIRUS/DISEASE NAME] in our community.
Co-op leaders have been working with local officials, including [COUNTY/CITY MAYOR, HEALTH DEPARTMENT, ETC…] to do what we can to contain the spread of the [VIRUS/DISEASE].
In an abundance of caution, [CO-OP NAME] is taking the following steps to contain the spread of the illness: [LIST OPERATIONAL MODIFICATIONS AND BUSINESS CONTINUITY PLANS, i.e. closing office to walk-in business while continuing to conduct business online and over the phone.]
[CO-OP NAME] does not anticipate any power outages as a result of the outbreak.
[CO-OP NAME], along with health officials, remind you that there are simple but effective steps you can take to protect you and your family, including [WASHING HANDS, LIMITING CONTACT, ETC…]







	[INSERT NAME OF  CO-OP  and LOGO]

	 
For Immediate Release
	 
Contact: [Insert Contact Name  | [phone #]
[email address] | [@twitterhandle]

	 
SIMPLE PRECAUTIONS CAN PREVENT THE SPREAD OF [VIRUS/DISEASE]
 
[CITY] – In response to the rapid spread of [VIRUS/DISEASE], [CO-OP NAME] and local public health officials remind the community that there are simple but effective things you can do to protect your family.
The Centers for Disease Control and Prevention recommend the following actions:
· Avoid close contact with people who are sick
· Cover your cough or sneeze with a tissue, then throw the tissue in the trash
· Avoid touching your eyes, nose and mouth
· Clean and disinfect frequently touched objects and surfaces
· Stay home when you are sick, except to get medical care
· Wash your hands with soap and water for at least 20 seconds
· [INCLUDE DETAILS ON CURRENT CDC RECOMMENDATIONS]
“[CO-OP NAME] is concerned about the health and wellbeing of our community and our front line employees,” says [CO-OP CEO NAME, TITLE.] “We are working with local public health officials and community leaders to do our part to prevent the spread of the illness.”
[bookmark: _GoBack][CO-OP NAME] is a consumer-owned, not-for-profit electric cooperative that provides safe, reliable and affordable energy to more than [XX] meters in parts of [LIST COUNTIES]. Visit [WEBSITE URL] to learn more.
# # #






	[INSERT NAME OF  CO-OP  and LOGO]

	 
For Immediate Release
	 
Contact: [Insert Contact Name  | [phone #]
[email address] | [@twitterhandle]

	 
[CO-OP NAME] TAKING PRECAUTIONS TO PREVENT SPREAD OF [VIRUS/DISEASE].
 
[CITY] – In response to the rapid spread of [VIRUS/DISEASE], [CO-OP NAME] is [LIST DETAILS OF BUSINESS MODIFICATIONS, i.e. closing their office to walk in consumers].
The utility will continue to [SHARE DETAILS OF BUSINESS CONTINUITY EFFORTS, i.e. accept payments online and conduct business by phone.]
“We are taking this temporary action in an abundance of caution,” says [CO-OP CEO NAME, TITLE.] “We have communicated with local leaders and public health officials, and we are committed to doing what we can to protect our employees and the community.”
“This action only impacts walk in traffic,” emphasizes [CO-OP CEO]. “Our operations personnel will continue to do their important work to keep the power system operating reliably. We do not anticipate any power interruptions in our communities as a result the [VIRUS/DISEASE].” 
[CO-OP NAME], along with health officials, remind you that there are simple but effective steps you can take to protect you and your family, including [WASHING HANDS, LIMITING CONTACT, ETC…]
“We will continue to evaluate the situation and provide updates in the coming days,” says [CO-OP CEO]. “Check our website at [CO-OP URL] or our social media accounts for the latest information. You can also contact our office by phone at [PHONE NUMBER].”
 [CO-OP NAME] is a consumer-owned, not-for-profit electric cooperative that provides safe, reliable and affordable energy to more than [XX] meters in parts of [LIST COUNTIES]. Visit [WEBSITE URL] to learn more.
# # #




