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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Workplace Crisis Communications Policy

It is the priority of the Company to maintain continuity and communications during times of emergency that are unexpected and cannot be avoided.  Events ranging from inclement weather, natural disaster, accidents, security alerts, and other emergencies that affect the Company will be addressed through the Company’s Crisis Communications policy. The goal of this policy is to reduce confusion and maintain contact with each employee and concerned party. Management is committed to identifying resources to accomplish safe and secure work surroundings with minimal disruption to business functions and operational systems, as well as addressing the concerns of employees and the general public.

In the event of a crisis or emergency, the Company will regard the safety and well-being of their employees first and foremost. Instructions or details concerning any threats and security options will be communicated to all affected employees quickly and efficiently using methods such as person-to-person communications, texts, emails, phone calls, public announcement systems, and emergency evacuation procedures. If any employee receives information that could affect the safety or security of the Company and their fellow employees, they are asked to share the information with their supervisor immediately in order to assist with an effective response.

In the event of an accident or incident involving the Company and the employees of the Company, every effort will be made to ensure the Company answers and addresses areas of concern. During a crisis or emergency, information can change and evolve quickly; the Company will provide information and updates as it becomes available. The owners of the Company or a previously designated spokesperson are the only individuals authorized for official communication regarding the crisis or emergency.  No other employee is authorized to speak, speculate, confirm or deny events, or indicate a response on behalf of the Company’s involvement or position. If you are contacted, take a message and immediately provide it to the owners or designated spokesperson.  Do not speculate, confirm or deny any issue.  Each employee is responsible to take each concern to the [Owner/President/GM/Etc.] or designated spokesperson to ensure all issues and questions are available for resolution and response. 

The Company is committed to a safe and effective workplace that provides effective feedback and communications to both employees and the public. If information or solutions to emergencies become available to us that would benefit others in our area or community, the Company will make every effort to extend these resources to them.
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