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The Value of Being Prepared 
With the pace of business accelerating to an 
ever-more frantic pace, it is often too easy to 
set aside concerns about preparing your 
organization for a crisis.  
 
Yet, the headlines make it clear that “It Can 
Happen Here.” A wide spectrum of events can 
disrupt your ability to conduct business and 
put your staff at risk.  
 
Even the most basic levels of preparedness 
can help your organization get back on its 
feet, minimizing the debilitating long-term 
effects of a crisis.  
 
We created this e-book as a companion for 
our Crisis Readiness Assessment. Each topic 
listed at the left asks key questions that will 
help you focus on specific, concrete steps you 
can take to prepare your organization.  
 
We hope you find this tool useful and we 
invite you to take advantage of a free 30-
minute consultation with our Director of Crisis 
Management, Terri Howard. 
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How frequently does your 
organization do a full risk 
assessment? 

Assessment is the first and most basic step 
toward crisis preparedness. Often, the simple 
process of asking the right questions can raise 
awareness and encourage vigilance.  
 
Assessments consider the broadest possible 
range of applicable threats, and the impact of 
those threats on stakeholders across your 
organization.  They can also address very  
specific risks and establish prevention, 
response or mitigation plans for those risks.  
 
They become the baseline for evaluating 
preparedness, creating action plans for 
improvement and tracking changes over time.   
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Does your staff have (and use) a 
Crisis Checklist? 

In a disruptive event, the simplest tools can 
save time, prevent confusion, and ultimately, 
minimize negative impact on health and well-
being. 
 
A Crisis Checklist can provide clear, concrete 
steps that individuals can take in the event of 
a crisis. Such checklists can reflect both the 
type of the crisis likely to occur, as well as an 
individual stakeholder’s role and 
responsibilities.  
 
Crisis Checklists should be widely available in 
locations where stakeholders are likely to be 
during a critical incident and where they are 
likely to look during a time of such need.  
 
Even more importantly, Crisis Checklists should 
not be seen for the first time when they are 
needed. Staff should become familiar with the 
location and use of Crisis Checklists as part of 
your preparedness planning. 
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How extensively has your 
organization developed policies 
regarding crisis issues? 

Crisis Management policies provide clear 
statements about how crisis situations will be 
addressed in your organization. Policies 
become the focal point through which 
standard operating procedures can be 
developed and practiced. 
 
Crisis Management policies also establish 
behavioral standards and training guidelines 
that can directly impact the creation of a 
safer working environment. 
 
You should consider policies for areas such as: 
 
• Weapons in the workplace 
• Violence 
• Bullying 
• Verbal altercations 
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Do you have a Crisis Response Team? 

If a crisis occurs in your organization, a 
properly prepared Crisis Response Team can 
help you react appropriately. 
 
One critical task for the Crisis Response Team is 
to manage communications with external 
stakeholders such as family members, law 
enforcement, first responders, the community 
at large, and members of the media. 
 
These responsibilities will make the Crisis 
Response Team the public face of your 
organization, as well as the source of 
coordinated response activities.  
 
The best Crisis Response Teams consist of an 
interdisciplinary team of staff members.   
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Has the Crisis Response Team been 
formally trained in response 
methods? 

Just as crises can take many and varied forms, 
the responsibilities of the Crisis Response Team 
can be broad and unpredictable.  
 
Training in crisis response methods may not 
guarantee that every contingency has been 
anticipated, but it can help ensure that a Crisis 
Response Team is better prepared to deal with 
the shifting and unpredictable landscape of a 
crisis.  
 
In addition, training in areas such as crisis 
communication can assist your Crisis Response 
Team members in handling situations and 
duties which may be outside of their day-to-
day experience or job responsibilities.  
 
While training begins to lay the groundwork, it 
will be more effective if the skills learned are 
augmented and supported through drills and 
exercises. 
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Will your infrastructure support a 
Crisis Operational Command 
Center? 

Any crisis management plan should take into 
consideration that the organization’s 
operational capability can be affected or lost 
during  a crisis.   
 
In addition, the unique circumstances of a 
critical event might create operational 
demands or a need to centralize functions 
beyond the ability of your standard 
infrastructure to accommodate.  
 
Your ability to respond in a crisis event may be 
enhanced by maintenance or identification of a 
separate focal point for command, control and 
communications during a critical incident. 
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Do you have an Internal and 
External Crisis Communication Plan?  

Efficient and thorough communication during a 
crisis impact not only on your ability to directly 
manage the crisis, but also your long-term 
relationships with staff and the community.  
 
Communication is critical to effective crisis 
management. This includes the ability of your 
Crisis Response Team to communicate with one 
another, with law enforcement, and with your 
employees.  It will also be necessary to field 
requests and inquiries from family, friends and 
media—a need that grows exponentially with 
the size of your organization and the number 
of people affected by the crisis.  
 
Unfortunately, many organizations struggle to 
manage the tremendous influx of inquiries 
during a critical incident. 
 
We can help you analyze whether you have the 
correct infrastructure in place to support crisis 
communications, and can advise you on the 
increasing role of social media during crises. 
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Do management and staff have 
(and use) adequate evacuation 
plans? 
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Providing for the safety of the people in your 
organization begins with, and often depends 
on, the development of evacuation plans.  
 
These evacuation plans should be posted in 
readily visible positions. The plans should be 
clear, concise and explicit. A visual 
presentation is preferable.  
 
Evacuation plans should be tested ahead of 
time and should take into consideration the 
variety of threats a given location is likely to 
face. The plans may also provide alternate 
routes in the event that a given threat might 
block a primary evacuation path.  
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To what degree has your 
organization 
established mutual aid agreements 
with partner organizations? 
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Your most efficient and readily accessible 
resources for crisis management may be found 
within your community or among other 
organizations. When seeking aid agreements, 
you should consider: 
 
• Services you’ll need because of the 

extraordinary demands created by a crisis. 
 

• Resources that might become unavailable 
due to the nature of the crisis itself. 

 
These agreements can be very effective, low 
cost methods of creating redundant 
operational capabilities, as well as the 
possibility for “on-demand” capabilities that 
may not exist on your organization, but may be 
necessary during a critical incident.  
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If a crisis strikes, will you know 
where your people are? 
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During a crisis, maintaining the safety and 
well-being of your staff is your highest priority. 
Keeping your staff safe requires reliable 
information about where they are and the 
hazards they may be facing. 
 
The open organization environment can make 
this extremely challenging. A system for 
tracking the location and status of all 
stakeholders will provide you with information, 
and can help you prioritize and take action 
during a critical event.  
 
This type of tracking system also helps crisis 
responders focus their rescue or support efforts 
directly on areas of most immediate need.  
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How will you provide 
psychological 
support during and after a crisis? 
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A critical event of any duration or scale has an 
extraordinary psychological impact on all those 
involved, from your Crisis Response Teams to 
immediate victims. Providing psychological 
support as a crisis unfolds is essential. It helps 
people continue to function in the midst of 
crisis. 
 
Psychological first aid goes beyond those 
directly impacted by the event. Like ripples in 
a pond, this impact may travel widely and 
continue to be felt long after the crisis itself. 
Your organization’s staff and others may 
struggle in the aftermath of a crisis. 
 
These lingering psychological effects can 
manifest themselves in many forms, and if left 
unaddressed, can have a significant impact on 
your organization’s ability to return to 
productive functioning.  
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Do you have a plan for notifying 
families? 
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A crisis can impede your ability to provide 
information to families, yet during times of 
crisis sharing that information is most vital. 
 
Families can receive inaccurate and unreliable 
information from news sources, rumors and 
social media. You should establish a credible, 
controlled source outside of the organization 
by which to notify families and keep them up-
to-date. 
 
You should also make sure families and other 
key stakeholders are aware of where to obtain 
this accurate information, even before a crisis 
occurs.  
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Does your Crisis Response Team 
have family support available to 
them? 
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A critical incident may require the attention of 
your Crisis Response Team for a matter of hours 
or for several days.  
 
Crisis Response Teams do not function in a 
vacuum. Team members will likely be worried 
about their own families and responsibilities as 
a crisis unfolds.  
 
By helping to alleviate your team’s concerns 
about their family, you can increase their 
focus, minimize distractions and improve the 
effectiveness of your own crisis response.  
 
This family assistance can extend from the 
most basic needs—like transporting families out 
of a crisis zone—to the most complex—like 
managing specific family medical concerns. 
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How frequently does your  
organization participate in crisis 
drills? 
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A crisis response plan will only be effective if 
all stakeholders understand the plan as more 
than a document occupying shelf space.  
 
The best way to ensure effective crisis 
response is to engage in periodic drills and 
exercises. These can range from table-top 
simulations to organization-wide exercises fully 
testing all response systems and procedures. 
 
In any case, infrastructure for control and 
communication should be tested. Local 
response authorities should be alerted, and 
processes for engaging mutual aid partners 
should also be tested. 
 
While practice may not always make perfect, 
practice does begin to make permanent.  
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Do you conduct post-incident 
debriefing and evaluation? 
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The end of an incident does not signal the end 
of its impact or the end of our need to address 
its effects.  
 
Effective crisis management will use the 
aftermath of an incident as an opportunity to 
 
• address the long-term psychological impact 
• evaluate the crisis response, and 
• evaluate the crisis plan. 
 
This evaluation phase might include interviews, 
discussion, focus groups or surveys. Based on 
feedback, it is important to revise and make 
improvements where needed.  
 
Risk assessment and crisis plans are not one-
time events. To remain relevant and effective, 
plans and preparedness must continue to 
evolve with changing circumstances in your 
organization and in your community. 
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Your Next Steps 

We hope this e-book and the companion 
survey give you a better understanding of 
your organization’s state of crisis 
preparedness.  These questions establish only 
the broadest framework for an effective 
response, and answering them should be 
considered only a first step.  
 
Your own next steps should be identified by 
your responses to these questions.   
 
Feel free to contact FEI Crisis Management for 
any further explanation or assistance in 
creating, revising, or updating your “Keys To 
Organizational Resilience.” 
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