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Introduction
A Crisis Communications Plan is based, first and foremost, on the principles of truth, transparency, and sincerity.  Nothing in this crisis plan should compromise or appear to compromise these key principles.

The purpose of the Crisis Communication Plan is to provide a framework for responding to and communicating a crisis that involves Rotary District 6290.  The crisis may stem from a legal dispute, theft, accident, or other situations that will require a quick and often public response.  The steps outlined in this plan are intended to minimize the damage that could otherwise be done.  The following items are attached to this plan: briefing sheet, sample press release, and standard information about the organization.  

Procedure
A crisis should be reported immediately to the District Governor (DG), who will contact the District Governor Elect, the Public Relations Chairperson, the Board Parliamentarian, and the Chief Administrative Officer.  These five will form the Core Crisis Team responsible for gathering all the facts and contacting the rest of the Board and District Leadership Team (or any other club personnel who need to be involved or informed about the situation).  If one or more members cannot serve, the DG may select alternate members.  This team will write a formal statement that accurately states the facts, expresses Rotary’s position, and conveys the appropriate tone suitable for press and other interested parties. This statement should be updated as necessary throughout the crisis.
The Rotary International Public Relations and Media Relations staff are always available to consult with and assist in times of crisis, from helping develop an initial position statement to last-minute media coaching contact: 847-866-3466 or pr@rotary.org
Unless otherwise decided explicitly during the situation, the DG will be the only spokesperson to speak on behalf of the district. As necessary, the DG will bring in designated media and legal experts, if necessary, to craft a press release, briefing statement, and Rotary District 6290 fact sheet (see examples). Key stakeholders will be identified.    

The DGE is an alternate spokesperson.  The Core Crisis Team will determine the order of notification and the best method for doing so: other District board members, other District leaders, Presidents of District Rotary Clubs, key stakeholders, as appropriate (refer to the attachment for a suggested list of stakeholders), staff, and the media.  All media inquiries will be directed to the designated spokesperson. 
If the crisis involves the DG, the DGE will immediately contact the rest of the Core Crisis Team and serve as the spokesperson.  
Communications Strategy
1. Tell it all, tell it fast, and tell the truth: be open, honest, and direct

2. Protect the integrity of Rotary and District 6290
3. Keep the message simple

4. Be accessible and responsive

5. Admit mistakes and avoid being defensive

6. Avoid extreme words such as: always, never, guarantee, every

7. If you don’t know, say so and promise to research the answer and get back quickly

8. Maintain contact with key stakeholders

9. Provide timely feedback to all inquiries

10. Instruct anyone involved to refer all inquiries to the DG

11. The spokesperson represents Rotary, and when they speak, it is Rotary.  Avoid personal observations or speculations.

12. Monitor the media’s coverage of the issue for accuracy and tone.  If Rotary is misrepresented, let them know by calling or by writing a letter to the editor. (Do not be defensive or discourteous.)
Notes on Media Interviews

1. Accept the fact that a reporter’s job is to ask difficult questions. Remain pleasant and be as accommodating as possible.

2. Organize your thoughts and speak in short, simple sentences.

3. Strengthen your main message with a personal story if possible.
4. If the situation involves the police or other formal proceedings, emphasize that Rotary is cooperating fully

5. Always thank the reporter for his or her time and for being available for follow-up questions.

Mistakes to Avoid

1. Avoid “off the record” comments.  If you don’t want something to be reported, don’t say it.

2. Avoid rumors, speculation, and personal opinions.  Stick to the facts

3. Avoid jokes, especially when dealing with serious or sensitive topics.

4. Avoid Rotary jargon and acronyms (DG, DGE, RYLA, etc.) that the public does not understand.

5. Avoid repeating the negative portion of a question.  If possible, rephrase the questions to make it positive (Rather than discussing a “failure to safeguard the safety of a student “, rephrase it to “The safety of students is our highest priority.”
6. Avoid the term “no comment” because it can carry a negative connotation.  When possible, explain why you can’t answer a particular question, or say why you cannot comment, then bridge back to a critical point or key message.
Actions speak Volumes
Dealing with the media during a crisis can be inconvenient and unpleasant, but Rotary leaders have a responsibility to convey the facts and protect Rotary’s image.  If leaders follow the principles of honesty, transparency, and sincerity, the media and the public will recognize and appreciate that effort.
Just as important, if you can, offer genuine promises and follow through to resolve whatever problems are at hand. If you take action and show to the people involved that Rotary cares, it will minimize the negative impact of the crisis and protect Rotary’s positive image.

Annual updates to this plan

The Board should review this plan annually at the first board meeting when the new DG takes office to ensure that it is up to date.  The Secretary and the Chief Administrative Officer are responsible to update the document in accordance with the Board’s directions and to keep the plan on file and ready for use as necessary.
Attachments  
1. Key Stakeholders

2. District 6290 Fact Sheet 
3. Staff and Board Contact Information 
Attachment 1
KEY STAKEHOLDERS
Rotary International

One Rotary Center

1560 Sherman Avenue

Evanston, IL 60201-3698

(847) 866-3000

www.rotary.org
Rotary Club and District Support Personnel
	
Sonia Romo
847-866-3486
Sonia.romo@rotary.org

	Diana Edwards - Supervisor
847-866-3496
Diana.edwards@rotary.org


Zone Personnel
	Zone 28 Team Leader
Marty Helman
martyrotary@gmail.com
	District 6290 PI Team Member
J.R. Muller
Jrmuller@wmtds.com



Rotary Club Presidents – see district website for contact information
District Assistant Governors – See district website for contact information
ATTACHMENT 2
District 6290 Fact Sheet
District Governor name and contact info:
Julie Schumaker 734-649-3317 schumakerjulie@gmail.com
District Governor Elect name and contact info:

Paula Jastifer 616-498-9773  pgrivins@gmail.com
PR Chair name and contact info
J.R. Muller 616-485-7600 jrmuller@wmtds.com

Board Parliamentarian name and contact info:

Paul Heroman 616-406-6881 pmheroman@gmail.com
Chief Administrative Officer name and contact info:

Kathy Hegedus  Cell:  616-638-8769  kathyh@ridistrict6290.org

Number of Clubs  - 50
List of clubs by major markets: Grand Rapids/Holland/Muskegon, Traverse City/Cadillac, Petoskey/Charlevoix, Sault Ste Marie, MI and ON

Web site URL:  http://ridistrict6290.org/
Physical description of the district geography: Western lower peninsula and eastern upper peninsula of Michigan and portion of northern Ontario from Sault Ste. Marie north to Wawa.
List of district activities such as:

· Youth Exchange Chair, Catherine Ristola Bass
· STRIVE
Chair, Dan Sleeman
· Life Leadership Conference Chair, Jeff Coil
· Interact Chair, Jerry Hopkins
· Peace Scholars Chair, Jackie Bertsch
· Global Scholars Chair, Rachel Systsma-Reed
· Grant projects Chair, Linda Falstad
ATTACHMENT 3
Staff and Board Contact Information
(For Internal Rapid Internal Communications Use Only)
	Name
	Position
	Phone
	E-mail

	Julie Schumaker* *
	DG
	734-649-3317
	schumakerjulie@gmail.com

	Paula Jastifer*
	DGE
	616-498-9773
	pgrivins@gmail.com

	Ruthann Schulte*
	DGN
	707-407-8599
	Ruthann_schulte@yahoo.com

	Kathy Hegedus*
	CAO
	616-935-9559
	kathyh@ridistrict6290.org 

	Mark Andresky
	IPDG
	616-970-0259
	markandresky@gmail.com

	Brianna Scott
	PDG
	231-740-4512
	brianna@briannascott.com

	J.R. Muller*
	Public Image Chair
	616-485-7600
	jrmuller@wmtds.com

	Paul Heroman
	Board Parliamentarian
	616-406-6881
	pmheroman@gmail.com

	Val Gerhart
	AG Coordinator
	989-430-8847
	bvgerhart@gmail.com

	Brianna Scott
	Membership 
Chair
	231-740-4512
	brianna@briannascott.com

	Dale Horowski
	
Lead Education Facilitator & Youth Protection Officer
	231-233-4687
	dalehorowski@gmail.com

	Mark Andresky
	Rotary Foundation Chair and PDG
	616-970-0259
	markandresky@gmail.com


*    Core Management Team Members
** Primary Spokesperson[image: image1.png]
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