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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 situation that will require 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, Board Parliamentarian and the District Administrative Assistant.  These four 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). 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 is always available to consult with and assist in time of a crisis, from helping develop an initial position statement to last minute media coaching contact: 847-866-3245 or 847-866-3237
Unless otherwise specifically decided 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.    

Once the statement is complete, the DG is the designated spokesperson.  The DGE is the 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 attachment for 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 immediate contact the balance of the Core Crisis Team and the DGE will 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 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 via a call or 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 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 proceeding, emphasize that Rotary is cooperating fully

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

Mistakes to Avoid

1. Avoid “off the record” comments.  If you don’t want something 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 general 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 an important 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 at their first meeting in July every year to insure that it is up to date.  The Secretary and the Administrative Assistant 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. Sample Press Release

3. Sample Briefing – 
4. District 6290 Fact Sheet 
5. 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
	
Victoria Schiffman – coordinator

847-866-3354 (o)
Victoria.schiffman@rotary.org
	John Hannes– Senior Coordinator

847-866-3275 (o)
Chris.brown@rotary.org


Zone Personnel
	Zone 29 Coordinator

Chris Etienne
231-347-5007 (h)
231-83/8-2031 (c)
cetienne@bayharbor.com
	Zone 29 PI Coordinator
Georgene Hildebrand

989-657-2428 (c)
Georgene.rotary@gmail.com


RI Director for Zone 28-29

Jennifer Jones
519-978-2346 (h)
519-973-3735 (c)
jjones@mediastreet.ca
Rotary Club Presidents – see District Directory or district website for contact information
District Assistant Governors – See District Directory or district website for contact information
ATTACHMENT 2
SAMPLE PRESS RELEASE

ATTACHMENT 4

District 6290 Fact Sheet
I checked the website and we do not have a fact sheet on district 6290.  We need to build one - not difficult. For PR purposes and for this activity such a fact sheet would be very helpful.
District Governor Name and Contact Information:
Tom Schmidt (H) 231-924-2792, C) 231-519-5939 (– tomschmidt1516@gmail.com
PR Chair Name and Contact Information:
Nancy Thornton  (O) 248-925-7044 ,  (C)  248-520-0614  – nthornton@centos.net
District Membership Chair Name and Contact Information:
Mike Mitchell  (O) 616-396-6545,  (C) 847-774-0888 - mike@realityip.com
Number of Clubs  - 60
List of clubs major markets with clubs: 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
List of district activities such as:

· Youth Exchange

· Strive

· Life Leadership Conference (US and Canada)

· Grant projects

· Significant club service projects

· HHOP/Thirsting to Serve

· Wheels of Hope

Historical facts of interest and significance
ATTACHMENT 5

CRISIS COMMUNICATIONS PLAN CONTACTS
(For Rapid Internal Communications Use Only)

See District Directory for More District Officer Contact Information
	Name
	Position
	Phone
	E-mail
	Address

	Tom Schmidt* **
	DG
	231-519-5939
	tomschmidt1516@gmail.com
	

	Gernot Runschke *
	DGE
	616-392-7034
	gernotr@gmb.com
	

	Ed Swart
	DGN
	616-403-5017
	eswart@ridistrict6290.org
	

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

	Al Bonney
	IPDG
	231-392-6538
	rotaryal6290@gmail.com
	

	Jim White
	PDG
	616-745-1847
	Jamescwhite1@gmail.com
	

	Nancy Thornton* 
	Public Image Chair
	248-925-7044
	nthornton@centos.net
	

	John Salan *
	Board Parliamentarian
	616-260-6666
	thesalans@sbcglobal.net
	

	Mike Mitchell
	Membership 
Chair
	847-774-0888
	mike.mitchell@redcross.org
	

	John Salan
	
District Trainer and PDG
	616-260-6666
	thesalans@sbcglobal.net
	

	Chris Etienne
	Rotary Foundation Chair and PDG
	231-838-2031
	cetienne@bayharbor.com
	

	John Gronberg
	AG Coordinator
	616-403-4569
	John.gronberg@gmail.com
	

	
	
	
	
	


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