
Your Internal Communications Crisis Checklist: 
 

• Recognize that employees are your brand ambassadors, 
especially in times of crisis. 

 
• Gain employee trust before you need to leverage it. 

 
• Establish regular, layered avenues of crisis communication, 

including multiple back-up channels. 
 

• Confirm with top management, as quickly as possible, what 
you’re able to say to employees. 

 
• Prepare talking points for managers to share with their teams—

face-to-face if at all possible. 
 

• Mobilize immediately to communicate the crisis to employees. 
 

• Direct employees to your intranet or preferred central repository 
for further and ongoing information. 

 
• Update the information as often as there’s something new and 

credible to report. 
 

• Provide a venue for employees to ask questions and share 
feedback. 

 
• Let employees know what information is okay to share outside 

the company—and how to do so, including using social media 
responsibly. 

 
• Put the crisis behind you, including replacing outdated 

information, debriefing, polishing your plan for future use and 
asking employees for feedback. 

 
— Elizabeth Cogswell Baskin 


