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Crisis Communications Plan
Florida Atlantic University
This plan is intended to supplement other administrative procedures and guidelines for handling emergencies, specifically the Crisis Communications Annex produced by Emergency Management. The Crisis Communications Annex is the primary document, and the division’s ERP and COOP fall inline with the annex. If they ever conflict, the annex should override the other documents. This binder will be reviewed on an annual basis and distributed to appropriate members of the Division of Public Affairs and the ELT.
A crisis shall be defined as any situation or event that has widespread interest among the local, state and/or national community. A crisis garners the university’s full attention for its duration and has the potential to cause campus disruptions or long-term impacts.  Examples of such a situation include floods, hurricanes, tornadoes, explosions, active shooter situations, a hostage situation, etc.  It does not include isolated crime routinely handled by the FAU Police Department.
Purpose of the Plan
Communication is a key component in the University’s plan to handle a crisis situation.  How the university communicates will have a lasting impact on its relationship with key constituencies – students, faculty, staff, parents, alumni, the community and the media.  The purpose of this plan is to provide policies and procedures for the coordination of communication efforts during a crisis situation and describe the role of the Division of Public Affairs in collecting and conveying appropriate information to the public, media and university community prior to, during and following a crisis situation.
Situation
Each crisis will require a unique public information response.  The extent of the response will depend on the crisis.

The Division of Public Affairs needs to factually assess the situation and determine, with the assistance of top administration, whether a response is warranted. If so, the crisis communications team will make recommendations on appropriate responses and implement immediate action.

Assumptions
Often the information the public receives about an emergency is through the media and internal communications; therefore, the Division of Public Affairs plays a large role in the crisis plan. Timing is critical and messages must be issued as soon as possible. 

Operations
General –

To ensure that the University’s public information response to a crisis is timely and accurate, the Division will coordinate crisis communications. The Division will designate staff to be available 24 hours a day to communicate decisions that have been made by administration. During an emergency, the assistant vice president of media relations or his/her designee will often serve as the university’s spokesperson and be part of the university’s EOC operations along with the AVP of marketing and communications and VP of Public Affairs. In cases of significant crisis, the president, his designee or highest ranking administrative officer may become the spokesperson.
Response –

There are a number of available tools to alert the community on the crisis situation.  Possibilities include a news release, a press conference, written and oral statements, interviews, emails, web alerts or letters to the community or media. Methods of communication may also include sirens, personal contact, mass emails, text messaging, telephone alerts, social media messages, RSS feeds, advertisements, FAU home page messages, mass phone messages, recorded messages on the telephone hotline, the news media, etc.

FAU administration and the official spokesperson/media relations department will determine if an official statement to the press should be released.  If warranted, he/she will also develop answers to specific questions that may be asked by the media. The spokesperson will brief all communications personnel and targeted staff who are assigned to answer questions from the media and general community. In addition, the spokesperson will take all basic information regarding the crisis situation and create an official news release to disseminate to the appropriate media.
The Division of Public Affairs and Environmental Health & Safety Department will be responsible for sending out campus wide advisories during the crisis situation. In addition, the Departments are responsible for updating the telephone hotline and updating the FAU homepage/website as necessary.  
The FAU hotline, 1-888-8FAU-OWL (8328-695) will be designated as a crisis hotline and include a recorded message that has the latest information on the situation for all campuses. The hotline number will also be made available to the media at the beginning of the crisis period.  

The Marketing & Creative Services area will be responsible for website updates, advertisement layout and ad buys, if warranted. As noted, advertisements will be used as a communication tool if the need arises during a crisis situation. The Department also might update website as needed.
The Division of Public Affairs will use the appropriate communications tool based on the needed communications response. The Division will issue communication updates as long as necessary, then scale back activities at the termination of the crisis situation.  Following this, a meeting with appropriate staff will be held to review all actions taken and “lessons learned.”


