Basic Communications Plan format

Goal
Audiences/stakeholders/influencers
Messages
Tactics/Delivery (meeting, email, text, letter, phone, etc.)
Timing

Tips

• Form a parish communications team now if you don’t have one already. 

• Be proactive: Respond to a situation as quickly as possible, not just when the media call. This allows you to maintain some level of control over your message and tell your story. If you don’t, someone else will fill the void in ways you may not want and can’t control. Develop talking points for parish leaders so they speak the same message to others.

• Designate a point person to deal with the media. The individual can be the official spokesperson or simply the first point of contact. This helps to ensure parish leaders speak the same message.

• Consult with the parish/diocesan attorney if time permits. The attorney can help to keep you out of legal jeopardy.

[bookmark: _GoBack]• Make sure your communications plan includes how the parish will handle negative emails/calls/social media comments/protests. Develop an FAQ/talking points for parish leaders.

• Correct inaccurate or misleading reporting in media as soon as possible.

• Contact the diocesan communications office in a crisis situation. We might be able to help or provide advice. It’s important that a parish in a crisis situation and the diocese are communicating similar messages.

• Be a good listener. Good communication requires a listening ear just as much as a good message.

• Provide follow-up communications as needed during and after a crisis to keep parishioners as updated as possible.
