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Rapid response communication empowers your organization to respond quickly to breaking news, policy updates and other developments related to your work. The following questions will help you determine when and how to leverage your organization’s voice: 
· How will responding serve my organization, its constituents and its mission?  
· What moments are important to respond to?
· Who is part of my rapid response team? How will rapid response moments be handled by my team?
· What is the approval process? Who are the decision-makers?
· How will key learnings be evaluated to adjust strategy and tactics in the future?
The rapid response protocol should be accessible to everyone on the rapid response team and key staff of your organization.
[bookmark: _jh1zi0a9tw68]STEP 1. RAPID RESPONSE TEAM
The rapid response team is responsible for intake, decision-making, approval and evaluating effectiveness of the response. This group needs to be nimble and available at a moment’s notice and must include those whose work might be directly impacted. (Consider including advocacy and policy leads, executive director, communication lead and digital staff. If your organization is small, you might choose to include a close partner.)
Team members and contact information:
· 
· 
· 
· 
[bookmark: _qvsqmklq7ez0]Approval process:
Example: If not all members are available, we at least need the approval of the executive director.




[bookmark: _5ku61hi62wa9]

[bookmark: _avkl2ztb2yel]STEP 2. IDENTIFY THE CATEGORIES OF INCIDENTS THAT COULD WARRANT RAPID RESPONSE 
Determine how using rapid response will best serve your goals and the types of “predictable” events that would provide opportunities for rapid response. This might include moments where the community you serve will need direct assistance, moments that shine a light on complex issues you are working on or moments where your perspective is particularly valued.  
· 
(Example: Federal policy now requires work requirements. Your state legislature is considering a verification procedure that is projected to result in thousands of people in your area losing their health coverage.)
· 
(Example: A new policy related to your issue area has emerged as a hot topic and you are getting requests from peers and/or reporters to comment.)
· 
(Example: Funding cuts to your city are threatening to discontinue the main transit line that connects your community to the local hospital.)
[bookmark: _jlv1d0qna8qg]STEP 3. CREATE A RUBRIC FOR WHEN YOU SHOULD RESPOND 
Your protocol can consider both moments to publicly comment and/or to mobilize. Review the questions below with your rapid response team and use your answers to guide your actions.
A. Should you publicly comment?
· Do you know enough of the facts? 
· Does it align with your organization’s work and mission?
· Can you tie in your existing messaging, calls-to-action or goals?
If NO to any of the above, don’t respond. 
· Do your existing audiences expect you to respond? 
· Are you an important messenger or do you have a valuable or new perspective that you are ready to share?
· Do you have the capacity to respond?
· What benefit or risk is there by commenting?
If NO to any of the above, consider engaging a partner to respond or sharing their response.
B. Should you mobilize?
· Do you know enough of the facts? 
· Does it align with your organization’s work and mission?
· Does it impact the community you serve?
If NO to any of the above, don’t proceed. 
· Do your existing networks expect you to act? 
· Do you have a particular ability to contribute through your networks or platform? 
· Do you have the capacity to act? 
If NO to any of the above, consider engaging a partner to proceed.
[bookmark: _saawwghowyz2]STEP 4. FLAG THE MOMENT AND GATHER INFORMATION 
How will you flag the moment and connect with the rapid response team?
Example: Whoever hears about a potential rapid response moment will notify all committee members via text. If the group agrees, a call will be set up for discussion.


After the moment is identified ______________________ and _______________________ will gather the key details to share with the committee.
[bookmark: _i9b42fryinoc]STEP 5: DETERMINE YOUR MESSAGE(S)
The rapid response team will determine who you should communicate with at this moment and what you should say. Sample audiences and messaging considerations:
· Internal audiences and board members: Before any external communication, inform with same accurate information and messaging
· Your partners, supporters or members: Inform and engage with a call to action
· Media: Offer a clear perspective or provide context or information specific to your expertise
· Impacted people: Inform about access to resources or support 
· Policymakers: Inform about impact and share what your community expects of them
[bookmark: _bp550qxmvt7q]STEP 6: REACH YOUR AUDIENCES
Determine which response tactics to use based on who you need to reach and how quickly you need to reach them. Examples:
· Statements, press releases, webinars or op-eds
· Social media posts
· Emails to networks, coalitions or supporters
· GoFundMe or other direct calls-to-action 
· Sign-on letters
After the tactic is identified _______________________ and _______________________ are responsible for sending out your communication.
Are there outside partners you will need to engage with? If so, you will need to identify and prepare them in advance if possible.
· 
· 
· 
[bookmark: _rrd26mul4oy0]STEP 7: DEBRIEF 
After a rapid response situation, the committee should review and evaluate response time, effectiveness and/or coverage of the situation, and adjust processes for the future. The questions below can be used to frame your team’s debrief:
· What went well? What didn’t go well?
· Internally?
· Externally?
· How was your rapid response criteria helpful in determining whether or not to respond in the moment?
· Was everyone who needed to be part of your decision-making team included and able to contribute?
· In hindsight, what could you have done differently? What points of your response process/protocol could have gone smoother?
· Was your scenario planning sufficient? Did anything arise that you hadn’t anticipated? Do you need to account for more/different scenarios in the future?
· Did you reach your target audiences? And in the correct sequence of communication?
· How was your messaging received by your target audiences?
· Did you respond rapidly enough? What were the delays, if any, in the timing of your communication?
· To what extent were you able to mitigate or address the issue caused by the rapid response situation?
· What did you learn from this situation? How can you incorporate those learnings into your rapid response communication strategy/protocol?
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Rapid Response Communication Template




