	Crisis Response Team

Roles and Responsibilities

	Crisis Response Team Leader

The team leader oversees and manages the planning and implementation of crisis response measures across functional sections in the organisation.  He/She will provide leadership during business contingencies to ensure that the organisation’s response is well-coordinated.

Key Roles & Responsibilities:

1. Oversee and coordinate crisis response planning and implementation

2. Prepare senior management on crisis response measures
3. Consult the crisis response team and implement appropriate plans

*You may customise the specific roles and responsibilities of this team according to your organisation’s needs.

Team Leader

Name:                                                                   Designation:

Contact No.:                                                        Alternative Contact No.:

Alternative Team Leader

Name:                                                                   Designation:

Contact No.:                                                        Alternative Contact No.:



	Crisis Response Team

Roles and Responsibilities

	Crisis Communication 

The crisis communication team should help to develop and review the organisation’s crisis communication plans.  During business contingencies, it should recommend appropriate communication responses and manage both internal and external communication.

Key Roles and Responsibilities:

1. Media management

2. Inform and update all staff of emergency situations and the corresponding measures

3. Develop prepared lines and messages that could be used to address crisis situations

* You may customise the specific roles and responsibilities of this team according to your organisation’s needs.


Section Lead

Name:                                                                          Designation:

Contact No.:                                                                Alternative Contact No.:

Section Members

Name:                                                                           Designation:

Contact No.:                                                                 Alternative Contact No.:
Name:                                                                            Designation:

Contact No.:                                                                  Alternative Contact No.:



	Crisis Response Team

Roles and Responsibilities

	Human Resource 

The human resource team should coordinate and implement work arrangements to help minimise disruptions to core business functions.

Key Roles and Responsibilities:

1. Ensure payroll continuity

2. Allocate manpower and implement contingency and alternative work arrangements 

3. Ensure employees’ well-being and harmonious workplace relations

4. Recommend and coordinate programmes that support employees’ welfare and maintain good relations and morale at the workplace 

5. Arrange welfare and psychological support through various platforms, e.g. informal counselling, seminars or forums

6. Gather feedback on employee concerns and anxieties 

7. Work with unions (if company is unionised)

*You may customise the specific roles and responsibilities of this team according to your organisation’s needs.


Section Lead

Name:                                                         Designation:

Contact No.:                                              Alternative Contact No.:

Section Members

Name:                                                         Designation:

Contact No.:                                               Alternative Contact No.:



	Crisis Response Team

Roles and Responsibilities

	Workplace Safety and Health 

This team is responsible for employees’ physical safety and health.  It should implement plans to minimise damage or physical harm to employees, e.g. evacuation plans, safer work procedures.

Key Roles and Responsibilities:

1. Assess and review existing risks to workplace safety and health; manage them by establishing safe work procedures

2. Ensure that all staff are familiar with safety procedures

3. Report incidents to relevant authorities immediately 

4. Manage issues related to workplace injuries

*You may customise the specific roles and responsibilities of this team according to your organisation’s needs.


Section Lead

Name:                                                                Designation:

Contact No.:                                                     Alternative Contact No.:

Section Members

Name:                                                                Designation:

Contact No.:                                                      Alternative Contact No.:



	Crisis Response Team

Roles and Responsibilities

	Facilities Management and Operations

This team should coordinate with different departments in the organisation to ensure the continuity and/or recovery of facilities and supplies needed for critical business functions.
Key Roles and Responsibilities:

1. Plan and prepare for disruptions to facilities and operations, e.g. utility disruptions, workplace accidents, building disasters, critical suppliers experiencing a crisis

2. Prepare for alternative locations, facilities and supplies, e.g. alternative work locations and storage sites, and alternative suppliers, contractors and vendors

3. Backup critical records, computer systems and facilities

*You may customise the specific roles and responsibilities of this team according to your organisation’s needs.


Section Lead

Name:                                                            Designation:

Contact No.:                                                 Alternative Contact No.:

Section Members

Name:                                                           Designation:

Contact No.:                                                Alternative Contact No.:



