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Plan Overview 
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NOTE: A plan review chart allows you to keep track of when changes were made, who made the 
changes, who approved the revisions and any special notes regarding the update. 
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Why Have a Crisis Communications Plan? 

 
A crisis communication plan is a vital part of emergency preparedness and response. Northville 
Township’s success is dependent, in part, upon its reputation. Having a solid crisis 
communication plan, which has been integrated with the Township’s Emergency Operations 
Plan, one that is well-tested, understood and practiced by Township employees, can not only 
save our reputation, but at times, can also save lives. In short, it builds trust. 

 
From a practical application standpoint, a crisis communications plan does the following: 

 Defines and assigns the crisis team. 

 Outlines roles and responsibilities of the crisis team. 

 Details steps to take in a crisis event. 

 Indicates who to contact, resources that are available and procedures to follow. 

 Provides a platform for training, testing and improvement. 
 

Plan Organization 
 

The Northville Township crisis communications plan is divided into three major sections. 
1) Quick Response – This section includes the first seven steps to take in a crisis. 
2) Resources – Throughout the plan there are references to the Resources section, 

which provides more information on various elements of communication crisis 
response, templates, checklists and reference materials. The documents within the 
Resources section can be clicked on through hyperlinks as they are referenced in the 
plan or by the listed page number. 

3) Communication Strategy –- This section includes additional Northville 
Township protocols. 

 

Plan Instructions 
 

Northville Township will keep a copy of this plan both at the office and offsite, in a crisis 
communication team member’s laptop bag. A copy of the plan will also be maintained offsite 
both electronically and in paper format. It is the responsibility of the crisis communication team 
leader (CCTL) to ensure that a copy of the plan is available to each team member, other staff 
and key emergency response partners for use in the event of a crisis. It is also the responsibility 
of the CCTL to ensure that the plan is kept up-to-date and that the team members have read 
the plan and understand its contents, including how it augments the Emergency Operations 
Plan. 
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Plan Review 
 

The crisis communication team (CCT) will review this plan on a yearly basis to check that: 

 Contact information lists are current. 
 New initiatives or identified risks are assessed and included. 
 Changes to risk communications policies, practices or procedures are up-to-date. 

 

Changes to the plan will be noted on the Plan Review Chart. 



Quick Response   
 

8  

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Resource A: Quick Response 
PAGE INTENTIONALLY LEFT BLANK 

 
  



Quick Response   
 

9  

Seven Steps for Crisis Communication 
 

Communicating before, during and after a crisis is important – not only when working with the 
media, but also with employees, family members and Township stakeholders. The following is 
a seven-step approach to: 

1. Help you understand your communication role in an emergency 
2. Follow and support Northville Township procedures 
3. Know what communication actions to take 

 
Depending on the intensity of the situation, it is possible that all of these steps could be taken 
within the first three hours of a crisis and then repeated as needed during the course of the 
situation. 
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STEP 1: Verify the Crisis Situation 

 
The first step is to determine what has happened (what, when, who, how, why), by 
coordinating at an agreed-upon command post and immediately identifying as many facts as 
possible: 

 

WHAT happened and where? 

WHEN did this happen? 

WHO is involved? 
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HOW did it happen? 

WHAT is currently being done? 

FUTURE: What will do to make sure this does not happen again? (While it may be too early to 

reveal this publicly, start thinking about it at this point.) 

REMEMBER TO NEVER SPECULATE. 

When collecting the data consider the following: 

 Do you have all the facts (to the best of your knowledge) 

 What other information do you need to put the event into perspective? 

 Has the situation been confirmed? 

 Was your information source(s) credible? 

 Is information consistent from several sources? 
 

In some cases, the media may be alerted to the situation before all of these facts can be 
determined. Even if you do not have all of the information yet, it is important to notify the 
Crisis Communication Team who will provide the media with a statement indicating that the 
situation is under investigation and that as soon as more information is available, it will be 
provided. Review the Township media policy before a crisis for more information on how to 
respond. You can also reference the sample holding statement in the resource materials 
section. 

 

See Resources for related documents: 

 Northville Township Media Policy in section F 

 Sample Holding Statement in section D 

 Press Release Template in section D 
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Crisis Situations 
Each crisis is unique, but there is an opportunity to become familiar with a variety of scenarios 
so that a potential crisis can be quickly recognized and addressed. 

 

Northville Township has identified a number of scenarios that could adversely impact 
operations, financial stability and reputation. These scenarios may include: 

 Cave-in 

 Chemical spills/leaks 

 Civil disturbance 

 Community evacuation 

 Environmental 

 Explosions/Implosions 

 Exposures to harmful substances 

 Financial improprieties 

 Fires 

 Injuries/Fatalities 

 Natural disasters 

 Power failure 

 Transportation 

 Train derailment 

 Water issues 

 
For a more detailed list of scenarios, see the Crisis Scenarios List. 

 
 

 
See Resources for related documents: 

 Crisis Scenarios List in section C 

 Crisis Scenario Examples in section C 
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STEP 2: Notification and Assignments 

 
First, the Department Rep should contact the Northville Township Manager, who will reach 
out to the Crisis Communications Team Leader (CCTL). 

 
NOTE: Even if the situation does not seem like it could cause community or media attention, it 
is important that the CCTL be informed. Crisis situations can escalate very quickly, and it is 
extremely important that the communication team stay up-to-date on the situation. 

 

Communication Notification Steps 
These follow in tandem with steps outlined in the Emergency Operations Plan. 

1. Department Rep (DR) calls Township Manager. 

2. Township Manager should immediately call the CCTL. 
3. CCTL will coordinate contacting all members of the Crisis Communications Team 

(CCT) (see chart below). 
4. A conference call will be scheduled so the Manager and CCT members can determine if 

there is a communication crisis, and, if so, what communication crisis level it has 
reached (see Step 3) and what are the next steps. 

 

** As needed or available 

Dept. Rep. 
(DR) 

Crisis Comms 
Team 
Leader 
(CCTL) 

Township 
Manager  

Assistant** 
CCT PR/Media 

Legal 
Counsel 

HR &  Public 
Safety 

Facilities Dept. 
Directors 

Conference Line 
[Insert Crisis line and call 
code if needed] 
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Crisis Communications Team Assignments 

Role/ 
Responsibility 

Primary 
Name/Title 

Alternate 
Name/Title 

Crisis Communications Team Leader 
 Coordinates the Township’s  

communication response 

 Oversees message development and 
coordinates message with any partner 
also involved (i.e. DTE ) 

 Arranges scheduled and emergency 
team meetings, works with 
department directors 

 Oversees broad and specific team 
functions 

 Ensures required resources are available for 
team member assigned duties 

 Communicates with operational team at 
the site or Township Hall 

  Shaun Nicoloff 

  IT & Communications    

Director 

  Cell: 248-504-9131 

   Rene Wisely 

  Communications & Media 

Specialist 

  Cell: 248-675-5619 

Assistant CCT Coordinator 

 Assists the team coordinator with 
prioritizing duties and handling 
inquiries. 

 Fulfills all the duties and responsibilities of 
the CCTL in his/her absence. 

 Works in close liaison with the 
spokesperson facilitator to ensure 
message accuracy. 

 Assists with media relations. 

   Rene Wisely 

  Communications & Media 

Specialist 

  Cell: 248-675-5619 

  Jaimee Kasperlik 

  Digital Marketing 

Specialist 

 Cell: 616-644-7869 

Family Liaison 
 Establishes, coordinates and initiates 

contact with family members to notify 
with updates and information as 
information becomes available. (NOTE: 
Family members should always be informed 
before the media. See Working with Family 
Members in the Reference Materials.) 

 Coordinates family liaison, clergy and other 
special interest groups to assist in family 
needs. 

 Liaison to CCT and spokesperson about 
family concerns, etc. 

  Chelsea Ditz 

  Human Resources Director 

  Cell: 248-329-8539 

  Nora Colegrove 

 Human Resources 

Specialist 

  248 202-8527 
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Role/ 
Responsibility 

Primary 
Name/Title 

Alternate 
Name/Title 

 Handles logistical needs (food, lodging, 
professional services) of families. 

 Works with coordination efforts of clergy and 
counseling partners. 

 
NOTE: The Family Liaison team member should 
have appropriate training for working with 
affected family members. It can be a human 
resources professional, but should not be the 
CEO or the spokesperson with the media. 

  Chelsea Ditz 

  Human Resources Director 

  Cell: 248-329-8539 

   Nora Colegrove 

 Human Resources 

Specialist 

  Cell: 248-202-8527 

Partner Representative (PR) 
 Is the communication liaison between 

partner and the CCT.

 Keeps CCTL and core decision group up-
to-date on new developments.

 Dedicated to linking operational response 
to communications response.



   TBD  

Township Manager 
[Keeps BoT and directors updated, message 
approval, spokesperson, strategizer, etc.] 
 

  Glenn Caldwell 

 Township Manager 

 Cell: 248-219-2826  

  TBD 

Legal Counsel/Advisor 
 Legal advice on communications 

strategies. 

 Legal advice on messaging to victim(s), 
family members, media, etc. 

 Approved messages before release. 

  TBD – crisis specific  TBD 

Department Directors (as needed) 
 Provide communication input regarding  

their area of expertise (i.e., the senior 
Human Resources representative may be 
called upon for assistance in a Union Strike 
situation.) 

 [Insert list of senior advisors and the 
roles they may play in an emergency] 

  Fire Chief, Police Chief, 

Dir. of Public Svcs, Finance 

Director, Clerk, NYN Dir., 

Parks & Rec Dir., HR Dir., 

ITaC Dir   Also: Facilities, 

Water & Sewer 

Hilden: 248-504-7390 

Siegel: 248-308-9772 

Belair: 248-533-5353 

Lear: 248-533-4758 

Smith: 248-993-0153 

Ditz: 248-329-8539 

Prevo: 248-533-7242 

Hillman: 248-230-0421 

Jankowski: 248-938-1921 

Nicoloff: 248-504-9131 

Weber: 248-880-3042 

McCullough: 248-912-8645 
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Spokesperson 
 Works with CCT to publicly issue 

statements to the media. 
 Serves as lead representative for the Twp. 

  Township Manager Glenn 

Caldwell or his designee 

  TBD 

 

Role/ 
Responsibility 

Primary 
Name/Title 

Alternate 
Name/Title 

at press conferences with assistance from 
operational staff, state/local agencies, 
partners, etc. 

 

NOTE: The Spokesperson may be the CEO, senior 
advisor, subject matter expert, or CCLT 
depending on the situation. 

Township Manager Glenn 

Caldwell or his designee 

Cell: 248-219-2826 

   TBD 

Information Technology Coordinator 
 Oversees and coordinates the 

technology needs for the situation, 
including:

1. Computers/Internet/E-mail 
2. Phone Lines 
3. Printers/Copiers 
4. Fax machines 

 Coordinates/Assists with establishing the 
technology needs for the media and family 
sites.



  Shaun Nicoloff 

  IT & Communications    

Director 

  Cell: 248-504-9131 

  Matt Feldkamp 

  IT Manager 

  Cell: 248-533-4386  

Web Site Coordinator 
 Coordinates with the CCTL to provide up-

to-date information on the web.

 Monitors Web site comments and 
provides updates to the CCT.



     Rene Wisely 

  Communications & Media 

Specialist 

  Cell: 248-675-5619 

   Jaimee Kasperlik 

 Digital Marketing 

Specialist 

 Cell: 616-644-7869 

VIP Liaison 

 Coordinates communication with VIPs
– mayor, state legislators, governor, 
congresspersons, etc. 

 Oversees logistics for VIP visits, 
location, mine access, etc.



  Sheila Weber 

  Executive Administrator 

  Cell: 248-880-3042 

  Rene Wisely 

Communications & Media 

Specialist 

  Cell: 248-675-5619 
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[Add additional team members and their 
responsibilities] 
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STEP 3: Assess the Communication Crisis Level 

 
Based on the level of communication required as listed in the criteria below, the crisis team and Township Manager 
should determine the crisis level of the situation. 
 

LEVEL COMMUNICATION  CHARACTERISTICS 

 

4 
HIGHLY INTENSE 

 Media have immediate and urgent need for 
information about the crisis. Township Manager 
may need to provide opening statement of 
empathy/caring. 

 One or more groups or individuals express anger or 
outrage. 

 Broadcast and print media appear on-site for live 
coverage. 

 

 
3 

INTENSE 

 Crisis causes growing attention from local and 
regional media. 

 Media contacts non-CCT staff for information 
about the crisis. 

 In addition to the media, stakeholders and 
community partners are present at site. 

 Affected and potentially affected parties threaten to 
talk to the media. 

 

2 
MODERATELY 

INTENSE 

 Crisis situation may/may not have occurred; the 
situation is attracting slow, but steady media 
coverage. 

 External stakeholders (e.g., county, state or Fed) 
receive media inquiries. 

 The public at large is aware of the situation/event but 
is attracting very little attention. 

1 
MINIMALLY 

INTENSE 

 Crisis attracts little or no attention. 

 Pre-event information requests are received. 

 Public and/or media are virtually unaware of 
crisis. 
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STEP 4: Communication Management 

 
Message Management 

1. Schedule regular internal communication updates.  
2. Provide updates and talking points to Public Safety Officers/Dispatchers to inform 911 callers.  
3. Schedule regular updates with partners. 
4. Identify key audiences. 
5. Start crisis inquiry log from public and/or media. 
6. Select and/or assign spokesperson(s) (site and/or Township Hall). 

 

Communication Logistics 

1. Identify main on-site contact. 
2. Establish a location for communications operation center. 
3. Address other logistics: 

 Set-up a site for the media away from the scene of the crisis. This step needs 
to be taken care of very quickly so that media cannot set-up near the scene – 
once they have established a site, it is difficult, if not impossible, to move them. 

 Set up a family/employee site away from the media and the crisis scene. 
 Establish a place for VIP visitors. 

 Determine if additional/compatible cell phone capability is needed, e.g., to 
enable rescue teams from various companies to communicate or if area has 
limited cell phone coverage. Many state offices of homeland security and 
emergency management will provide satellite towers and cell phones. A list of 
those agencies and contact information can be found at 
http://www.dhs.gov/files/resources/editorial_0306.shtm 

 

4. Determine crisis site hours of operation and who will be staffing the site. 
Note: You will need to have communication staff both onsite and at the designated 
headquarters. The number of individuals at each site per shift depends on staff 
availability and the intensity of the crisis situation. 

 
 

 
See Resources for related materials: 

 Audience List in section D 

 Audience and Questions Worksheet in section D 

 Communication Operations Schedule in section A 

 Crisis Inquiry Log in section A 

 Spokesperson Assignment Sheet in section E 

http://www.dhs.gov/files/resources/editorial_0306.shtm
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 Spokesperson Guidelines in section E 

 Working with Family Members in section A 

 Working with the Media in section A 

 
 

 
STEP 5: Develop Messages 

 
Once the crisis level has been determined and factual information to be communicated has been 
confirmed, it is time to begin planning a response strategy for communicating critical information 
and for responding to potential questions for each audience. During this step, the Crisis 
Communications Team should: 

 Develop a script for conveying key information points. 

 Develop or refer to a list of questions that could be asked by a variety of 
audiences (families, media, partner, organizations) about the crisis. 

 Modify pre-scripted messages or develop new messages. 

 Be prepared to address the department’s or the Township’s record for the relevant 
crisis situation, e.g., firearm safety, financial integrity, treatment of employees. 

 Determine how the Township will manage inquiries regarding an elected or other 
senior management’s activities that are unrelated to the crisis situation, e.g., political 
activities. 

 Identify the best methods for delivery of key messages. 

 Monitor crisis and update messages based on the crisis. 

 
 
 

See Resources for related materials: 

 Audience List in section D 

 Audience and Questions Worksheet in section D 

 Holding Statement Samples in section D 

 Message Mapping Steps in section D 

 Message Map Work Sheet in section D 
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STEP 6: Approve and Release Messages 

 
Message Approval 
Once messages are developed for each potential audience, all messages that will be 
distributed internally to employees and externally to the public, shareholders, the media, etc., 
must be approved by the following individuals: 

1. Crisis Communication Team Leader (CCTL) 
2. Legal Counsel/Advisor (optional) 
3. Department Director  

4. Township Manager  
 

Once all four parties have reviewed the message(s), the CCTL will work with the Crisis Communications 
Team (CCT) to make needed changes and finalize for official release. 

 

Message Release 
Messages can be released through a variety of means and messengers and at various time 
frames, depending on the crisis. In crisis levels 3 or 4, the main statement or overarching 
message should come from the Township Manager and, if deemed appropriate, include a 
message of empathy and caring. 

 

Delivering messages to a broad range of people will need to be a team effort as outlined in the 
Emergency Notification Charts in Section D. However, ALL messages should be coordinated 
with the CCTL and channeled through the approval processes to make sure that they are in line 
with the overall messages and approved by Northville Township for release. 

 
 
 
 

 
See Resources for related materials: 

 Emergency External Audience Notification Chart in section D 

 Emergency Internal Audience Notification Chart in section D 

 Holding Statement Samples in section D 

 Message Approval Form in section D 
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STEP 7: Monitor and Provide Feedback 

 
During and after the crisis the CCTL will coordinate with the CCT to: 

 
1. Review crisis coverage 

 Review media outlets that have inquired about the situation. 

 Review media within a designated area of the facility (distance 
depends on the nature of the event). 

 Review national and business media. 

 Conduct regular searches through internet search sites for key words, such 
as the name of the Township, the incident, people involved, etc. 

 In some cases, monitor blogs, comment boards (i.e. NextDoor) or chat sites to 
assess community/employee concerns/comments. Keep in mind the 
following when reviewing these sites: 

1. Although things should be taken seriously, understand that blogs 
and comments board can be used simply to “let off steam.” 

2. Northville Township or members of the CCT should NEVER respond, 
even anonymously, through social media, a blog or chat site. The only 
exception is if Northville Township establishes a comment post or 
board specifically to address concerns and clearly advertises the site 
for that purpose. Keep in mind, however, that all communication can 
be pulled for legal purposes, so all communication through this site, 
like all media communication, should go through official 
review/approval procedures before posting. 

 
2. Identify story trends 

 What is the main focus for the media?

 Is the focus changing?

 Are there patterns that indicate messages to which we should be 
focusing on or respond?

 
3. Identify public and key stakeholder issues 

 What are the major issues being addressed through the media?

 What questions or concerns are being posed?

 Incorporate lessons learned into crisis plan
 During the crisis and afterward, in a post mortem, what were the lessons 

learned (e.g., what types of messages are needed, what approach the media 
takes to a certain type of story, what the media, public and shareholders are 
asking, etc.) should be noted to assist in planning and response for future 
situations.

 What methodology will be used?

 What media should be approached?
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NOTE: Solicit feedback from Township leadership/employees outside of the CCT to assist in 
identifying what worked, what didn’t and lessons learned. 
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Working with Family Members 

 
Keeping the family informed about the situation is an essential part of crisis communications 
and should be viewed as a priority for the Crisis Communications Team. Please review the 
following checklist when working with employees’ family members. 

 

Logistics 

 Establish a site for family members. Location should be: 

 Coordinated with Public Safety, if appropriate 

 Away from the crisis site 

 Away from media location 

 Easily accessible 

 As comfortable as possible 
 

 Coordinate with local not-for-profit response agencies/organizations to assist with: 

 Food 

 Beverages (No alcohol) 

 Counseling 
 

 Select a facility with: 

 Parking 

 Toilet facilities 

 Comfortable seating 

 Private consultation room (if possible) 
 

Communication 
 Appoint a family liaison to coordinate family communication and response. 

 Liaison should be appropriately trained 

 Liaison should be familiar with Northville Township’s medical and related benefits 
and assistance policies 

 
 Work with any involved partner to coordinate family communication. 

 

 Establish protocols for sending updates to family liaison and authenticating updates. 
NOTE: Family members should ALWAYS be updated before the media or VIPs. 

 
 Partner with clergy/counsellors to be on-site when making announcements – especially 

those involving injury, fatality or uncertainty. However, clergy/ counsellors should never be 
given the responsibility of conveying information about the crisis situation to family 
members. This is the responsibility of Northville Township. 
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 When communicating with family members always: 

 Make sure information is accurate. 

 Coordinate information with any partners. 

 Provide updates to family members before making any announcements to the 
media. 

 Be prepared to handle/answer difficult questions regarding who was at fault/who is 
to blame, compensation, lawsuits, timelines, etc. Anticipate these questions in 
advance, develop messages and if approved through the CCTL, Township Manager 
and legal team, provide updates. 
 
NOTE: Family liaisons should ALWAYS check messages through the CCTL before 
proceeding. 
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Working with the Media 

 
The media play an essential role in informing the community and will do so with or without 
your help. Depending on the level and duration of the crisis, especially one involving the fate of 
multiple individuals, the number of media representatives can reach 100 or more on site and 
numerous other requests for information are likely to be made by phone or e-mail. 

 
The most important members of the media are local reporters (newspaper, radio and TV) who 
will be the main source of information for employees, their families and other community 
members. The regional wire service reporter will play a big role in how the event is covered 
nationally. As a result, the media communications team should work most closely with these 
members of the media. 

 

Scheduled press conferences and released statements are the most efficient and effective 
way to brief non-local media. If you need additional assistance with non- local media, 
consider contacting a local PR agency for assistance with management.  

 

Media coverage of recent crisis events in United States have followed a similar sequential arc as 
follows: The nature of the event; rescue efforts (if appropriate); the record of the operation 
(safety, financial, etc.); who is at fault (the company, regulatory officials, etc.); and, more 
recently, the background and political activities of the senior management. The 
communications team should be prepared to address all of these story lines—including 
choosing not to address questions about the Township Manager, Supervisor or Directors. 

 
When thinking about how you can best work with the media, keep the following in mind: 

 
Logistics 
 Establish a site for the media quickly – or they will establish a place. Location should be: 

 Coordinated with any involved partners 

 Away from where the crisis occurred  

 Away from the family and VIP location 

 Easily accessible 

 As comfortable as possible 
 

 Select a facility with: 

 Comfortable seating 

 Parking with enough space for satellite trucks 

 Two different doors. One door where the spokesperson comes in and out and one the media uses 
to go in and out. 
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 Private consultation room (if possible) 

 Security – have the media check in when they arrive. Be sure they have 
appropriate media credentials 

 Toilet facilities 
 

 Select a facility capable of accommodating: 

 Podium with ability to attach several microphones 

 Chairs 

 Additional needs to consider: 

 Computers/Internet access 

 Copy machine and paper 

 Electrical outlets 

 Electrical power strips 

 Fax machine and paper 

 Flip charts and black or blue markers 

 Masking tape 
 Notepaper/Pens 

 Telephones (landlines) – especially if cell phones don’t work in that area 

 

Communication 
 Appoint a media liaison to address logistics and media needs 

 
 Appoint a media liaison to coordinate family communication and response. 

 

 Work with any partners to coordinate messages. 
 

 Communicate through press briefings so that all media receive the same information at the 
same time. 

 

 If you set a time for a media briefing – keep it! Even if you do not have new 
information, it is important to provide the media with an up-to-date statement. 

 

Communication Aids 
 Current Township maps 
 Graphics depicting the crisis incident operations 
 Photographs and/or video of the crisis scene 
 Fact sheets about the Township, history, safety record, etc., and names, titles and job 

responsibilities or professional qualifications of individuals who will be briefing the media. 

 Glossary of terms 
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Media Room Setup Example 
 
 
 

 

AV Screen 

Briefing Clock 

Status 
Board 

Speaker’s Table 
Map 

Status 
Board 

Briefing Room 
Status 
Board 

Map 

Copier 
and fax 

Public Information 
Officer Work Area 

 

Phones/Internet access 

 
Registration 

and Security 

Copier and fax 

Media Work Area 
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Using the Web and Social Media 

 
Importance of Using the Township Website 
Websites have become a go-to source for information in times of emergency – not only for the 
media, but also for employees, family members and the community at large. The web allows 
information to be updated quickly and is a forum for the company’s stance on the situation. In 
the public eye, it’s more trustworthy than a social media site. 

 

During an emergency it may be difficult to find time to develop an online format for emergency 
information. Developing a “dark site” prior to an emergency can assist in limiting the amount of 
work that has to be done in-event. 

 
Developing a Dark Site 
A dark site is a website that is prepared in advance of an emergency, but is not viewable on a 
regular basis. The site can be made readily accessible once a crisis occurs. 

 

A dark site should look similar to the Township website for brand consistency so that it can 
either replace the main page of the company site temporarily or be linked to from the main 
site. 

 
The following are a few examples of what type of information can be housed on a dark site: 

 Fact sheets specifically for crisis use 

 Company information, history, statistics, safety record, etc. 

 Township maps 
 Township photos 

 Township-related property diagrams 

 Placeholder for crisis specific messages 

 References to other Web sites that could provide additional information, such as federal 

government organizations, etc. 
 

Make sure all information is up-to-date before making the site live. During a crisis is the worst 
time to have incorrect or outdated information up for public viewing. 
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Importance of Using the Township’s Social Media 
The website should be updated first, followed by social media. Social media’s various platforms hit 
multiple audiences quickly. Having the website completed first gives social users an opportunity to verify 
what they are reading; it builds trust. 
 
Once information is posted on social media, the comments section needs to be monitored for 
misinformation and questions from the community. Staying consistent with messaging has never been 
more important. Follow Northville Township policy on responding. (See XX.) 
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Crisis Inquiry Log 
 

Caller:   
 Media  Employee/Family  Public  Board/Shareholder Date:

 Time of Call:  

Organization:   

Phone number:   

Fax:   

Address:   

 

 
 
 

 

Inquiry:   
 
 
 

 
 
 

 

Deadline:  

Person taking call:  

●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●● 

Reply made by:  

Date/Time:  

Reply:  
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Communication Operations Schedule 
 

NOTE: The example below illustrates a three-member team on an eight-hour rotation with two- 
hour overlaps. The number of people may vary depending on the size of the Township and the 
situation. If communication is happening between the crisis site and Township Hall, there 
should be individuals at both locations for each shift. 

 
NAME 1 a.m. 2 a.m. 3 a.m. 4 a.m. 5 a.m. 6 a.m. 7 a.m. 8 a.m. 

Shaun Nicoloff         

Rene Wisely         

Jaimee Kasperlik         

         

         

         

         

         

         

 

 
NAME 9 a.m. 10a.m. 11a.m. 12p.m. 1 p.m. 2 p.m. 3 p.m. 4 p.m. 

Jaimee Kasperlik         

Shaun Nicoloff         

         

         

         

         

         

         

 

 
NAME 5 p.m. 6 p.m. 7 p.m. 8 p.m. 9 p.m. 10p.m. 11p.m. 12a.m. 

Rene Wisely         

Jaimee Kasperlik         
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Resources: B -- Contacts   

Subject Matter Experts 
 
 

Area of Expertise Name/Title Organization 
Contact 

Information 
 Abdul El-Sayed 

Director of Public Health 
Division  

  Wayne County Office: 734-727-7400 

Public  Safety and 
Health 

Cell:  
Home: 
Fax: 734-727-7165 

 E-mail: 
hhvsdirector@waynecounty.co
m 

 

Legal/Labor Law 

John Clark, 
Attorney                             
         

Giarmarco, Mullins & 
Horton, P.C.       

Office: 248-457-7023 
Cell: 248-310-1968 
Home: 
Fax: 
E-mail: jclark@gmhlaw.com 

Crisis and Risk 
Communications 

Matt Friedman 

Partner 

 Tanner Friedman Office: 248-662-0006 

Cell: 248-669-1619 

Home: 

Fax: 

E-Mail: 
mfriedman@tannerfriedman.c
om 

 

  

  

Human 
Sara Ross, 
Account Manager 

 Ulliance 

 

EMERGENCY:  
877-912-2733 

Office: 248-
244-7834 

Resources/Family Cell: 
Home: 
Fax: 
Email: sross@ulliance.com 
 

Liaison  

 Matt Friedman 

Partner 

Tanner Friedman Office: 248-662-0006 

CEO and Corp. 
Reputation 

Cell: 248-
669-1619 
Home: 
Fax: 

 E-mail: 
mfriedman@tannerfriedman.co
m 

Municipality 
Operations 

Jenn Fiedler 

Communications 

Director 

 Michigan Townships 

Association 
Office: 517-
321-6467 

Cell: Home: 
Fax:517-321-
8908 

mailto:sross@ulliance.com
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E-
mail:jenn@michigantownships.
org 

 

Environmental 

 
Jill A. Greenberg 
Spokesperson 
Michigan Department of 
Environment, Great 
Lakes, and Energy 
c: 517-897-4965 
Michigan.gov/EGLE 
 

Michigan Dept. of 

Environment, Great 

Lakes and Energy 

 

For urgent media 
inquiries, please contact 
the Environmental 
Assistance Center at 
800–662-9278 or EGLE-
Assist@Michigan.gov 

Office: Cell: 
517-897-
4965 

Home: Fax: 
E-mail: 
GreenbergJ@michigan.gov 

 

Security 

 Theo Chalogianis Chalogianis Consulting Office: 734-
763-3434 

Cell: 517-
414-1119 

Home: Fax: 

E-mail: Chalogianis@gmail.com 

https://urldefense.proofpoint.com/v2/url?u=http-3A__Michigan.gov_EGLE&d=DwQF-g&c=euGZstcaTDllvimEN8b7jXrwqOf-v5A_CdpgnVfiiMM&r=VgLnu7M3xPV7V4tUCxMYn9yzkwW_XjU_92qyJwp2STg&m=g4IOdEk01pubJMyG1nE9QuZDIAJzrTSR9z3seEbd0ks&s=ZMGyyHl5GmdhsenK3spVwPrHXiLHeXi1Dtq893Y85aE&e=
mailto:EGLE-Assist@Michigan.gov
mailto:EGLE-Assist@Michigan.gov
mailto:Chalogianis@gmail.com
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Industry Experts 
 
 

Company Name Title 
Contact 

Information 
  Samer “Sam” Jaafar 

 

 Director of Wayne 

County Homeland 

Security & 

Emergency 

Management 

Office: 734-728-3711 

Public Health and 
Safety 

Cell: 
Home: 
Fax: 

 E-mail: 
hsemhelp@waynecount
y.com 

 

Environmental 

Hazardous Materials 

Response Team (HMRT) 

& Chief Siegel and Adam 

Burton who work on it. 

EGLE is another 

alternate. Call Siegel first. 

 Office: 734-942-5212  
Cell:  248-308-9772 
Home: Fax: 
E-mail: 

  Matt Friedman  Founder of Tanner 

Friedman 

Office: 248-662-0006 

Crisis and Risk 
Communications 

Cell: 248-669-1619  
Home: 
Fax: 

 E-mail: 
mfriedman@tannerfried
man.com 

 

Statistics 

Hengguang Li 
 

 Chair & Professor 

Wayne State 

University 

Mathematics 

Office: 313-577-2479  
Cell:  
Home: 
 Fax: 
E-mail: li@wayne.edu 

 

Stakeholders and Resources 
 
 

Company Name Title 
Contact 

Information 

Family 
 Substance Abuse and 

Mental Health Services 

Administration 

  Media: 

media@samhsa.hhs.g

ov or 240-276-2130 

press 4 

Office: 877-726-4727 Cell: 

Assistance/ Home: 

Counseling Fax: 
E-mail: 
SAMHSAinfo@samhsa.hh
s.gov 

 

Food Service 

Christopher Misiak  Culinary Arts 

Program Coordinator 

Schoolcraft College 

Office: 734-462-4492 
 Cell:  
Home: 
Fax: 
E-mail: 
cmisiak@schoolcraft.edu 

mailto:li@wayne.edu
mailto:media@samhsa.hhs.gov
mailto:media@samhsa.hhs.gov
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Emergency IT/ 
 Jamie Ogden InaCOMP TSG Office: 248-286-9003 

Cell: 248-444-0623 

Communications Home: 

Equipment Fax: 
E-
mail:Jamie.ogden@inaco
mptsg.com 

 

Company Name Title 
Contact 

Information 

 
Private Security 
Providers 

Theo Chalogianis Chalogianis 

Consulting 
Office: 
734-
763-
3434 
Cell: 
517-
414-
1119H
ome: 
Fax: 

E-mail: 
Chalogianis@gmail.com 

 

Other IT Stakeholders: 
 

Township Cybersecurity Contact  
N1Discovery  
Scott Wrobel 
scott.wrobel@n1discovery.com  
1.248.498.4130 office 
1.586.909.6743 cell 
 
Township Contact for Radio Communications  
Blake Tazzia 
Senior Account Manager 
Cell: 312-515-6374 
blake.tazzia@motorolasolutions.com 
 
911 Line Communication 
Tim McKee 
NG-911 Program Director 
Phone: 906-250-4490 
tmckee@pfnllc.net 
 
General Technology and Communications Contacts 
Department of Technology, Management & Budget 
Laura Clark 
Chief Information Officer  
Direct: 517-241-4090 
Main Phone: 517-241-5545 
dtmb-agencyservices@michigan.gov  

mailto:Chalogianis@gmail.com
mailto:scott.wrobel@n1discovery.com
mailto:blake.tazzia@motorolasolutions.com
mailto:tmckee@pfnllc.net
mailto:dtmb-agencyservices@michigan.gov
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Dispatch Communications Experts 
Jordyn Sellek, ENP 
Executive Director/911 Coordinator 
Conference of Western Wayne 
39293 Plymouth Road Ste. 101 
Livonia, MI 48150 
734-953-8834 (o) 
734-968-6604 (c) 
JS@c-w-w.org  
 
Cybersecurity & Infrastructure Security Agency (CISA) 
Website - www.cisa.gov  
CISA CENTRAL 
Phone: 888-282-0870 
central@cisa.dhs.gov  
Region 5 Contact - CISARegion5@hq.dhs.gov 
 
 
 

For Family Assistance and Counseling: 
 
Association for Children’s Mental Health 
6017 W. St. Joseph Hwy., Suite #200 
Lansing, Michigan 48917 
517-372-4016 
https://www.acmh-mi.org/ 
 
NAMI MICHIGAN (National Alliance on Mental Illness) 
401 S. Washington, Suite 104 
Lansing, MI 48933 
517-485-4049 
https://namimi.org/ 
 
SAMHSA (Substance Abuse and Mental Health Services Administration) 
877-SAMHSA-7 (726-4727) 
https://www.samhsa.gov/ 
Media Requests: media@samhsa.hhs.gov or 240-276-2130 (press 4) 

mailto:JS@c-w-w.org
http://www.cisa.gov/
mailto:central@cisa.dhs.gov
mailto:CISARegion5@hq.dhs.gov
https://www.acmh-mi.org/
https://namimi.org/
https://www.samhsa.gov/
mailto:media@samhsa.hhs.gov
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Network/Cable Television 
 
ABC News 
47 W. 66 St., New York, NY 10023 
Phone: 212-456-7777 
General e-mail: netaudr@abc.com & 
news.tips@abc.com 
Nightline: nightline@abcnews.com 20/20: 
2020@abc.com 
 
CBS News 
524 W. 57 St., New York, NY 10019 
Phone: 212-975-4321 
Fax: 212-975-1893 
Email forms for all CBS news programs CBS 
Evening News: evening@cbsnews.com 
The Early Show: earlyshow@cbs.com 60 
Minutes II: 60II@cbsnews.com 
48 Hours: 48hours@cbsnews.com Face the 
Nation: ftn@cbsnews.com 
 
CNN 
One CNN Center, Box 105366, Atlanta, GA 
30303-5366 
Phone: 404-827-1500 
Fax: 404-827-1906 
Email forms for all CNN news programs 
 
Fox News Channel 
1211 Ave. of the Americas New York, NY 10036 
Phone: 212-301-3000 
Fax: 212-301-4229 
comments@foxnews.com 
List of Email addresses for all Fox News 
Channel programs 

Special Report with Bret Baier: 
Special@foxnews.com 
FOX Report: Foxreport@foxnews.com 
Hannity:Hannity@foxnews.com  
 
NBC 
30 Rockefeller Plaza, New York, NY 10112 
Phone: 212-664-4444 
Fax: 212-664-4426 
List of Email addresses for all NBC news programs 
NBC Nightly News with Tom Brokaw: 
nightly@nbc.com 
NBC News' Today: today@nbc.com Dateline NBC: 
dateline@nbc.com 
 
MSNBC 
One MSNBC Plaza Secaucus, NJ 07094 
Phone: 201-583-5000 
Fax: 201-583-5453 
 
CNBC 
2200 Fletcher Ave. Fort Lee, NJ 07024 Phone: 201-
585-2622 
Fax: 201-583-5453 

mailto:netaudr@abc.com
mailto:news.tips@abc.com
mailto:nightline@abcnews.com
mailto:2020@abc.com
http://www.cbs.com/info/user_services/fb_global_form.shtml
mailto:evening@cbsnews.com
mailto:earlyshow@cbs.com
mailto:60II@cbsnews.com
mailto:48hours@cbsnews.com
mailto:ftn@cbsnews.com
http://www.cnn.com/feedback/
mailto:comments@foxnews.com
http://www.foxnews.com/foxfan/contact.html
mailto:Special@foxnews.com
mailto:Foxreport@foxnews.com
mailto:Hannity@foxnews.com
http://www.msnbc.com/news/435157.asp?cp1=1&nbc
mailto:nightly@nbc.com
mailto:today@nbc.com
mailto:dateline@nbc.com
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List of Email addresses for all MSNBC news programs 
Hardball with Chris Matthews: hardball@msnbc.com 
MSNBC Reports with Joe Scarborough: msnbcreports@msnbc.com 
 

PBS 
1320 Braddock Place, Alexandria, VA 22314 
Phone: 703-739-5000 
Fax: 703-739-8458 
The NewsHour with Jim Lehrer: newshour@pbs.org 

 
 

http://www.msnbc.com/news/435157.asp?0bb=-m1&nbc
mailto:hardball@msnbc.com
mailto:msnbcreports@msnbc.com
mailto:newshour@pbs.org
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National Radio Programs 
National Public Radio 
635 Massachusetts Ave. NW, Washington, DC 20001-3753 Phone: 
202-513-2000 

Fax: 202-513-3329 
E-mail: Jeffrey Dvorkin, Ombudsman: ombudsman@npr.org All 
Things Considered: atc@npr.org 
Morning Edition: morning@npr.org Talk 
Of The Nation: totn@npr.org 

List of Email addresses for all NPR news programs 
 

Clay Travis and Buck Sexton (formerly The Rush Limbaugh Show) 

Phone: 1-800-282-2882 

E-mail: teambuck@iheartmedia.com 

 
 

Sean Hannity Show 
E-mail: Phil Boyce, Program Director phil.boyce@abc.com 

 

 

mailto:ombudsman@npr.org
mailto:atc@npr.org
mailto:morning@npr.org
mailto:totn@npr.org
http://www.npr.org/contact/index.html#email
mailto:teambuck@iheartmedia.com
http://www.fair.org/phil.boyce%40abc.com
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National Newspapers 
 

The New York Times 
229 W. 43rd St., New York, NY 10036 
Phone: 212-556-1234 
Fax: 212-556-3690 
D.C. Bureau phone: 202-862-0300 
Letters to the Editor (for publication): 
letters@nytimes.com 
Write to the news editors: 
nytnews@nytimes.com 
New York Times Contact Information 
by Department 
How to Contact New York Times 
Reporters and Editors 
 
USA Today 
7950 Jones Branch Dr., McLean, VA 
22108 
Phone: 800-872-0001 or 703-854-3400 
Fax: 703-854-2165 
Letters to the Editor: 
editor@usatoday.com 
Give feedback to USA Today 

The Wall Street Journal 
1211 Avenue of the Americas., New York, NY 10036 
 Phone: 212-416-2000 
Fax: 212-416-2658 
Letters to the Editor: wsj.ltrs@wsj.com Comment on 
News Articles: wsjcontact@dowjones.com 
 
The Washington Post 
1150 15th St., NW, Washington, DC 20071 
Phone: 202-334-6000 
Fax: 202-334-5269 
Letters to the Editor: letters@washpost.com 
Ombudsman: ombudsman@washpost.com 
Contact Washington Post Writers and Editors 

 

 
 
 

mailto:letters@nytimes.com
mailto:nytnews@nytimes.com
http://www.nytimes.com/ref/membercenter/help/infoservdirectory.html#c
http://www.nytimes.com/ref/membercenter/help/contactpaper.html
http://www.nytimes.com/ref/membercenter/help/contactpaper.html
mailto:editor@usatoday.com
http://contact.usatoday.com/feedback/print/feedback-form.asp?type=USAT%2B-%2BLT
mailto:wsj.ltrs@wsj.com
mailto:wsjcontact@dowjones.com
mailto:letters@washpost.com
mailto:ombudsman@washpost.com
http://www.washingtonpost.com/wp-srv/interact/longterm/stfbio/wpemail.htm
http://www.washingtonpost.com/wp-srv/interact/longterm/stfbio/wpemail.htm
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Regional Wire Services and Syndicates 
 

Associated Press 
50 Rockefeller Plaza, New York, NY 
10020 
Phone: 212-621-1500 
Fax: 212-621-7523 
General Questions and Comments: 
info@ap.org 
Partial Contact Information for the 
Associated Press by Department and 
Bureau 
 
Bloomberg 
731 Lexington Ave New York, NY 
Phone: 212-617-2300 
Fax: 917-369-5000 
Regional office contact information can 
be found here 
 

Dow Jones Newswires 
335 Madison Ave., 18th floor New York, 
NY 10036 Phone: 201-938-5400 
Fax: 201-938-5600 
General Questions and Comments: 
newswires@dowjones.com 
Regional office contact information can 
be found here 
 

The McClatchy Company 
2100 Q Street 
Sacramento, CA 95816-6899 
Phone: 916-321-1855 
General Questions and Comments 
contact Peter Tira at 
ptira@mcclatchy.com 

Reuters 
Three Times Square New York, NY 10036 
Telephone: 646-223-4000 
Reuters Editorial Feedback 
 
United Press International 
 1510 H Street NW Washington, DC 20005 
Telephone: 202.898.8000 
FAX: 202.898.8057 
Comment and Tips: tips@upi.com 

Scripps Howard News Service 

1090 Vermont Ave N.W., Suite 1000 
Washington, DC 20005 
Phone: 202-408-1484 

Fax: 202-408-2062 
Department editors can be found here 

mailto:info@ap.org
http://www.ap.org/pages/contact/contact.html
http://www.ap.org/pages/contact/contact.html
http://about.bloomberg.com/contactus/newsbureau.html
mailto:newswires@dowjones.com
http://www.djnewswires.com/us/ContactUs.htm
mailto:ptira@mcclatchy.com
http://aboutreuters.custhelp.com/cgi-bin/aboutreuters.cfg/php/enduser/site_fdbck.php
mailto:tips@upi.com
http://www.shns.com/shns/g_index2.cfm?action=contact
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National News Magazines 

 
Newsweek 
251 W 57th Street, New York, NY 10019 Phone: 212-445-4000 
Fax: 212-445-5068 
Letters to the Editor: letters@newsweek.com 
 

Time 
Time & Life Bldg., Rockefeller Center, New York, NY 10020 Phone: 212-522-1212 
Fax: 212-522-0323 
Letters to the Editor letters@time.com 
 

U.S. News & World Report 
1050 Thomas Jefferson St., Washington, DC 20007 Phone: 202-955-2000 
Fax: 202-955-2049 
Letters to the Editor letters@usnews.com 

mailto:letters@newsweek.com
mailto:letters@time.com
mailto:letters@usnews.com
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Trade Publications 
 

Township Focus 
Michigan Townships Association 
Editor Jenn Fiedler  
512 Westshire Drive 
Lansing, MI 48917  
517.321.6467 (p) 
jenn@michigantownships.org 
 
Michigan Municipal League 
Asst. Director of Comms Matt Bach 
1675 Green Road 
Ann Arbor, MI 48105 
734-669-6317 (p) 
810-874-1073 (C) 
E-Mail: mbach@mml.org 
 

 

 

 

 
Other Industry 
Publications 
International City/County Management 
Association  (ICMA) 
Executive Director  Marc A. Ott 
77 North Capitol Street, NE 

Suite 500 

Washington, DC 20002-4201 

202-962-3680 (p) 
202.962.3500  (fax) 

 
 
 
 

mailto:jenn@michigantownships.org
mailto:mbach@mml.org


Resources: B -- Contacts    
 

44  

 

Local Media 
 

Television & Radio 
CBS Local: 248-355-7000; CBSNewsDetroit@Paramount.com  
Fox2Detroit: 248- 557-2000; fox2newsdesk@foxtv.com 
WDIV/ClickonDetroit (NBC): 313-222-0444; news@wdiv.com 
Channel 7 News (ABC):  248-827-9407; wxyzdesk@wxyz.com 
 
WWJ: 248-945-9950; wwjnewsroom@audacy.com 
WJR: 313-875-4440; Chris.Renwick@Cumulus.com  or fill out form here: 
https://www.wjr.com/station-information/ 
 
Publications 
Northville Today/Community Publishing: 616-299-5361 (cell); 866-822-0101 (office) 
acalabrese@communitypublishing.com  
 
The ‘Ville: 734-716-0783; kurtkuban@gmail.com 
The Detroit News: 313-222-2100; online@detroitnews.com; 
Detroit Free Press: 313-222-6600; city@freepress.com 
Detroit Free Press web team: webmizz@freepress.com 
Northville Record one editor is: 248-303-8432; SVela@hometownlife.com; a reporter is 
lcolvin@gannett.com;  248-221-8143  
 
Freelancer and Sun Times News reporter: lonniehuhman152@hotmail.com 
The Eagle: 734-467-1900;  swillett@journalgroup.com 
Plymouth Voice: 734-276-5700; djhoward363@gmail.com 
 
Online Sites 
Social House News: 734-664-4657  edwright@socialhousenews.com 
M-Live: (800) 878-1400; detroit@mlive.com 

 
 

mailto:CBSNewsDetroit@Paramount.com
mailto:wjbkwebteam@foxtv.com;fox2newsdesk@foxtv.com
mailto:news@wdiv.com?subject=News%20Tip
mailto:wxyzdesk@wxyz.com
mailto:email@example.com?subject=Contact%20Us
mailto:Chris.Renwick@Cumulus.com
mailto:acalabrese@communitypublishing.com
mailto:kurtkuban@gmail.com
mailto:online@detroitnews.com
mailto:city@freepress.com
mailto:webmizz@freepress.com
mailto:SVela@hometownlife.com
mailto:lcolvin@gannett.com
mailto:lonniehuhman152@hotmail.com
mailto:swillett@journalgroup.com
mailto:djhoward363@gmail.com
mailto:edwright@socialhousenews.com
tel:800-878-1400
mailto:detroit@mlive.com
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Crisis Scenarios List 
 

An important part of crisis communications planning is to assess practices and/or features of your 
operations that could be involved in a crisis situation. Put a check mark if you have identified resources 
and experts to address each scenario. Write N/A or remove from the list if it does not apply to your 
operation. 

 
 
 
 
 
 
 



Resources: C -- Scenarios   
 

47  

 
 

 
 
 



Resources: C -- Scenarios   
 

48  

 

 



Resources: C -- Scenarios   
 

49  

 

Scenario Examples 
 

Environmental: Impoundment Break 
 

Event Communication Considerations 

 Environmental affects 

o Wildlife injury/death 
 Land animals 
 Fish 

o Air 
o Vegetation destroyed 
o Soil contamination 

o Water contamination 
 Drinking water 
 Lakes, streams, etc. 

 Human affects 

o Injury 
 Employee 
 Community 

o Loss of Life 
 Employee 
 Community 

 Property damage 
 

Additional Communication Considerations 

 Safety records 
 Operation records 

 Past similar events – at operation, sister operation or near-by competing 
operation 

 

Affected Audiences 

 Community 

 Employees 

 Tribal properties 

 Schools/Children 
 

Other Audiences to Consider 

 Environmental groups 

 Government 
o Local 
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o State 

o Federal 
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Explosion: Loss of Life 

Event Communication Considerations 

 Human affects 

o Injury 
 Employee 
 Community 

o Loss of Life 
 Employee 
 Community 

 Environmental affects 

o Air 

o Soil contamination 

o Water contamination 

 Property damage 
 

Additional Communication Considerations 

 Safety records 

 Operation records 

 Past similar events – at operation, sister operation or near-by competing 
operation 

 

Affected Audiences 

 Employees 

 Family Members 

 Community 
 

Other Audiences to Consider 

 Government 

o Local 
o State 
o Federal 
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Civil Disturbance: Protest 

 
Event Communication Considerations 

 Human affects 
o Injury 

 Employee 
 Community 

o Loss of Life 
 Employee 

 Community 

 Property affects 

o Destruction of facilities of equipment 
o Disruption of operations 

 

Note: In most cases, local authorities have the responsibility to address and/or remove protestors. 
Employees, vendors and contractors should not attempt to remove demonstrators. 

 
Additional Communication Considerations 

 Past similar events – at operation, sister operation or near-by municipality 
 

Affected Audiences 

 Employees 

 Community 

 Shareholders 
 

Other Audiences to Consider 

 Government 

o Local 

o State 
o Federal 
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Message Mapping Steps 
 

Definition 
A message map provides an organized, prioritized repository of the information available to 
convey and support the messages the public needs to hear, understand and remember. 
Message maps also structure information essential for responding to public concerns. 

 

Developing Message Maps 
Developing the messages that will be released to the public is very important. Here are seven 
steps to follow when developing your crisis message maps: 

 
Step 1 – Identify stakeholders: Stakeholders are interested, affected or influential 
parties that would be or are currently affected by the situation. 

 
Step 2 – Identify concerns: Develop a complete list of specific concerns for each 
important stakeholder group. 

 
Step 3 – Identify underlying general concerns: Analyze all concerns to identify common sets of 
underlying general concerns. Most high concern issues are associated with no more than 15 to 
25 primary underlying general concerns. Note: This should be done as time allows – initial 
messages or holding statements may need to be made before this step can take place. 

 

Step 4 – Develop key messages: Messages should be in response to each stakeholder question, 
concern or perception. Initial messages should address top of mind concerns, i.e., employees’ 
safety/wellbeing, what is being done at the mine site, etc. 

 
Step 5 – Develop supporting facts and proofs for each key message: Supporting facts 
provide the continuity and details needed to support the key message. Key messages 
should have no more than three supporting facts. 

 
Step 6 – Conduct systematic message testing: Message testing should done by subject matter 
experts not directly involved in the original message mapping process to validate the accuracy 
of technical information. In a crisis, this will need to be done very quickly. Sharing and testing 
messages with partners ensures message consistency and coordination. 

 

Step 7 – Plan for delivery: Prepare for the message maps’ delivery by a trained spokesperson or 
through the appropriate communication channels. 
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Example Audience List 
 

 

 Audience 

 
 
 

Internal 

Board of Trustee Members, board commissions 

Employees – site of tragedy/event 

Employees – all departments 

Families 

Directors 

 
 
 
 
 
 
 
 
 
 
 

External 

Clergy 

Residents 

Local Elected Officials 

Industry and Trade Associations 

Local and State Fire/EMS 

Media: Local, Regional and National 

 

 

 

Partners – Police, Fire, Emergency Management Services, etc. 

Public 

Shareholders (current and potential) 

 

Transportation 
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Audience and Questions Worksheet 
 
 

Audience Questions 
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Message Map Worksheet - Example 

 
Scenario: Leak at impoundment 

Stakeholder: Members of the local community 
Concern: Safety of drinking water 

 

KEY MESSAGE 1 KEY MESSAGE 2 KEY MESSAGE 3 

 
Safe drinking water being 
provided to the community. 

 
We apologize for any concern 
on inconvenience caused by 
the situation. 

 
Working to control a possible 
leak. 

 
 

Support Point 1.1  Support Point 2.1  Support Point 3.1 

 
Arranged for potable water 
supplies. 

  
We immediately notified 
authorities. 

  
Using information from 
monitoring wells. 

 

    

Support Point 1.2  Support Point 2.2  Support Point 3.2 

 

Worked with the local water 
authorities to provide 
drinking water. 

  
We’ll continue to provide 
information. 

  
Working with local 
authorities. 

 

    

Support Point 1.3  Support Point 2.3  Support Point 3.3 

 
Will continue to provide 
drinking water until extent 
of leak determined. 

  
Additional information 
available from the town. 

  
We immediately 
examined the 
surrounding area. 
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Sample List of General Concerns 

 
1. Health 
2. Safety 
3. Ecological/Environmental 
4. Economic 
5. Quality of Life 
6. Equity/Fairness 
7. Cultural/Symbolic 
8. Legal/Regulatory 
9. Basic Informational – Who, What, Where, When, Why, How 
10. Openness/Transparency/Access to Information 

11. Accountability 
12. Options/Alternatives 
13. Control 
14. Effects on Children/Future Generations 
15. Irreversibility 
16. Ethics/Morality 
17. Unfamiliarity 
18. Changes in the Status Quo 
19. Voluntariness 
20. Benefits 
21. Expertise 

22. Honesty 
23. Listening/Caring/Empathy 
24. Trust 
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Sample Message Map 

 
Scenario: 

Stakeholder: 

Concern: 
 
 

KEY MESSAGE 1 KEY MESSAGE 2 KEY MESSAGE 3 

   

 
 

Support Point 1.1  Support Point 2.1  Support Point 3.1 
 

 
 
 
 
 
 

 

    

     

Support Point 1.2  Support Point 2.2  Support Point 3.2 
 

 
 
 
 
 
 

 

    

     

Support Point 1.3  Support Point 2.3  Support Point 3.3 
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Press Release Template 
 

FOR IMMEDIATE RELEASE 

 
Contact Name:  Glenn Caldwell, Township Manager  
Contact Phone Number: 248-662-0456   
Contact Email Address:  44405 Six Mile Road, Northville, 
MI 48168 

 

Headline 
One sentence, 7-10 words, that describes the major point of the release:  

 
 
 

 

Northville Township , (Date)  
 

Message of Empathy/Caring (if appropriate):  
 
 
 

 

Main Paragraph 
Quickly answers the Who, What, Where, When and Why of the story:  

 
 
 

 

Who (which department) is affected:  

What is going on:   

 
 

Where is this taking place:   

When did this occur:   

Why is this important:   

 
 

(more) 
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Quote (key points can be made within quotes) 

 
From a pre-determined spokesperson. Quote should say what actions Northville 
Township is taking, telling people what actions they should be taking, or voicing 
compassion and concern. 

 
Name of Spokesperson:     

Spokesperson’s title:    

Quote:    

 

 
 
 

Key Message 1:   
 
 

 
 

 
 
 

Supporting Point 1.1:   
 
 

 
 
 

Supporting Point 1.2:   
 
 

 
 
 

Supporting Point 1.3:   
 
 

 
 

 
 

(more) 
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Key Message 2:   
 
 

 
 
 

Supporting Point 2.1:   
 
 

 
 
 

Supporting Point 2.2:   
 
 

 
 
 

Supporting Point 2.3:   
 
 

 
 
 

Key Message 3:   
 
 

 
 
 

Supporting Point 3.1:   
 
 

 
 
 

Supporting Point 3.2:   
 
 

 
 

 
 
 

(more) 
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Supporting Point 3.3:   
 
 

 

 

 

 

 
 

More Information 
For more information, contact: Communications & Media Specialist Rene Wisely, 248-
662-0504 or 248-675-5619 (cell) 

 
 

 

About Northville Township 

The Charter Township of Northville is a vibrant, safe and active community of 31,758 
residents located in northwestern portion of Wayne County.  
 
It was incorporated in 1829, established in 1898 and became a Charter Township in 1985. 
What was once a quaint farming region, now is a thriving, charming residential and 
business community. Home to some of the world’s leading automotive research and 
development firms, it also has an extensive network of pathways, wooded areas and parks. 
It’s the perfect place to live, work and play.  
 
Located just 15 miles east of Ann Arbor and 30 miles west of downtown Detroit, the 
Township encompasses an area of approximately 16.57 square miles.  
 
Northville Township is considered a choice community to live. Northville Township offers 
an abundance of rolling, wooded acreage, which provides a unique natural backdrop for 
residential and commercial land development. Northville Township is well connected to 
highways, rail and air transportation routes offering outstanding accessibility.  
 
The Township of Northville is governed by a Board of Trustees, which is composed of seven 
members who are elected for four-year terms. The Board is composed of a Supervisor, a 
Clerk, a Treasurer and four trustees under the Trustee-Manager form of government. 
Policy-making and legislative authority are vested in the Board of Trustees, which is 
presided over by the Supervisor, who is the chief executive of the Township.  
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The Township provides a full range of municipal services including police and fire 
protection; parks, recreational and cultural activities through a shared services agreement 
between the City of Northville and the Charter Township of Northville; building inspection; 
code enforcement and planning and development. The Township is a member of the 
Western Township Utilities Authority (WTUA), which provides sewage disposal services to 
the residents of Canton, Northville and Plymouth Townships. In 2023, it was the first local 
municipality to win the Detroit Free Press’ Top Workplaces honor. 

 

Phone Number:    248-348-5800   

Address: 44405 Six Mile Road, Northville, MI 48168 

Web site: www.twp.northville.mi.us  

Other ways to get information:  Find us on Facebook, Instagram and Twitter at 

@TwpNorthville  

 

 
 

 
 

### 
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MEDIA RELEASE TEMPLATE 

 

           MEDIA RELEASE 
 

CONTACT: Glenn Caldwell, Township Manager 
(248) 662-0456  

  

FOR IMMEDIATE RELEASE 

 

NORTHVILLE TOWNSHIP’S ROGER LUNDBERG  

STEPS DOWN AS CLERK FOR TRUSTEE ROLE;  

JANKOWSKI NAMED REPLACEMENT 

 
Board of Trustees approves a motion for Trustee Cynthia Jankowski 

to become new Township Clerk.  

Her Trustee role will be filled by Roger Lundberg. 

 
 

NORTHVILLE TOWNSHIP, Mich., Feb. XX, 202X – There are changes coming to Northville 

Township’s Board of Trustees.  The names and faces will stay the same, however, two titles 

will change. 

 

On Thursday    ….. 

      # # # 
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Fact Sheet Template 

 
Incident or Scenario:   

 
 

 
 
 

Question:   
 
 

 
 
 

Key Message 1:   
 
 

 
 

 
 
 

Supporting Point 1.1:   
 
 

 
 
 

Supporting Point 1.2:   
 
 

 
 
 

Supporting Point 1.3:   
 
 

 

 

 

 

(more) 
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Key Message 2:   
 
 

 
 
 

Supporting Point 2.1:   
 
 

 
 
 

Supporting Point 2.2:   
 
 

 
 
 

Supporting Point 2.3:   
 
 

 
 
 

Key Message 3:   
 
 

 
 
 

Supporting Point 3.1:   
 
 

 
 
 

Supporting Point 3.2:   
 
 

 

 

 

 
 

(more) 
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Supporting Point 3.3:   
 
 

 

 

 

 
 

How can I get more information?  

Northville Township 

Phone Number:  248-348-5800   

Web site: 44405 Six Mile Road, Northville, MI 48168    

Other ways to get information: Find us on Facebook, Instagram and Twitter at 

@TwpNorthville  

 

### 
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Holding Statements 

Critical Incident Statement 

 
 

           MEDIA RELEASE 
 

                                            CONTACT: Glenn Caldwell, Township Manager 
                                                                                                                                             (248) 662-0456  

  

FOR IMMEDIATE RELEASE 

 
 

 
[INCIDENT] AT [NORTHVILLE TOWNSHIP’S XX] 

 

The following statement was issued today by Northville Township: 
 

NORTHVILLE TOWNSHIP, Mich., Feb. XX, 202X – At approximately [time] there was 

what is currently being investigated as a (Brief general description – fire, rock 

burst, etc.) at [Location]. 
 

We are working to determine (damage, injuries, etc.). At this time we have 

confirmed that [General information that is FOR CERTAIN, i.e., one person was 

injured and is currently being treated, etc. DELETE THIS SECTION IF NO 

CONFIRMED INFO IS AVAILABLE.] The safety and well-being of our employees, 

contractors and neighbors is our first priority [expression of compassion/concern 

if appropriate]. 
 

As more information is available we will be providing updates through [web site 

address] and regular media briefings. 

### 

 
 

Note for Media: Media briefings will be held at [Location] at [Time – specific 

time, or general, i.e., every hour on the hour, etc.]. 
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Empathy Statement 

           MEDIA RELEASE 
 

     CONTACT: Todd Mutchler, Township Manager 
                                                                                                                                             (248) 662-0456  

  

FOR IMMEDIATE RELEASE 
 

 

[INCIDENT] AT [NORTHVILLE TOWNSHIP’S XX] 
 

The following statement was issued today by [Name, title and 

name of operation] following the [short description of incident, 

e.g., explosion, flooding in Northville Township: 
 

NORTHVILLE TOWNSHIP, Mich., Feb. XX, 202X –  “The Northville Township community is 

hurting today. One of our valued [team members/residents] is [what]. 

 

“We understand the concerns, fears and questions you may have about the [incident – 

cave in, accident, etc.] that took place [time frame – this morning, afternoon, today, 

yesterday, etc.]. We are doing A, B and C. 

 

“Please know that we hold our employees and their families dear. We are lifting them up 

and holding them close as they are hurting. Please do keep them in your thoughts and 

prayers.” 

 

“At this time we are doing everything we can to [action: determine what happened, 

conduct a rescue operation, etc.]. 

 

“The safety and well-being of our [those effected: employees, employees’ families, 

community/neighbors] is a priority, but so is the safety of you, our residents. We have 

[action taken that residents know someone is still watching over them while the 

department is distracted.] 

 

“As more information is available, we will be providing updates through [Website/social 

address] and regular media briefings. “ 

 

 

### 
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Note for Media: Media briefings will be held at [Location] at [Time – specific time, or 

general, i.e., every hour on the hour, etc.]. 
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Environmental Damage 

           MEDIA RELEASE 
 

    CONTACT: Glenn Caldwell, Township Manager 
                                                                                                                                             (248) 662-0456  

  

FOR IMMEDIATE RELEASE 
 

 

POTABLE WATER BEING PROVIDED TO NORTHVILLE TOWNSHIP RESIDENTS 

FOLLOWING  [WATER MAIN BREAK] 
 

The following statement was issued today by [Name, title and 

name of operation] following the [short description of incident, 

e.g., explosion, flooding in Northville Township: 
 

NORTHVILLE TOWNSHIP, Mich., Feb. XX, 202X – The [Name] is providing potable drinking 

water to residents of Northville Township  following detection of a leak in the [area of leak, 

e.g. waste water treatment impoundment]. “To ensure a reliable source of drinking water 

to Township residents, we arranged with local water authorities for potable water supplies 

until the extent of the leak has been determined,” [Name and title of official,] reported 

today. 

 

At approximately [time of day], [brief description of event,]. An immediate 

examination of the surrounding area indicated possible seepage into [name of 

water way], which is a source of drinking water for the community. 

 

Local authorities [BE SPECIFIC] were immediately notified, and at approximately 

[time of day] arrangements were made with [source of water] to truck water to 

local residents. 

 

“We are in the process of [what action is being taken, e.g., searching for the 

source, controlling the leak, etc.] and will continue to monitor the situation. We 

apologize to our neighbors for any concern or inconvenience this may have 

caused them,” [Name of operation’s official] said. 

       # # # 

Additional information will be provided on the website: www.twp.northville.mi.us. 
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Note to the media: Additional information will be provided by Northville 

Township tomorrow at [time]. 
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Missing Employee 
 

           MEDIA RELEASE 
 

    CONTACT: Glenn Caldwell, Township Manager 
                                                                                                                                             (248) 662-0456  

  

FOR IMMEDIATE RELEASE 
 

[NORTHVILLE TOWNSHIP EMPLOYEE IS MISSING; RESCUE 

EFFORTS UNDERWAY 
 

NORTHVILLE TOWNSHIP, Mich., Feb. XX, 202X – A [Name of Operation employee at the 

[Name of Operation] is missing, and the [Operation’s, State’s or other] rescue teams are 

leading the search for the missing employee, [Name of missing employee, age and job 

title]. 
 

At approximately [Time, day and date], Northville Township Public Safety was  notified  

that a possible emergency involving [WHAT] had occurred at 7:30 am Immediately 

following the incident, it was determined that [Name of missing employee] was missing. 

All other employees working in the area were safely evacuated. 

 

“We’re committed to a safe rescue operation and to returning [Name of employee] to 

his family and friends,” [Name of mine manager, title and name of operation] said today. 

 

The [Name of operation] will provide additional information as it becomes available. 

       

# # # 

 

Note to media: Additional information will be provided at [time] today. 
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Locating Missing Employee 

           MEDIA RELEASE 
 

    CONTACT: Glenn Caldwell, Township Manager 
                                                                                                                                             (248) 662-0456  

  

FOR IMMEDIATE RELEASE 
 

LOCATION OF MISSING NORTHVILLE TOWNSHIP EMPLOYEE 

DETERMINDED; RESCUE PERSONNEL ENTER INCIDENT AREA  
 

NORTHVILLE TOWNSHIP, Mich., Feb. XX, 202X – A [name department] employee missing 

since early this morning, has been located approximately [location, e.g., 500 feet into the 

mine] the [Name of operation]. Rescue personnel, who are currently working to bring him 

to the surface, report that [Name of employee] is injured, but responding to questions. 
 

[Name of employee and brief description of event that led to missing status.] 

Rescue teams were gathered once it was determined that one member was 

missing from the [number]-person team that was working in the area. The 

remaining workers were uninjured. 
 

Federal and state agencies and rescue teams from the [Where rescue teams are 

based] are assisting in the rescue effort. 
# # # 

 
 

Note to Media: Additional information will be provided at [time]. 
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Missing Employee Hospital 
 
 

 

           MEDIA RELEASE 
 

     CONTACT: Glenn Caldwell, Township Manager 
                                                                                                                                             (248) 662-0456  

  

FOR IMMEDIATE RELEASE  

 

MISSING [NAME OF OPERATION] EMPLOYEE [HOW DISPATCHED] TO [NAME] 

HOSPITAL 
 

NORTHVILLE TOWNSHIP, Mich., Feb. XX, 202X –  [Name], missing [Name of 

operation] Northville Township employee, was found at [Time and date], and 

[how dispatched, e.g., by ambulance, airlifted] to the [Name] Hospital at 

approximately [time], following his rescue by mine rescue team members from 

the [where rescue teams were from]. He is now receiving treatment at the 

hospital, and members of his immediate family are with him. 

 

[Name of employee and length of tenure] at the mine, was injured earlier 

today when [brief description of incident]. [Number] other members of the 

team working in the area safely left the mine.. 

 

Immediately following the incident, which occurred at approximately [time and 

day/date], mine rescue personnel and federal and state mine safety agencies 

were notified of a possible emergency at the mine. Rescue personnel 

determined at approximately [time] today that it was safe to enter the area in 

which the event had occurred, and [name] was found at approximately [time], 

successfully removed from area and subsequently transported to the regional 

hospital. 

 

“Our thoughts and prayers are with [first name of employee] and his family as 

he is receiving medical treatment. He is a valued member of our team, and 

we’re all pulling for a speedy recovery. We also appreciate the hard work and 

expertise of all those involved in today’s rescue effort,” [Name, title of mine  
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manager] said today. “Safety on the job is always top of mind at [Name of 

operation], and today’s incident causes us to re-double our efforts and 

commitment.” 

 

A complete investigation of the event is being conducted by [Name of 

State, if appropriate].                                          

 

# # # 
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Employee Fatality 
 

 

           MEDIA RELEASE 
 

    CONTACT: Glenn Caldwell, Township Manager 
                                                                                                                                             (248) 662-0456  

  

FOR IMMEDIATE RELEASE 
 

 

[COMPANY NAME] EXTENDS CONDOLENCES TO FAMILY OF FATALLY INJURED 

EMPLOYEE 
 

NORTHVILLE TOWNSHIP, Mich., Feb. XX, 202X –  “There is so much sorrow today. 

Our heartfelt sympathy is with the family of [Name of employee], who was fatally 

injured today at the [Name of company and operation name]. [First name of 

employee] was a valuable member of our team. We will miss him dearly,” 

[Name and title of a senior person at company, e.g., operations manager] said 

today. 
 

[Last name of employee] died [approximate time of day, e.g., this morning] 

while [brief description of event, e.g., performing a routine preventative 

maintenance procedure in the mine’s maintenance shop. During the 

procedure, Jones was trapped between the truck cab and a wall in the 

maintenance shop.] [Description of assistance provided on site, e.g., CPR was 

started on site], and [Last name of employee] was transported by [how 

transported and to where], where he [any steps taken at hospital, e.g., 

underwent surgery and later] was pronounced dead. 

 

The XX was immediately notified of the incident, and will conduct a thorough 

investigation. “All of us hope to learn from this tragedy so we can make the 

necessary modifications to reach our goal of zero accidents and fatalities,” [Last 

name of company official] added. 
 

[Last name], has served [a length of tenure] at DEPARTMENT. He is survived by 

his [description of survivors].                                           # # # 
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Boil Water Advisory 
 

           MEDIA RELEASE 
 

    CONTACT: Glenn Caldwell, Township Manager 
                                                                                                                                             (248) 662-0456  

  

FOR IMMEDIATE RELEASE 
 

 

[COMPANY NAME] DECLARES BOIL WATER ADVISORY 
FOR NORTHVILLE TOWNSHIP 

 
NORTHVILLE TOWNSHIP, Mich., Feb. XX, 202X –  (WHAT AGENCY) issued a boil water 

advisory for (DATE) for the (AREA) in Northville Township. A (REASON IT HAPPENED) caused 

a (POWER FAILURE OR ?) at (WHERE booster station?) 

 

The attached notice from (WHOM) contains a map showing the area impacted. 

 

For more information, visit (LINK). 

 

Some safety precautions from the Centers for Disease Control and Prevention (CDC) 

include: 

 Use bottled or boiled water for drinking, and to prepare and cook food. 

 If bottled water is not available, bring water to a full rolling boil for 1 minute. After 

boiling, allow the water to cool before use. 

 Boil tap water even if it is filtered. 

 Do not use water from any appliance such as ice and water from a refrigerator. 

 Brush teeth with boiled or bottled water.  

 You may use tap water and soap to wash hands during a boil water advisory. 

 Do not swallow any water when bathing or showering. 

 Household dishwashers generally are safe to use if: 

o The water reaches a final rinse temperature of at least 150 degrees 

Fahrenheit, or 

o The dishwater has a sanitizing cycle. 

https://www.cdc.gov/healthywater/emergency/drinking/making-water-safe.html
https://www.cdc.gov/healthywater/emergency/hygiene-handwashing-diapering/handwashing-and-hygiene-during-emergencies.html#prevent-spread
https://www.cdc.gov/healthywater/emergency/hygiene-handwashing-diapering/handwashing-and-hygiene-during-emergencies.html#bathing
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 It is safe to wash clothes as usual. 

 Give pets bottled water or boiled water that has cooled. 

 You may use tap water for household plants and gardens. 

 

For more, tips visit the CDC: 

https://www.cdc.gov/healthywater/emergency/drinking/drinking-water-advisories/boil-

water-advisory.html 

Please stay posted for additional updates. 

 

Please also sign up for Nixle, an urgent messaging system to notify residents of 

emergencies, like boil water alerts, traffic advisories, missing persons, severe weather and 

more. To use Nixle, download the app or text your zip code to 888777. 

 

 
OR 
 
 

[COMPANY NAME] DECLARES 
PRECAUTIONARY BOIL WATER ADVISORY 

FOR NORTHVILLE TOWNSHIP 

 
NORTHVILLE TOWNSHIP, Mich., Feb. XX, 202X –  A precautionary boil water notice was 

issued for (DATE) for the (AREA) in Northville Township. A (REASON IT HAPPENED) caused a 

(POWER FAILURE) at (WHERE booster station?) 

 

The attached notice from (WHOM) contains a map showing the area impacted. 

 

For more information, visit (LINK). 

 

Please stay posted for additional updates. 

 

Please also sign up for Nixle, an urgent messaging system to notify residents of 

emergencies, like boil water alerts, traffic advisories, missing persons, severe weather and 

more. To use Nixle, download the app or text your zip code to 888777. 

 
     # # # 

 

 

 

 

 

 

https://www.cdc.gov/healthywater/emergency/drinking/making-water-safe.html
https://www.cdc.gov/healthywater/emergency/drinking/drinking-water-advisories/boil-water-advisory.html
https://www.cdc.gov/healthywater/emergency/drinking/drinking-water-advisories/boil-water-advisory.html
https://www.nixle.com/app/
https://www.nixle.com/app/
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Water Pressure Alert 

 
NORTHVILLE TOWNSHIP ANNOUNCES 

WATER PRESSURE ALERT 
 

 

NORTHVILLE TOWNSHIP, Mich., Feb. XX, 202X –  Residents in (LOCATION) may be experiencing 

low water pressure (DATE). Township staff received low pressure alarms (TIME.) The Township 

contacted (WHO? THE Great Lakes Water Authority (GLWA)??) regarding the issue, and we were 

notified that (THE CAUSE). Township Water Department staff reacted quickly, and (TOOK WHAT 

ACTION) to feed this area.  

 

Pressures in the district may remain low until GLWA is able to make the proper repairs. Additionally, 

customers may experience some sediment in their water. If you notice this, please flush your 

system for several minutes through a non-aerated faucet such as your bathtub.  

 

GLWA staff is (VERIFY) currently performing water tests to ensure drinking water quality has been 

maintained. Due to minimum pressures being maintained, a boil water warning has NOT been 

issued.  

 

Please stay posted for additional updates. Please also sign up for Nixle, an urgent messaging 

system to notify residents of emergencies, like boil water alerts, traffic advisories, missing persons, 

severe weather and more. To use Nixle, download the app or text your zip code to 888777. 

 

      # # # 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.nixle.com/app/
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Shelter in Place 
 

 

           MEDIA RELEASE 
 

    CONTACT: Glenn Caldwell, Township Manager 
                                                                                                                                             (248) 662-0456  

  

FOR IMMEDIATE RELEASE 
 

POLICE SITUATION: SHELTER IN PLACE 

 FOR NORTHVILLE TOWNSHIP 
 

NORTHVILLE TOWNSHIP, Mich., Feb. XX, 202X –   

 

Police Situation: Shelter in Place  

A police situation in the area of (LOCATION) is unfolding. Area residents should shelter in place 

while police search for (DESCRIPTION), who is suspected of (WHAT).  

If residents observe someone matching this description or notice something suspicious, call 

Northville Township Police Department at (248) 349-9400 or 911. 

 

Police Situation UPDATE: Shelter in Place Lifted 

Thank you for sheltering in place after the (DESCRIBE CRIME & DATE). The request has been lifted. 

After a (DESCRIBE EXAUSTIVE SEARCH), Northville Township Police continue to search for 

(DESCRIPTION OF SUSPECT). If you observe (DESCRIPTION OF SUSPECT) or notice anything out of 

the ordinary, please call (248) 349-9400 or 911. 

Thank you in advance for being observant and your assistance. 

 

Police Situation UPDATE  
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Officers continue to search for a suspect in (DATE’s) (CRIME). If you observe (DESCRIPTION OF 

SUSPECT), please call (248) 349-9400 or 911. 

Thank you in advance for being observant. 
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Officer Involved Shooting 
 

           MEDIA RELEASE 
 

     CONTACT: Glenn Caldwell, Township Manager 
                                                                                                                                             (248) 662-0456  

  

FOR IMMEDIATE RELEASE 
 

OFFICER-INVOLVED SHOOTING IN NORTHVILLE TOWNSHIP 

LEAVES SUSPECT DEAD; XX IS INVESTIGATING 
 

NORTHVILLE TOWNSHIP, Mich., Feb. XX, 202X –  An officer with the Northville Township 

Police Department attempted a traffic stop for a [vehicle code violation] at [location] 

{DATE] at [TIME]. The driver of the vehicle initially failed to yield and a short pursuit ensued, 

ending [location]. 

Upon yielding, a [male/female] driver of the vehicle exited and fled on foot. The officer 

chased the man approximately 200 yards before overtaking him. A struggle reportedly 

ensued as the officer attempted to take the man into custody and an officer-involved 

shooting occurred. The man was fatally wounded. 
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ADD RELEASES ON: 

 
Officer-involved shooting 
Officer/Firefighter death 

Firefighting accident 
Car accident caused by employee on duty 

Elected official or employee taking money from the Township 
Cave-in on a Water & Sewer employee 

Employees striking 
Property damage to company facilities 

Cyber attack 
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Frequently Asked Questions 
 

1. What happened? 

2. What went wrong? 
3. What caused this? 
4. Did you have any prior indication that there was a problem? 
5. How many casualties/injuries? What are their names? 
6. Who is in charge of the rescue effort? 

7. How serious are the injuries? 
8. When did this happen? 
9. How was the incident discovered, by whom and when? 
10. When was APPROPRIATE AGENCY notified? 
11. What state and local authorities have been notified and when? 
12. Where are the injured/dead? 
13. How do you know the location of the injured/dead? 

14. Who discovered them and when? 
15. What is being done to rescue dead and injured? 
16. Has anything like this happened before? 
17. When was the last fatality/serious injury for the department? 
18. Where were the dead/injured taken? 
19. Who is assisting the families? 
20. What have the families been told? 
21. How many others were working in the area at the time of the incident? 

22. How many escaped and where are they? 
23. What are the chances for survival of those XX? 
24. What is the air quality in the cave-in site? Will it sustain life and for how long? 
25. How much air supply do the trapped/injured workers have? 
26. Have you been able to communicate with the trapped/injured? 
27. How long will it take to reach them? 
28. When was this area/equipment last inspected? What did the inspector find? 

29. Who is involved in the rescue effort? How many people? 
30. What equipment is being used to contact/rescue injured/trapped employees? 
31. What is the safety record for the department/Northville Township? 
32. Has the SITE been shut down? For how long? 
33. What is happening to other workers while the area is shut down? 
34. How experienced were the employees that were injured/killed? 

35. What have they been trained to do in a situation like this? 

36. How much is the rescue effort costing? Who is paying for it? 
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Industry Facts and Statistics 
 

This is a placeholder. The following are links to statistical information NMA compiles on the 
mining industry and its impact on the American economy.   NEED TO MAKE NORTHVILLE 
TOWNSHIP SPECIFIC, I.E. SIZE OF VARIOUS DEPARTMENTS, NUMBER OF PD (I.E.SHOOTING) 
STATS, FIRE FATALITIES, CAVE-IN STATS, ETC. THESE ARE MINING ONES. 

 

Statistics Listing 
Statistical information on the mining industry, including: 

 

 Safety Statistics

 Coal Producer Survey
 Facts About Coal
 Facts About Minerals
 Fast Facts
 Gold and Silver Statistics
 Mining Employment Statistics
 Mining Equipment Statistics

 

State Statistics 
State mining statistics for years 1999 – 2004: 

 

 State Statistics

http://www.nma.org/statistics/pub_mining_safety.asp
http://www.nma.org/statistics/pub_coal_survey.asp
http://www.nma.org/statistics/pub_facts_coal.asp
http://www.nma.org/statistics/pub_facts_minerals.asp
http://www.nma.org/statistics/pub_fast_facts.asp
http://www.nma.org/statistics/pub_gold_silver.asp
http://www.nma.org/statistics/pub_mining_employ.asp
http://www.nma.org/statistics/pub_mining_equip_stats.asp
http://www.nma.org/statistics/state_statistics.asp
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Message Approval Form 

 

Crisis:   
□ Message Map/Statement □ Letter 
□ Press Release □ Website/Social Content 
□ Other:   

 

Approval Timeline: 
□ 0-30 Minutes □ 30 Minutes- 2 Hours 
□ 2- 5 Hours □ 1 Day 
□ 2-3 Days □   

 

Please Check For: 
□   

□   

□   
 

Approval: 
□ Approved as is 
□ Approved with minor changes 
□ Not approved, make changes and resubmit 

 

Approved By:   
 

Signature:   
 

Date:   

Time:    
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Emergency Internal Audience Notification Chart 
 
 

 
Audience 

 
Messenger 

 
Means 

Information 
release time frame 
(level 3 or 4 crisis) 

 
Board members 

 Township Manager 
Phone call (and e-mail if specific 
details or documents need to be 
sent) 

As determined during 
initial crisis 
level determination 
conference call 

Employees 
 Township Manager 
with Comms 
assistance 

Blast e-mail (local and 
enterprise-wide) 

0-1 hour 

Families Family liaison In-person 0-3 hours 

 
Senior advisors 

 Township Manager 
and/or Executive 
Administrator 

Phone call (and e-mail if specific 
details or documents need to be 
sent) 

As determined during 
initial crisis level 
determination 
conference call 
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Emergency External Audience Notification Chart 
 

Audience 
 

Messenger 
 

Means 
Information 

release time frame 
(level 3 or 4 crisis) 

 
Clergy 

 
Family liaison 

Phone call/In 
person 

0-3 hours (only if crisis 
involves injury or 
death) 

 
Current and potential 
shareholders 

 Township Manager 
and/or Executive 
Administrator 

Phone call (and e- 
mail if specific 
details or 
documents need to 

 
As determined 

 
Elected officials 

Township Manager  
Phone call/E-mail 

0-1 hour (if affected) 
1-3 hours 
(potentially affected) 

Local and state fire/EMS 
Director of Public 
Safety 

Phone call 
In-person 

0-1 hour 

 
Media: local, regional and 
national 

Communications with 
Township Manager’s 
approval 

Web site, press 
releases, phone 
interviews, in- 
person interviews 

 
0-1 hour – Level 4 
0-3 hours – Level 3 

 
 

 
Phone call 
Conference call 
In-person 

0-1 hour – All levels 
(Follow operations 
closely. They report 
within 15 minutes.) 

Any Industry and trade 
associations 

Public Safety and 
Communications 

Phone call 
Conference call 
In-person 

0-1 hour 
Continuous as 
determined 

 
Partners and customers 
(customers/transportation) 

 Individual directors Phone call (and e- 
mail if specific details 
or documents need to 
be sent) 

 
0-1 hour (if affected) 
1-3 hours (potentially 
affected) 

 
Public 

 Communications with 
Township Manager’s 
approval 

Through the media, 
official statements and 
Web site 
updates 

 

0-1 hour – Level 4 
0-4 hours – Level 3 
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Glossary of Terms  
NEED TOWNSHIP SPECIFIC/Placeholder 

Active workings – Places in a mine where miners are normally required to work or travel and that are 
ventilated and inspected regularly. 

 
Advance – Mining in the same direction or order of sequence. 

 

Aggregate – Uncrushed or crushed gravel, crushed stone or rock, sand or artificially produced 
inorganic materials that form the major part of concrete. 

 
Airway – Any passage through which air is carried. Also known as an air course. 

 
Alloy – A substance with metallic qualities that is composed of two or more chemical elements, 
of which at least one is an elemental metal. 

 

Anthracite – See “ranks of coal.” 
 

Assayer – One who analyzes ores and alloys, especially bullion, to determine the value and 
properties of precious metals. 

 
Auger mining – A form of underground coal mining that uses an auger, which looks like a large 
carpenter’s wood drill. The auger bores into a coal seam and discharges coal out of the spiral 
onto a waiting conveyor belt. When mining is finished, the openings are backfilled. This 
method is usually employed to recover any additional coal left in deep overburden areas that 
cannot be reached economically by further contour or area mining. 

 
Back – The roof or upper part in any underground mining cavity. 

 

Backfill – Mine waste or rock used to support the roof after coal removal. 
 

Barricading – Enclosing part of a mine to prevent inflow of noxious gasses from a mine fire or an 
explosion. 

 
Barrier – Something that bars or keeps out. Barrier pillars are solid blocks of coal left between 
two mines or sections of a mine to prevent accidents due to inrushes of water, gas, or from 
explosions or a mine fire. 

 

Beam – A bar or straight girder used to support a span of roof between two support props or 
walls. 
 
*Glossary entries provided by Kentucky Coal Association and National Mining Association 
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Interacting with the Media 
 

The media greatly influence what people think about and the opinions they form during 
emergencies. In times of crisis, the public turns to the media — television, newspaper, Web sites 
and radio — for information about what has happened, what they should do, and what will 
happen. 

 

In emergencies, taking advantage of existing communication methods and channels is critical. 
Learn what appropriate channels are likely to be used and communicate the messages through 
these channels. Plan in advance to achieve the best mix of: 

 Media: print, television, radio, websites, e-mail. 
 Face-to-face forums: town hall meetings, public gatherings. 
 Community groups: outlets for special population groups. 

 

Understanding the forces that drive the media 

When working with the media, it is important to consider their needs and concerns: 
 Short deadlines 

o Reporters must meet tight deadlines. 
o Reporters need follow-up information and updates in a timely manner. 
o Reporters appreciate it if you ask when their deadline is, then meet it. 
o Reporters are overburdened and like clean copy ready to use. 

 
 Space limitations 

o Reporters cannot always include the background information you 
provide. 

o Reporters prefer succinct responses. Keep information to no more than three 
points. 

o Reporters love concise sound bites. Provide your message in 
approximately 27 total words. 

 Competition 
o Reporters are competitive. 
o Reporters should be given information equally. Avoid exclusive 

interviews that favor specific media outlets. 
 

Be prepared to provide the media: 
 Information in a timely manner. Prevent information vacuums where speculation 

and rumor can grow and have a serious impact on the situation. 
 Facts, sources, IMAGES, videos and relevant materials. Have easy-to-read 

materials with important information ready for distribution. 
 Readily available points of contact. Identify people who can speak with the  

media directly and/or provide 24-hour contact information. 
 

There are a number of methods to get your messages out to the public through media interaction: 
 Press Conference/Briefing 
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o Prepare short opening statement (can be text of press release) and provide 
sufficient copies. 

o NEVER read the statement; have it memorized and come from the heart.  
o Provide names of titles of those presenting at press conference, include 

name and address of facility and press contact, web site address. 
o Set reasonable update times. If you promise to provide updates every hour, be 

sure to provide updates, even if there is nothing new to share. If you promise a 
briefing and are not prepared to make a statement, the media will fill that time 
with whatever information they can find. 

o Conduct on-site or at a pre-designated location. 
o Invite all local media outlets and regional and national outlets as 

appropriate to the situation. 
o Format should provide time for your message and a limited number of 

questions. 
o A short agenda of the briefing and time for questions helps structure the 

event. 
 Live Interviews 

o Conducted on television or radio by invitation. 

o Before accepting the invitation ask yourself: 
- Am I the right person? 
- Do I have the answers to the questions that will be asked? 

- Is this interview needed or the right venue? 
- Will this be a panel discussion? If so, who are other participants? 
- Is this a call-in or Zoom-like program (radio or television)? If so, 

is it an appropriate format? 
 Public Meeting 

o Conducted as a town hall or public gathering. 
o Media from newspaper and television are the most likely to attend. 
o Media usually record public’s questions and representatives’ responses. 
o Media will ask questions, especially before and after a session. 

 On-the-Spot, Impromptu, or “Ambush” 
o Conducted wherever you are. 

o Before answering any questions, ask yourself: 
- Am I the right person? 
- Do I have the appropriate answers? 
- Is this the right time or place? 
- Is this better handled in a scheduled briefing or interview? 

o Decide to either go or stay. If you decide to go: 
- Be sure to explain politely why you are choosing not to respond. 
- Avoid using the words “no comment.” 
- Provide the time for the next media briefing, if one is scheduled. 
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Being at Your Best for an Interview 

 
To be at your best during an interview, it is important to anticipate questions, prepare messages, and 
practice your delivery. 

 

Before the interview: 

 Do your homework on issues. 
 Decide if the issue is causing high concern locally, statewide or nationally, and tailor 

your messages accordingly. 
 Develop a set of messages that provide the information you want/need to 

convey. 

 Develop a list of questions the media are likely to ask. 
 Develop and practice key messages and responses to anticipated questions. 
 Practice speaking without jargon or acronyms. 
 Be familiar with all related current events. 
 Last-minute details: 

o Check dress and grooming. 
o Remember that everything you say can be reported. 
o There is no such thing as “off the record” replies or commentary. 
o Avoid being spontaneous. Ad libs get you in trouble. 
o Remember the goal in a crisis: TRUST 

 
 

During an interview: 
 

 Direct the interview toward your three key messages. 
 Stay “on message.” 
 Be confident, but not arrogant. 
 Offer authentic, genuine care and compassion. 
 Listen carefully and repeat questions if necessary to clarify. 
 Avoid hypothetical questions. 
 Avoid referring to the interviewer as “Sir” or “Ma’am.” 
 Never lie or knowingly mislead. 
 Correct any information errors upon discovery. Do not delay! 
 Never comment on issues outside your area of expertise. 
 Never speculate on what has happened or could happen. 

 Treat all questions seriously. 
 Look at the interviewer rather than the camera or monitor. 
 Keep your cool, even if the interviewer becomes hostile. 
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Spokesperson Assignment Sheet 
 
 

Stakeholder Audience Spokesperson Spokesperson 
Alternate 

 
 
 
 
 

 
Internal 

 
Sr. Advisors 

  

 
Board members/Stockholders 

  

Employees 
  

Families 
  

 
Clergy 

  

 
 
 
 
 
 
 
 
 

External 

Partners and Customers 
(customers/transportation) 

  

Current and potential shareholders 
  

 

Elected Officials 
  

Local and State fire/EMS 
  

Media: Local, regional and national 
  

MSHA/NMA/OSM/State Coal 
Association/Industry and Trade 
Associations 

  

 
Public 

  



Resources: E – Media Tips   
 

99  

 

Recognizing Traps and Pitfalls 
 

Avoid using “I.” 

 Speak for the organization using its name or the pronoun “we.”

 Avoid the impression that you, alone, are the authority or the sole decision-maker.

 Never disagree with the organization you represent by saying: “Personally, I don’t agree,” 
or “Speaking for myself,” or “If it were me …”

Avoid speculating. 

 Stick to the facts of what has, is and will be done.

 Avoid speculating on worst-case scenarios, what could be done, on what might
happen, or on possible outcomes.  

Avoid making promises you can’t keep. 

 Promise only what you can deliver. 

 State your willingness to explore other options. 

Avoid jargon, technical terms or acronyms. 

 Limit their use and explain those you must use.

Avoid negative words and phrases. 

 Use positive or neutral terms.

 Avoid words like no, never and none.

 Avoid highly-charged analogies, like “This is not Bhopal.”

Don’t blame others. 

 Accept your fair share of responsibility.

 Don’t point fingers at others.

 Focus your communications on how problems can be rectified.

Avoid details on how much the response effort is costing. 

 Focus on how the response has supported the health/ well-being of those affected.

Avoid humor. 

 No exceptions! Humor of any kind is not appropriate in an emergency situation.

Don’t repeat negative allegations. 

 Refute critical allegations succinctly.

 Draw upon and reinforce your key messages.

Don’t become defensive. 

 Respond to issues, not personalities.

 End debates, rather than continue them.

 Stay calm.
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Positive and Negative Body Language 

 
Positives 

 Frequent eye contact: honest, open, concerned about your audience.

 Well-modulated, confident voice tone: honest, knowledgeable, trustworthy.

 Keep your hands in sight (while keeping hand movements to a minimum): honest, 
open, caring, confident.

 Posture – If standing, stand tall and straight, but not rigid. If seated, sit forward in the 
chair and lean forward slightly toward the audience: honest, open, caring, confident.

 Dress appropriately (perhaps slightly more casual than your normal business attire): 
approachable, audience-appropriate, honest, credible.

 Well-groomed (but not elaborate): knowledgeable, credible.

 

Negatives 

 Poor Eye Contact: dishonest, closed, unconcerned, nervous, lying.

 Constant throat clearing: nervous, lacking self-confidence.
 Arms crossed on chest: arrogant, not interested, uncaring, not listening, 

impatient, defensive, angry, stubborn, and not accepting.

 Frequent hand gestures/body movements or fidgeting: dishonest, deceitful, 
nervous, lacking self-confidence.

 Hidden hands: deceptive, guilty, and insincere.

 Speaking from behind barriers (podiums, lecterns, tables, desks) or from an 
elevated position: dishonest, deceitful, too formal, withdrawn, distant, 
unconcerned, superior.

 Touching and/or rubbing nose or eyes: in doubt, disagreeing, nervous, 
deceitful.

 Jingling money/items in pockets: nervous, lacking self-confidence, lacking self- control, 
deceitful. A good tip: empty your pockets before an interview or presentation.

 Drumming on table, tapping feet, or twitching: nervous, hostile, anxious, 
impatient, bored.
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Spokesperson Guidelines 

 
The messenger or spokesperson responsible for responding publicly can make or break the 
situation. No matter how important or well-developed the message, if the spokesperson that 
delivers the message is not a well-spoken, empathetic and credible source, the message will 
most likely be lost. 

 

Spokespersons should: 

 Be media-savvy and knowledgeable about the situation.

 Convey empathy and caring.

 Demonstrate competence and expertise.

 Communicate honestly and openly.

 Exhibit commitment and dedication.

 Be sensitive and responsive to public concerns.

 Express optimism.

 Stay calm under pressure.

 Exhibit positive body language.

 Rehearse. Never read a statement; use as a guide.

 Look credible -- your character, your temperament, your gestures, your eyes, your posture will be 
judged.

 Act confident. Never announce your nervousness or anxiety.

 Make a good first impression.

 Make eye contact with individual members of an audience.

 Respond directly and briefly in a positive manner. 

 Be in alignment with how the Township wants to present the facts.
 

The audience should: 

 View you as being credible and competent.

 Believe you have their best interests at heart.

 Hear you addressing their key concerns.
 

To build trust and credibility as a spokesperson: 

 Stay “on message.” Staying on message drives home the messages, keeps you 
focused on the issues, and reduces the chance of mistakes.

 Recognize the public’s specific concerns. People are dissatisfied when information 
does not address their needs; in addition, the messenger may lose credibility if 
specific needs are not addressed.

 Be open and honest. People are more accepting of information when spokespersons 
display truthfulness, honesty and a willingness to address tough issues.

 Coordinate with other credible sources. People are dissatisfied when different 
agencies deliver inconsistent messages.

 Meet the media’s needs. If the media are working on a story, they will report it 
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with or without your help. Tell the media what you want the public to know about this 
situation.



NEVER: 

 Never lie or mislead.

 Never say “no comment.” Instead, say: “We are aware of X and will share more 
information as we know more.”

 Never argue with reporters. They always have the last word and everything is 
videotaped these days.

 Early on in a crisis, never answer the media’s question why it happened or who is to 
blame. That is speculation.







Resources: F -- Policy/Protocol   

[Northville Township] Crisis Communication 
Policy/Protocol 

 

103  

 

[If [Northville Township] has supplemental guidelines or policies insert here.] 
 
 

 

Place holder
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[Insert company policy on media. Policy can include: 

 Who is allowed to talk to the media. 

 What [company] suggests individuals say if approached by the media 

 Emphasize that employees do not and should not talk with the 
media. 

 Inform employees who they should refer the media to for 
answers. 

 The actions the company may take against employees (dismissal, etc.) 
media policy is not followed. 
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CHARTER TOWNSHIP OF NORTHVILLE 

Subject: Media Release Policy  Policy: 3.1.002 Pages: 3 

Standards: General Effective Date: 03/22/2023 Revised Date:  

 
I. PURPOSE: 

A media release represents the official voice and position of Northville Township. It is used to 

communicate an announcement or newsworthy event. Because Northville Township 

wants to always appear professional to instill trust with the knowledge that what we 

release is a permanent record, having a framework in place to deliver that information 

ensures that it represents the Township in the best light, while simultaneously meeting the 

needs of the media and the community in a responsible manner. It is the intent of the 

Township to present timely, accurate information related to incidents which may affect 

the safety and well-being of Township residents following the guidelines of what, how it 

impacts the community and what is being done about it. 

 

II. POLICY STATEMENT: 

It is the policy of the Charter Township of Northville to adhere to the parameters of the 

Northville Township Communications guidelines in all communications, including media 

releases. By adopting a uniform set of guidelines, putting forth a consistent, professional 

message to serve the community and communicate the Northville Township story will 

better serve the Board of Trustees, the residents and the employees of Northville Township. 

Northville Township employees shall use these guidelines while requesting, writing and 

distributing media releases on behalf of the Township.  

 

III. SCOPE: 

All employees, including part time, contractual and volunteers of the Township, are 

covered by this policy.  

 

IV. DEFINITIONS: 

AP Stylebook: Sometimes called the Associated Press Stylebook, this is a reference book 

and usage guide. It spells out grammar and usage rules created by journalists with the 

intention of making information consistent for audiences.  

 

Media release: An official statement delivered to the news media to provide information, 

put forth a narrative or announce information to the public through the media filter. 

 

Public Information Officer (PIO): A designated person who communicates with the media 

and the public. Often a PIO is used only during times of crisis, although not exclusively. 

  

V. PROCEDURES: 

1. All media releases require prior permission from the Township Manager before 

releasing to the media. 
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2. After receiving the Manager’s approval, a requester and/or Department Director 

must submit a ticket to Communications@twp.northville.mi.us to initiate the creation 

of the release. The ticket must include as many specific details about what 

information needs to be conveyed. In some cases, the release may be 

communicated directly to the ITaC Director or Communications & Grants Manager.  

 

a. Photos, videos or other images should be submitted at this time. Media need 

“art” to tell a story. 

 

3. After receiving the Manager’s approval, the Public Safety team may create its own 

releases. Public Safety’s Public Information Officer (PIO) will email a Word version of 

the release to Communications@twp.northville.mi.us for review and distribution to 

the media. 

 

a.  If a police emergency occurs in the middle of the night and time is of the 

essence, the PIO shall distribute the release to the media directly using the 

distribution list labeled Media in the Township’s email without review by the 

Communications & Grants Manager. Centralized media releases help 

maintain consistent, cohesive tone and uniformity in messaging. After-hours 

emergency messages should strive to use this tone as well, but the need for a 

quick response in an emergency is a reason for this rule exception.  

 

4. Certain Township achievements and activities warrant a media release. They 

include, but not limited to, emergencies, leadership changes, retirements (20+ years 

or 10+ as outlined in the Selection & Separation Policy.) and special 

announcements.  

 

5. The media release shall be distributed on a media release version of letterhead. Use 

the Township Media Release Template found at T:\Community Relations\Press 

Releases. (The logo may be changed with a Public Safety patch.) Write in the 

inverted pyramid style answering who, what, when, where and why. Include 

quotations and contact information. Follow AP Style and the Township’s adopted 

stylebook in the branding guideline. 

 

6. Once a release is written, it undergoes an approval process. It is first sent to the 

requester and Department Director for review. ITaC will review the requested 

changes and ensure that they follow Northville Township’s adopted AP Style 

guidelines and journalism best practices. Then it is sent to the Township Manager 

and copied to the ITaC Director.  

 

7. Each approved media release should include a cover letter to the media and 

photos or videos, if available. (Keep attachments under 10 MB.) The cover letter 

should quickly summarize the release but more importantly, sell the story. Point out 

an interesting detail or have a piece of data not in the release to entice 

mailto:Communications@twp.northville.mi.us
https://powerdms.com/docs/2296078
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editors/audiences. Before sending, this cover letter needs approval by the Township 

Manager and should be copied to the ITaC Director as well. 

 

8. Once the final version of the media release is complete, ITaC will convert to PDF and 

put a copy in the correct year file at: T:\Community Relations\Press Releases. 

 

9. To distribute the PDF release to the media directly, send using the blind copy (BCC) 

feature and select the list labeled Media in the Township’s email. The subject should 

briefly summarize the news. 

 

10. After the release is emailed out, ITaC will post the news story and images to the 

Township’s website. 

 

11. ITaC will log any media hits on an annual spreadsheet. 

 

VI. FORMS: 

Forms associated with procedures. 

T:\Community Relations\Press Releases\MEDIA RELEASE Template.docx 

A skeleton of how-to write a release by Pavilion: 

T:\Community Relations\Press Releases\General News Release Template by 

PAVILION.docx 

  

VII. RESPONSIBILITIES: 

 

The Communications & Grants Manager or ITaC Director will work with various Township 

departments to generate media attention via a media release.  

 

The Communications & Grants Manager, the ITaC Director and the Township Manager will 

decide on a case-by-case basis which subjects become media releases.  

 

Other departments may have input and suggestions in the words used, however, the ITaC 

representative will write and distribute the content following guidelines set forth by AP 

Style, journalism integrity, administrative directives and Township procedures. 

 

The Communications & Grants Manager will distribute the list via a curated media list. 

 

VIII. ENFORCEMENT: 

Employees found violating this policy or misrepresenting their responsibilities will be subject 

to discipline according to 5.1.008Disciplinary Policy. 

  

IX. RELATED INFORMATION: 

Related policies, websites, documents that provide supplemental information to the policy. 

Communications Policy 3.1 

Internal Communications Process 3.1.001C 

 

X. POLICY HISTORY: 
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