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	Key communications phases/elements
	Communications tasks
	Reference/resources

	[bookmark: Check1]|_|
	Detect and confirm presence of outbreak.
	Epidemiologist, CD Nurse or other communicable disease prevention and control staff detects and confirms the presence of an outbreak and site of outbreak. 
Communicable disease staff should notify their public information officer of the outbreak. Communicate what the risk is, who is directly at risk, who is indirectly affected and recommended public health actions.
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	[bookmark: Check2]|_|
	Develop communication plan.
	The local public information officer should contact state, tribal and local public health agencies as appropriate to confirm outbreak details and initiate coordination of information.
Identify audiences and stakeholders.
Identify audiences’ access and functional needs as they relate to information access (LEP, translation, ADA access). Plan to meet these needs.
Determine what communication tools and channels are needed to support the public health response and to provide stakeholders with the information they need.
Identify the communication team, approval process and what information can/cannot be released.
Develop messages.
Identify expert/spokesperson(s) for media and other stakeholder communications.
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	|_|
	Notify relevant stakeholders about outbreak.
	Send notification letters or conduct notification calls to appropriate stakeholders based on site of outbreak.
Send press release to notify public of outbreak. Consider use of social media.
Use talking points when talking to media about COVID-19 outbreaks.
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	|_|
	Determine data reporting type and frequency to provide to public, media and stakeholders.
	Provide state and local COVID-19 data and sources to support ongoing and requested communications. (Tip: If possible, synchronize release of data with other jurisdictions and levels of government.) 
Provide log in employer toolkit for employers to track employee information for health screenings, absences, etc.
	     

	

	|_|
	Notify public and stakeholders of testing and specimen collection efforts.
	Provide guidance and resources to appropriate stakeholders about COVID-19 testing.
If conducting mass testing, communicable disease staff and public information officers should coordinate communication with test site. Determine communication plan based on whether it is an open or select population testing site along with routine communication considerations.
	     

	

	|_|
	Educate stakeholders about outbreak, and COVID-19 transmission and prevention.
	Use COVID-19 talking points when providing health education or discussing the outbreak.
Send print, digital and social media educational materials to appropriate stakeholders to support increased understanding and response to prevent the spread of COVID-19.
Ensure communication materials are ADA compliant, and available in alternate languages and formats.
Identify and leverage third party spokespersons to validate your messages or to deliver the messages in culturally and linguistically appropriate ways.
	     

	

	|_|
	Determine mitigation and control messaging for outbreak to communicate to public and stakeholders.
	Send communication outlining mitigation measures to relevant individuals and stakeholders.
Reinforce prevention measures by sending educational materials and guidance to stakeholders as appropriate.
	     

	

	|_|
	Determine demobilization messaging for outbreak to communicate to public and stakeholders.
	Provide guidance and resources to appropriate stakeholders about COVID-19 transmission, prevention measures and resources and testing.
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