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Organization’s purpose:
__________________________________________________________________
Update:


Wins - Share and celebrate the good things that have already happened

_____________________________________________________________________________________

Learning - Share learning that can help others

_____________________________________________________________________________________

Help – Highlight areas needing more support

_____________________________________________________________________________________
Physical, Political, Emotional Context:

What do we know, and not know about what happened and its impact (facts)?

______________________________________________________________________________________________________
______________________________________________________________________________________________________

What are the implications of what we know and don’t know (conclusions)?

______________________________________________________________________________________________________
______________________________________________________________________________________________________

What do we predict may happen (scenarios)?

______________________________________________________________________________________________________
______________________________________________________________________________________________________

What resources and capabilities do we have at our disposal (assets)?  Gaps?

______________________________________________________________________________________________________
______________________________________________________________________________________________________

What aspects of the situation can we turn to our advantage?

______________________________________________________________________________________________________
______________________________________________________________________________________________________

Situational Objectives and Intent:

______________________________________________________________________________________________________

_____________________________________________________________________________________

Priority 1: ________________________________________________________ Leader: ___________

Actions:  ______________________________________________
When: _________Who: _________

                     ______________________________________________
When: _________
Who: _________

                     ______________________________________________
When: _________
Who: _________

Priority 2: ________________________________________________________ Leader: ___________

Actions:  ______________________________________________
When: _________Who: _________

                     ______________________________________________
When: _________
Who: _________

                     ______________________________________________
When: _________
Who: _________

Priority 3: ________________________________________________________ Leader: ___________
Actions:  ______________________________________________
When: _________Who: _________

                     ______________________________________________
When: _________
Who: _________

                     ______________________________________________
When: _________
Who: _________

Communication:

Primary Spokesperson: ____________________________ Backup: ___________________________

Message:
_________________________________________________________________________

Communication Points: 


1) ___________________________________________________________________________________
2) ___________________________________________________________________________________

3) ___________________________________________________________________________________
Protocols:

Next Team Call/Meeting: _____________________________________________________________

Exception Guidelines: _____________________________________________________________________________

______________________________________________________________________________________________________

Tool A3.4b – Bridge the Gap – Guide

This provides guidance on completing and using this tool.  Recall the three steps of crisis management:

1 – Prepare in advance, 2 – React to events, 3 – Bridge the gaps.  This tool focuses on bridging the gaps between the desired and current state in the current crisis.
Organization’s purpose:

Begin by recapping the organization’s purpose to give everyone the same long-term view.
Update:
Start each meeting by “going around the table” with BRIEF updates from team members on wins, learning, and help they need.

Physical, Political, Emotional Context:

Context is key.  Complete as soon as practical and then update as things change – which they will.  

· What do we know, and not know about what happened and its impact? (These are facts, data, things everyone looking at sees the same way.)

· What are the implications of what we know and don’t know?  (These conclusions are your opinions, drawn from the facts.)

· What do we predict may happen?  (Since you don’t know what will happen, lay out a couple of possible scenarios.)

· What resources and capabilities do we have at our disposal?  Gaps?  (These are your assets, both already deployed and available to be deployed, as well as holes you need to fill.)

· What aspects of the situation can we turn to our advantage?  (This gets at resources that can be reallocated from other parts of your organization or other organizations, or opportunities created by the crisis.  Look back at the organization’s purpose for guidance here.)

Situational Objectives and Intent:

This is about defining what is required to bridge the gap between the desired and current state in the current crisis.  “Intent” gets at why that’s important.  For example, in a product recall, this might read something like “Ensure the safety of all involved.  Get the product off the market.  Do these in a way that protects consumers and strengthens our reputation so we can rebuild our business/brand after the crisis.”
Priorities:

Be clear on whether your three priorities cut across all scenarios or whether they are options to pursue depending upon which scenario unfolds.  As you get new information, your priorities may change.  Either way, each priority needs a single, accountable leader.

Then lay out the actions for each priority, with timing and a single, accountable leader for each action.
Communication:

Identify the primary spokesperson and back up, along with core message and three communication points. 

Protocols:

End each meeting with agreement on when you’ll meet again and how people should deal with surprises between the meetings.  There will be surprises.[image: image3..pict]
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This form is described in The New Leader's 100-Hour Action Plan by George Bradt et. al. and may be customized and reproduced for personal use and for small scale consulting and training (not to exceed 100 copies per page, per year). Further use requires permission. 
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