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COVID-19 Communications Basics and Some Examples Text 
March 17, 2020 

 
Use this Filter: Clarity. Consistency. Brevity.  
“Is what I’m sending easy to understand?”  
“Is what I’m sending consistent?” (In policy, practice, conversation, emails/texts, websites, social media, etc.)  
“Is what I’m sending short and to the point?”  
 

⇒ Do not use words like: “these are ______ times,” “fear,” “panic.” Use words like, “in order to take care…” 
or “as a precaution” … anything that is calm and reassuring versus adding to their fear. 

 
⇒ Be solution focused and concise. People are distracted and afraid. Don’t pile on with an abundance of 

words. Let your customers know what is going on and what’s expected from your staff.  
 

⇒ Pick a theme or key words and use it to reinforce people’s mindsets to stay positive. Example: “We are 
strong, and we will get through this together” or “We are getting through this together” and keep 
repeating it on every communication.  

 
Communications ‘think through’ list  
 
Plan out and assign who is generating messages, when messages will go out, through which channel and who 
has to approve the messages before they are released.  
 
Check your policy manual and your contracts. What is your policy about work stoppages? What do your 
contracts say? Review those and reference them in communications. Why? You’re messaging ONLY what has 
already been decided on it keeps you and the team ‘on message.’ People pick apart what is not consistent.  
 
Make your message easy to understand so everyone “gets it” and/or takes action. (Examples on pg. 2)  
 
Ensure consistency in messaging across ALL the channels you have access to and use. Reminder: do not engage 
in online comments sections. A simple: “Please call our office,” suffices.  
 
Follow-up, follow-up, follow-up. If you message: “This is going to happen.” Ensure it happens by having it 
assigned and scheduled. This protects your company’s integrity and ensures trust is built — not broken. 
***Update or review your website and social media channels daily. Ensure you post contact information and 
assign someone to check for and relay messages through your company structure. Follow-up on those messages 
with staff to ensure items were managed. Because: an online swirl can lead to media calls.  
 
Media tips: 1) Put off an interview — if you are uncomfortable — and provide a statement (no more than three 
lines long and knowing it will be edited, anyway. Shorter is always better). 2) If you choose to do an interview: 
ask for a list of questions being asked for in advance, ask for the topic, set a time limit. “I can talk to you for three 
minutes,” and ensure you have a staff member who can pull you from the situation at the three minute mark. 
Messaging examples  
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Example Text 
 
Formatting email subject lines examples: Format the subject line of emails: ACTION_HEADLINE_DATE  
 
Example: Call in requested_site updates for Blidard Construction_March 27, 2020  
 
Formatting texts, emails and formatting for websites and social media:  
 

⇒ Text to customers: Blidard Construction is letting you know that, due to COVID-19 concerns, we 
are stopping work on the PLAR PROJECT until further notice. More information can be found on 
our website or by calling: 306-555-5555.  
 

⇒ Then: Post this to your website and pertinent information - with a link on the homepage. Blidard 
Construction is letting customers know due to COVID-19 concerns, we are stopping work on the 
PLAR PROJECT (or list) until further notice. Our office will be closed to the public (part of the 
‘social distancing’ measures asked for by health authorities). You can reach us by calling: 306-
555-5555.  

 
⇒ Then: post this to your social media pages. @BlidardConstruction is putting work stoppages in 

place due to COVID-19 concerns. Our office is now closed to the public, but available by calling 
306-555-55555. More info here:  

 
⇒ LINK TO SPECIFIC WEBSITE PAGE. IMAGE: Company logo  

 
Email to customers: (Tip: personalize where possible.)  
 

Subject line: Update_Blidard Construction_March 27, 2020. Email body: Blidard Construction is letting 
you know that due to COVID-19 concerns, we are stopping work on the PLAR PROJECT (specific project) 
until further notice.  
 
Further to our contract, we understand that our commitment to you was (cut and paste text from 
contract specific to work stoppage). We will be doing this (specific action on the part of your company 
on project). We will be sending you updates each week as the situation unfolds.  
 
Our office will be closed to the public (part of the ‘social distancing’ measures asked for by health 
authorities). You can reach us by calling: 306-555-5555. We thank you for your business.  
 
Signature line: Name of employee and title.  

 
Text to staff:  

Team, COVID-19 concerns means we are doing rotating work stoppage (or limiting employees on site to 
five crew members or, or, or…). Our office staff will be emailing letters (via email) to give you a record of 
employment and notice that the work stoppage is due to COVID-19 precautions. Ensure Marni 
(Marni@blidard construction.ca) has your email address.  

 
Email to staff:  

Subject line: Action required_work stoppage and pay_March 27, 2020  
 
Email body: You received this text on (DATE). “Team, COVID-19 concerns means we are doing rotating 
work stoppage (or limiting employees on site to five crew members or, or, or…).”  
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Following up, Marni will be emailing you your record of employment forms so you can access E.I. and 
other financial compensation being offered by the Government of Canada at www.canada.ca 
https://www.canada.ca/en/department-finance/economic-responseplan.html Etc.  
 
We thank you for choosing to work with Blidard.  
Signature line: Name of employee and title.   


