
ETHIOPIAN TRANSLATORS ASSOCIATION (ETA) 

CRISIS MANAGEMENT PLAN 

1. Purpose 

The Crisis Management Plan outlines the framework for effectively managing crises that could 

impact the Ethiopian Translators Association’s (ETA) operations, reputation, and stakeholder 

trust. This plan is designed to ensure that the Association can respond quickly and efficiently to 

unforeseen challenges, minimize potential damage, and facilitate recovery while safeguarding its 

mission and integrity. 

 

2. Key Elements of the Crisis Management Plan 

2.1 Identification of Potential Crises 

ETA recognizes that crises can emerge from various sources and impact the Association’s 

activities. The following are potential types of crises that the Association should be prepared for: 

• Financial Crisis: Unexpected financial shortfalls, loss of funding, or mismanagement of 

funds that could affect the day-to-day operations or long-term sustainability of the 

Association. 

• Legal Crisis: Legal issues arising from non-compliance with local or international 

regulations, contracts, or intellectual property disputes. 



• Reputational Crisis: Public relations issues or media controversies that damage the 

credibility of ETA or its members, especially related to unethical practices, member 

misconduct, or negative publicity. 

• Operational Crisis: Disruptions in operations due to issues such as natural disasters, 

health crises (e.g., pandemics), or technological failures that hinder the functioning of 

ETA. 

• Ethical Crisis: Issues related to conflicts of interest, unethical business practices, or 

violations of ETA’s core values, including discrimination, harassment, or corruption 

within the organization. 

• External Threats: Attacks on the translation industry, such as the rise of unethical or 

unqualified competition, which could jeopardize ETA’s reputation or the integrity of the 

profession. 

The crisis management plan aims to address these crises proactively and swiftly, ensuring 

minimal impact on the Association’s mission. 

2.2 Roles and Responsibilities of the Crisis Management Team 

ETA will form a Crisis Management Team (CMT), which will be responsible for handling 

crises. The team will consist of key members of ETA’s leadership and support staff, each 

assigned specific roles and responsibilities in the event of a crisis. The following are the roles 

and responsibilities within the team: 

• Crisis Management Team Leader (President or Designated Representative): 

o Responsible for overseeing the overall crisis response. 



o Makes final decisions regarding the crisis management strategy and resource 

allocation. 

o Acts as the primary spokesperson for ETA during a crisis, in consultation with the 

Public Relations Officer. 

• Vice President or Alternate Leader: 

o Takes over the responsibilities of the Crisis Management Team Leader if they are 

unavailable. 

o Provides support to the Crisis Management Team Leader in decision-making and 

implementation. 

• Public Relations Officer (PR Officer): 

o Responsible for managing all communication efforts during the crisis, ensuring 

that the Association’s messaging is clear, consistent, and timely. 

o Coordinates media releases and public statements in consultation with the Crisis 

Management Team Leader. 

o Responds to external inquiries and works to manage public perception. 

• Treasurer/Financial Officer: 

o Handles financial aspects of the crisis, including assessing any potential financial 

impact and managing resources effectively. 

o Ensures financial transparency and accountability during the crisis recovery 

phase. 

• General Secretary or Administrative Officer: 

o Manages internal communications and ensures that all members are informed 

promptly of the situation. 



o Maintains records and documentation related to the crisis response. 

• Legal Advisor (if applicable): 

o Provides legal guidance on the implications of the crisis. 

o Helps in formulating responses to any legal challenges or violations that arise 

during the crisis. 

2.3 Communication Strategies During a Crisis 

Effective communication is essential for managing any crisis. ETA’s Crisis Communication 

Plan will include the following strategies to ensure proper communication during a crisis: 

• Internal Communication: 

o The Crisis Management Team will hold regular meetings to assess the situation 

and update all key stakeholders, including ETA members and staff. 

o ETA will use secure communication channels (e.g., internal emails, members-

only portals) to ensure that members receive timely and accurate updates. 

o The General Secretary or Administrative Officer will be responsible for 

disseminating key messages internally, ensuring transparency. 

• External Communication: 

o The PR Officer, in collaboration with the Crisis Management Team Leader, will 

draft press releases, public statements, and social media posts to inform the public 

and stakeholders of ETA’s actions and responses. 

o The Association will provide clear and consistent messaging, avoiding conflicting 

statements that could further damage ETA’s reputation. 



o Media inquiries will be handled by designated spokespeople (President, Vice 

President, or Public Relations Officer) to ensure a consistent narrative. 

• Stakeholder Engagement: 

o ETA will proactively engage with stakeholders, including partners, government 

agencies, and donors, to keep them informed of the crisis and ETA’s response. 

o Regular updates will be provided to these stakeholders to maintain trust and 

demonstrate ETA’s commitment to addressing the issue. 

2.4 Procedures for Post-Crisis Evaluation and Recovery 

Once the immediate crisis has been resolved, ETA will shift focus to recovery and evaluation. 

The following steps will be taken to ensure proper post-crisis evaluation and recovery: 

• Debrief and Evaluation: 

o The Crisis Management Team will conduct a debriefing session to evaluate the 

response to the crisis. This will include assessing the effectiveness of the actions 

taken, identifying gaps or areas for improvement, and determining how to prevent 

similar crises in the future. 

o An internal report will be created summarizing the crisis, ETA’s response, lessons 

learned, and recommendations for future preparedness. 

• Recovery Actions: 

o ETA will prioritize the recovery of its reputation, resources, and operations, 

depending on the nature of the crisis. This may involve public apologies, financial 

restitution, or restructuring of internal processes. 



o The Association will also focus on repairing relationships with key stakeholders, 

including members, partners, and the public. 

o A recovery plan will be implemented, which could include marketing efforts, re-

engagement with members, or implementation of corrective measures. 

• Long-Term Monitoring: 

o ETA will monitor the long-term impact of the crisis on its operations, 

membership, and reputation. 

o A crisis recovery timeline will be created to outline the stages of recovery and 

establish milestones for full recovery. 

 

3. Crisis Prevention and Preparedness 

To mitigate the likelihood of a crisis and to prepare for potential crises, ETA will: 

• Develop a Risk Management Strategy: ETA will implement a risk management 

strategy to identify potential risks and implement measures to prevent crises from 

occurring. 

• Crisis Simulation Exercises: Periodic crisis simulation exercises will be conducted to 

prepare the Crisis Management Team and staff for potential scenarios. 

• Training for Members and Staff: Training programs will be provided to members and 

staff on crisis management, communication, and responding to potential challenges. 

 



4. Review and Amendments 

This Crisis Management Plan will be reviewed annually by the Crisis Management Team and 

ETA’s Executive Committee to ensure that it remains effective and aligned with the 

Association’s evolving needs. Any amendments or updates will be approved by the Executive 

Committee and communicated to all members. 

 

Approved by: 

Ethiopian Translators Association (ETA) 
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