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Purpose:  The purpose of the OCF Crisis Management Plan is to provide guidance in identifying, 
responding to and recovering from a crisis affecting the OCF community.  A crisis is an unstable 
or crucial time or state of affairs whose outcome will make a decisive difference for better or 
worse. 

A crisis is any situation that threatens the students, ships, crew, or the integrity and reputation 
of OCF.  Depending on how a crisis is handled determines its outcome.  This includes not only 
dealing with the immediate situation but the perception of the situation by everyone directly 
(students, crew, first responders) or indirectly (parents, schools, regulatory agencies, interested 
public) connected to the crisis, both during and after the actual crisis.   

These situations can be any kind of accident, fire, natural or manmade disaster, theft or legal 
dispute, that could be attributed to OCF or our partners. It can also be a situation where in the 
eyes of the media or general public OCF did not react to one of the above situations in the 
appropriate manner. Any adverse or negative media attention will magnify the severity of the 
situation and have ramifications beyond the crisis itself. The information contained in this 
manual will assist in coordinating our efforts to minimize the opportunity for misinterpretation 
of events or the potential negative impact from any crisis.  
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Declaration of a crisis   
 
A crisis may occur suddenly and unexpectedly (accident, medical emergency or fire for 
example) or may develop slowly from non-emergency circumstances (weather, national 
security events).  It may be internal to an OCF program (shipboard incident, port accident) or 
external to OCF (international events, community health epidemic).  No matter how it develops 
an event should be considered a crisis if it has the potential for outcomes that could have one 
or more of the following effects: 

 disruptive to OCF mission 

 presents a physical or psychological danger or challenge to our students, staff, crew or 
guests 

 threatens our vessels or physical structures 

 has the potential for adverse publicity for OCF 

 has the potential for negative financial impact for OCF 

 and demands immediate attention. 
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Shipboard Crisis Response 
 
There is a potential crisis anytime the vessel, shore-side institution or guardian is unsure about the 
situation aboard or when the students’ transit to or from the vessel does not go as planned. 
 
The crew aboard is generally the first to determine that a crisis exists. Your judgment about how any 
event aboard will affect the overall operation of the ship or program is the most profound element in 
determining whether any given event should be reported to the office.  If any crew member is 
wondering if a situation fits the definition of crisis they should assume that it does and report it, 
following the established chain of command or as follows. 
 
As with any situation, crisis or non-crisis, common sense is a critical resource and must be used at all 
times.  No matter what the situation reported is the person responding to the situation will need to 
present a calm and collected manner when dealing with the ship or any other involved parties.  Your 
initial actions will have a huge effect on how big any crisis becomes, be it an incident or general 
situation.   
 
Your role in collecting information and also in dispersing information is one of the most crucial links in 
resolving the crisis quickly and successfully.  If you observe or hear about any situation that you believe 
is, or could become, a crisis, pass it on as soon as possible following the chain of command. 
 
The Master has the responsibility to report any events that occur to the office that have the potential 
of becoming a crisis.  The crew has the responsibility to report any events that occur to the Captain, or 
ranking crew member, that have the potential of becoming a crisis.  If the Master is not available to 
report a crisis the ranking crew member should contact the office, marine superintendent or education 
director, or executive director as soon as possible after collecting as much information as deemed 
appropriate about the crisis.  The persons in these positions are members of a Crisis Management Team 
(CMT) that will evaluate the information you give them and help to prepare a coordinated response.  
Communication, first internally and then externally, is essential in resolving any situation or crisis to 
every one’s satisfaction. 
 
If you report a situation to the office, depending on the level of the crisis, the person receiving the 
report or the duty person will be able to resolve it with the information available or (s)he will need to 
contact the CMT to properly address the situation as well as any potential ramifications that might result 
from the situation.  The person reporting the crisis to the office may have to prompt the staff member 
how to proceed next. 
 
If the ship has an emergency aboard or a question regarding the program or individual students they will 
contact the office during business hours.  If the ship has been involved in an incident or catastrophe it 
may be another party informing us of their situation.  This could be the Coast Guard, parent, observant 
bystander or reporter.   OCF’s programs run around the clock and any after hour’s reports or questions 
will be directed to the duty person (marine superintendent unless otherwise instructed). 
 
After your initial report to one of the above persons you should refer any additional information and 
updates to the same person unless you are directed otherwise.  You should always make 
arrangements for the next communications with the office or CMT for updates about the situation or 
to receive information from the CMT.  Depending on the severity of the crisis you may receive 
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additional incident specific instruction as to what parties to forward calls to or as to a prepared 
statement regarding the crisis. 
 
All of these efforts are to resolve the crisis in the most expedient and consistent fashion possible.  Under 
no circumstances should any crew member offer personal opinions or speculate about the crisis unless 
asked to do so by the person you reported the crisis to.  In most instances initial reports of an incident 
do not have enough detail to accurately determine the severity of the situation.  Therefore, Ocean 
Classroom treats every incident as if it were an emergency.  During any emergency opinions or 
speculation will generally lead to misinformation being circulated which in turn becomes its own crisis. 
 
Any speculation that the CMT performs is with the intent of creating a response to the crisis that will 
resolve the situation as quickly as possible and with the least amount of disruption to the operation of 
the vessel, or program aboard.  Any speculation that the CMT may engage in is based on the information 
about the incident that we have at that moment and our collective experience with our facilities, 
personnel and programs.  This speculation will evolve as more information becomes available and will 
dictate the direction our response takes. 
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Ocean Classroom Foundation 
 

CRISIS RESPONSE 
Checklist 

 
1- Determine that a crisis is being reported to you and take all immediate actions as required by the 
situation to protect life and property. 
 

If you determine that the situation is life threatening 
and an immediate rescue response is needed you should call the appropriate authority using the most 

expedient communication equipment available or 
US Coast Guard Search and Rescue Center at: 
207 767 0303 or if that is busy 757 398 6700 

(These numbers are manned 24/7 and they will evaluate the information you give them and will initiate the 
appropriate action) 

Please record any communications with date, time, contact persons and contact information. 
Proceed to steps 2 through 4 if possible 

 
2- If you determine the situation is not life threatening gather the pertinent information using Form CG 
2692 and/or OCF Form CR-1 (as appropriate) 
 
3- Report to the office or CMT that a crisis is occurring with information collected to 
 a- JB Smith;   
  in the office at 207 563 3266 
  by cell 207 332 4615 
 b- if JB is not reachable call Alyson Graham; 
  in the office at 207 563 3266 
  by cell at 845 489 3577 or 207 209 9881 
 c- if neither of the above are reachable call Greg Belanger; 
  by cell at 203 507 9823 
 d- the next person on the most recent OCF Contact Information Sheet 
 
4- Standby for instruction and report to the CMT any subsequent developments regarding the crisis 
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Initial Crisis Response in the Office 
 
 
If the ship has an emergency aboard or a question regarding the program or individual students they will 
contact the office during business hours.  If the ship has been involved in an incident or catastrophe it 
may be another party informing us of their situation.  This could be the Coast Guard, parent, observant 
bystander or reporter.   OCF’s programs run around the clock and any after hour’s reports or questions 
will be directed to the duty person (marine superintendent unless otherwise instructed). 
 
The Master has the responsibility to report any events that occur to the office that have the potential 
of becoming a crisis.  The crew has the responsibility to report any events that occur to the Captain, or 
ranking crew member, that have the potential of becoming a crisis.  If the Master is not available to 
report a crisis the ranking crew member should contact the office or duty person.   
 
As with any situation, crisis or non-crisis, common sense is a critical resource and must be used at all 
times.  No matter what the situation reported is the person responding to the situation will need to 
present a calm and collected manner when dealing with the ship or any other involved parties.  Your 
initial actions will have the greatest effect on how big any crisis becomes, be it an incident or general 
situation.   
 
When reported to the office, depending on the level of the crisis, the person receiving the inquiry or the 
duty person will be able to resolve it with the information available or (s)he will need to contact other 
person(s) to properly address the situation as well as any potential ramifications that might result from 
the situation. 
 
Your role in collecting information and also in dispersing information is one of the most crucial links in 
resolving the crisis quickly and successfully.  When you receive a report form the ship or program or 
other party regarding a ship or program that you believe is, or could become, a crisis situation, pass it on 
as soon as possible after gathering as much information as possible on OCF Form CR-1. 
 
You should contact the duty person, marine superintendent or education director, or executive director.  
The persons in these positions are members of a Crisis Management Team (CMT) that will evaluate the 
information you give them.  Communication, first internally and then externally, is essential in resolving 
any situation or crisis to every one’s satisfaction. 
 
After this initial notification to one of the above persons you should refer any additional information and 
updates to the same person unless you are directed otherwise.  Depending on the severity of the crisis 
you may receive additional incident specific instruction as to what parties to forward calls to or as to a 
prepared statement regarding the crisis. 
 
All of these efforts are to resolve the crisis in the most expedient and consistent fashion possible.  Under 
no circumstances should any crew member or staff member offer personal opinions or speculate 
about the crisis unless asked to do so by the person you reported the crisis to.  In most instances initial 
reports of an incident do not have enough detail to accurately determine the severity of the situation.  
Therefore, Ocean Classroom treats every incident as if it were an emergency.  During any emergency 
opinions or speculation will generally lead to misinformation being circulated which in turn becomes its 
own crisis. 
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Any speculation that the CMT performs is with the intent of creating a response to the crisis that will 
resolve the situation as quickly as possible and with the least amount of disruption to the operation of 
the vessel, or program aboard.  Any speculation that the CMT may engage in is based on the information 
about the incident that we have at that moment and our collective experience with our facilities, 
personnel and programs.  This speculation will evolve as more information becomes available and will 
dictate the direction our response takes. 
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Ocean Classroom Foundation 
OFFICE 

CRISIS RESPONSE 
Checklist 

 
1- Determine that a crisis is being reported to you 
 
2- Gather as much information as possible using OCF Form CR-1  
 

If you determine that the situation is life threatening 
and an immediate rescue response is needed you should call the appropriate authority using the most 

expedient communication equipment available or 
US Coast Guard Search and Rescue Center at: 
207 767 0303 or if that is busy 757 398 6700 

(These numbers are manned 24/7 and they will evaluate the information you give them and will initiate the 
appropriate action) 

Please record any communications with date, time, contact persons and contact information. 
Proceed to steps 2 through 4 if possible 

 
3- If you determine the situation is not life threatening gather the pertinent information using Form CG 
2692 and/or OCF Form CR-1 (as appropriate) 
 
4- Report to the office or CMT that a crisis is occurring with information collected to 
 a- JB Smith;   
  in the office at 207 563 3266 
  by cell 207 332 4615 
 b- if JB is not reachable call Alyson Graham; 
  in the office at 207 563 3266 
  by cell at 845 489 3577 or 207 209 9881 
 c- if neither of the above are reachable call Greg Belanger; 
  by cell at 203 507 9823 
 d- the next person on the most recent OCF Contact Information Sheet 
 
5- Standby for instruction and report to the CMT any subsequent developments regarding the crisis 
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Crisis Management Team basic protocol 
 
1.  Identify the problem 
 Initial response: 
 - When a crisis arises, it is anticipated that those at the site of the incident 

will take the appropriate immediate response to handle the situation.  Those at 
the site of the incident should make no statements to the press before 
consultation with the Crisis Management Team (CMT). 

- At the earliest opportunity he/she will report the incident to a member of the 
CMT or to the office.  If the crisis is reported to any OCF staff they should report 
the incident to a member of the CMT immediately-24 hours a day 7 days a week. 

- Make sure a communications time frame is established with the site for 
updates.  As our campuses are remote the ship should initiate communications 
and/or monitor the appropriate communications equipment. There should be 
hourly check-ins (or more frequently, if the situation demands) until the ship 
and the CMT agree to a different schedule.   

 - The CMT consists of the following personnel (See Appendix 1): 
   Executive Director-  Greg Belanger 
   Marine Superintendent- JB Smith 
   Director of Programs  

and Education- Alyson Graham 
    

2.  Deal with the problem 
 Activation:   

- This protocol is activated when any member of the CMT receives 
notification of an incident and feels it warrants the attention of others on 
the CMT. 

 Response:   
- The head of the CMT (the Executive Director or designate) will 

determine the severity of the crisis and to what extent the CMT will 
respond.       
- low urgency- newsletter article 
- higher urgency- one-on-one meetings –  one-on-one meetings, 

specific audience targeted such as legislators  
- higher urgency- media release, broad public appeal  
- high urgency and big issue; etc.- media conference 

This protocol has been prepared to expedite that response.  
Appendix 4 contains a check list for the CMT to facilitate an 
adequate response to the crisis.   

The head of the CMT will notify the OCF board with a report of the crisis 
and actions taken.  

   - Appoint members of the CMT or staff to: 
 - Record crisis details, actions taken, external responses, resolution. 
   - Serve as the official spokesperson and manage media; 
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   - Keep the OCF community informed; 
- Contact partners, allies, members, etc. and assist with sector-wide 

talking points, if appropriate.     
 Resources:  

- The CMT will stand ready to provide additional resources to deal with the 
crisis.  This may include notifying outside agencies to request assistance 
or clarify the status of a situation or involve transporting gear and 
specialized personnel to the scene. 

 
3.  Assist any victims including those directly and indirectly impacted by the event  

This may include medical assistance and psychological support or counseling.  In 
addition victims and their families may require hardship assistance such as 
accommodations, travel and replacement of belongings. 

  
4.  Communication of A Crisis 

It is crucial in a crisis to tell it all, tell it fast and tell the truth. If you do this you have 
done all you can to minimize the situation.    

 Before Going Public: 
 - CMT to determine who is the crisis communications lead person.  This will be the  

Executive Director or a designate of the Executive Director.  
- The CMT leader, crisis communications lead person and appointees comprise the 

Crisis Communication Team (CCT). 
- One of the first responsibilities of the crisis communication team should be to 

determine the appropriate positioning or message to address the emergency.  
Things to think about:  

  - This is where "Tell it all, tell it fast and tell the truth" begins.  
- The first and foremost goal is protecting the integrity and reputation of 

OCF. 
  - Never try to lie, deny or hide your involvement.   
  - Don't let the lawyers make the decisions. While they are good   
   intentioned it may cause the crisis to escalate.  
  - The cause of almost all crises fall into two broad categories:  
  - Overt acts and acts of omission.  
  - Issues of competence or lack thereof in matters of public    
   perception. 

- Situational Assessment –Questions to help devise appropriate crisis 
communications response, include, but are not limited to: 

   - What is the situation? What will happen next? 
   - Who on staff needs to be involved? 
   - What immediate steps need to be taken? 
   - What is known and who already knows it? 

- Is there potential public interest? Does the issue have traction 
(will it become anything more than a blip on the evening news)? 

   - Who will be affected? 
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   - What are people feeling – what emotions need to be   
    considered? 
   - What information is needed and who beyond    
    organizational staff need to get it? When will it be    
    available? 
   - What should the organization do about it? Proactive vs.   
    reactive? Contact or refer to another organization? 
   - It is always best if a mistake has been made to    
    admit it up front, and begin doing whatever is    
    possible to re-establish credibility and confidence    
    with internal and external audiences. This may be    
    difficult for senior management to do, especially if    
    the lawyers are involved since it is their job to    
    minimize the eventual legal cost to the company.    
    Many Public Relations case studies are made of issues   
    where the lawyers had too much say in what was done   
    and upper management didn't get involved from the   
    beginning. 
   - If you ignore the situation it will only get worse. 
   - See Appendix 5: Decision Tree 

- What CAN and CAN’T be said? What are the organization’s privacy 
policies? 

   - Is legal or PR counsel needed? 
   - Determine the crisis communication spokesperson who   
    will answer all media and other inquiries. 
    (See Appendix 8) 

- How will response be communicated?    
- newsletter article – low urgency (also good as a follow up to any 

major situation) 
- one-on-one meetings – higher urgency, specific audience targeted 

such as legislators    
- media release – higher urgency, broad public appeal  
- media conference – high urgency and big issue; etc. 
- Should a resource list be compiled of additional industry 

spokespeople? 
   - What media will be contacted? What legislators? What   
    donors? Others? 
   - Who will begin the staff and board phone trees? (See   
    Emergency Phone Tree) 

- Determine appropriate response/action (see Appendix 5: Decision 
Tree). 

- Create plan of action for internal and external communications. 
- The crisis communication team should be supplemented with 

competent people who can answer phones and if required escort 
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media. Having calls from the media answered promptly is 
essential.  

- Develop factual, detailed and responsive messages that reflect the 
status of the crisis, OCF’s response, and, if possible, proactive 
steps to resolve the situation to be used by the spokesperson and 
its representatives.  All media and public inquiries should be 
referred to the Executive Director for comment. 

- As soon as possible a prepared statement should be given  to the 
staff. This statement should be something such as "Facts are still 
being gathered but there will be a press conference before 4:00, 
give me your name and number and I will call you back to let you 
know when." 

- Positioning- To decide on a position, it is important to step out of 
your role in the company and put yourself in the situation of 
whomever was involved in the crisis or try to view the crisis from 
the eye of the public. Ignoring the situation will only make things 
worse.  

   - Examples of categories to consider for positioning    
    are:  
      - Human error  
      - Clerical error  
      - Unauthorized procedures  
      - Inadequate supervision  
      - Inadequate quality control  
      - Misuse of confidential information  
      - Errors in judgment  

- Inadequate standard operating procedures  
   - As you are considering the position it is important    
    to consider the wide range of consequences (e.g.,    
    legal, financial, public relations, effects on     
    administration, effects on operations).  
   - Keep in mind that people tend to remember what    
    they hear first and last. 

- Messages should be prepared for media inquires, member 
updates, and proactive phone calls to critical audiences. (See 
Appendix 6) 

   - Messages should reflect the organization’s overall    
    messages, leadership role, and resource status.    
    They should attempt to reinforce the positive and    
    be action/solution oriented if possible. 
   - Consider what media know about the situation and   
    what their potential interest is. 
   - Recognize that unfavorable, inaccurate     
    information, if not corrected, could have future    
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    negative consequences requiring additional     
    responses. 
   - Consider questions that will be asked in order to    
    prepare answers for them – including the questions   
    you hope will not be asked. 
   - Develop a written statement for the receptionist    
    and the representative greeting members of the    
    media and the general public. Decide if it is     
    appropriate to change the general or a particular    
    staff members voicemail messages. 
   - Consider need for additional materials such as a    
    fact sheet, backgrounder, web site resources,    
    FAQs, etc. 
   - If appropriate, consult with other organizations    
    involved to ensure consistent messages and    
    conformity of responses. 
   - Prepare talking points and provide a script for the    
    receptionist receiving incoming calls. 
   - Determine if a press release, web and/or voicemail    
    updates are necessary. 

- Assess what resources are necessary to manage the crisis (i.e. cell-
phone availability, press conference needs, on-location resources 
– signs, lectern, visuals, etc). 

- Collateral Materials- Information brochures or fact sheets about 
the company or the area in which the crisis has occurred are 
helpful in informing the reporters or anyone else seeking 
information about the company.  

   - In some cases it might be necessary to create    
    materials that explain technical systems or in-   
    house procedures. If we explain how a technical    
    system or in-house procedure works and point out    
    where a breakdown occurred, there is less chance    
    of a reporter interpreting the situation erroneously.  
   - If one is not already in place a generic fact sheet    
    about the company should be created and made    
    available.  
   - Always do what you can to make a complicated    
    issue as simple as you can for reporters. If the crisis   
    was caused by a piece of equipment consider    
    bringing in a similar piece of equipment to show    
    reporters. At the very least provide a schematic or    
    drawing. If you give them a visual, that may keep    
    them from seeking one out themselves. Try not to    
    use the actual piece of equipment that failed since    
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    that is morbid and allows an opportunity to an over   
    zealous reporter to do some yellow journalism. It    
    may also be traumatic to the relatives of victims.  
 
  
 Going Public 

- Begin placing telephone calls to critical internal audiences, including  staff and 
participants on other OCF vessels and programs.  This may include Board 
members, insurance representatives, medical services and legal advisors. Enlist 
their support and ensure that communications networks are working smoothly 
(email, webpage, telephones).  They must have the information they need to 
carry out their duties in light of the crisis and its effects and to minimize rumors 
that will abound in any crisis situation. 

- Inform those indirectly affected to ensure that they get an accurate picture of 
the situation.  This may include parents of students, partner organizations 
(Outward Bound, Procter Academy), students on future programs, OCF Alumni, 
alumni crew, ASTA, other sail training organizations (SEA?), regulatory agencies 
(USCG, State Department), OCF friends, the local community.   

- Begin media and other external audience outreach, use press release if 
appropriate. 

 - Update web site, Facebook, and organization phone mail, if needed. 
 - Evaluate message effectiveness as the situation progresses.  

 
 

- Implement methods for updating key audiences with ongoing information.  
Methods may include: 

- Sending communications to members via the listserv or broadcast 
email. 

   - Promptly returning phone calls. 
- Posting a statement on the web site and updating it regularly. 

   - Updating the organization’s voicemail. 
   - Post-crisis wrap up communication and calls. 

- Printing an article in the newsletter (if the crisis is not time 
sensitive or as follow-up to the situation, particularly to 
demonstrate OCF’s actions and as a future guide). 

 - Evaluate crisis communications efforts. 
- Secure Loose Ends – Appropriate communications should be made outlining the 

resolution of the crisis to appropriate audiences. If changed, voice mail and web 
site should be updated. All media contacts should be double checked for 
completed interaction, then new names added to the organization’s media list. 

- Recognition of Heroes – The Crisis Communications Team will work with staff 
and the Marketing and Communications Committee to determine the best and 
most appropriate means for recognizing the “heroes” involved in the crisis 
situation. 
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4. Develop ‘lessons learned’ from the crisis and ensure that plans and procedures reflect any 
necessary changes.  This can be achieved with timely debriefs of all involved and careful 
recordkeeping and documentation. 

- Crisis Communications Review – Re-convene Crisis Communications Team to 
evaluate response, actions, what didn’t work, what needs to be 
improved/revised for the future, etc. 

- Media Coverage Assessment – Review coverage. Check for message consistency 
and saliency. Are there issues that might need further clarification. 

- File and Update – File notes, clips, talking points, communication, etc. into a 
folder. Revise the crisis communications plan if necessary. 
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Preparedness 
 
1. Distribution: 
Vessels (2 copies each) with all notification lists 
Board of Trustees with all notification lists 
Senior staff (3 copies each – office, home, car) with all notification lists 
Staff – crew to be familiar with location of plan on vessel 
Insurance company 
Legal Advisor 
Medical Advisor with all notification lists 
 
2. Plan review and updates: 
The Crisis Management team and alternates will meet at least semiannually to assess current or 
potential emergency management issues, provide necessary training, organize and conduct 
drills and update elements of this plan. Team membership is updated as needed based on 
personnel changes or availability.  Contact information in Appendix 1 and 3 is updated as 
needed by the Marine Superintendent. 
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Appendix 1:  Crisis Management Team 

 
The CMT consists of the following personnel as a minimum or, in their absence, the designated 
alternates.  The Executive Director will normally head the CMT unless an existing member is 
appointed. In his/her absence, the most senior staff member as determined by the chain of 
authority below will head the CMT. 
   
  Executive Director-  Greg Belanger 
  Director of Programs  

and Education-  Alyson Graham 
Marine Superintendent- JB Smith 

 
   
   
Notified Legal Advisor-   
By CMT  Medical Advisor-   
Leader  Insurance Company-  Gene McKeiver      
  Board Representatives-  

   
 
When a crisis occurs, the Executive Director will assume to role of Spokesperson and will 
appoint a Recorder.  The Spokesperson will be responsible for all communications internal and 
external to OCF.  The Recorder is to maintain a detailed log of all communications, discussions 
and events relating to the emergency. The Recorder is to have no other duties during the 
emergency.   These are very important roles. 
 
Board members will not answer questions from the press but to simply say that our 
organization has an established crisis plan in place and in accordance with the plan all 
statements and information to the media will be exclusively provided by the Executive Director. 
 If the ED is not available - the CMT in consultation with the Chair of the Board will designate 
the public spokesperson.  This will avoid the problem of board members providing incomplete 
or erroneous information and will allow the staff members of the CMT to focus "internal" 
communications. 
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Appendix 2:  OCF Contact information 

 
 

 

VESSELS 
 
HARVEY GAMAGE   WDE 6354 SPIRIT OF MASSACHUSETTS  WCZ 9474 
Ship Cell:  207-450-1938 Ship Cell:  401-207-3713 
Sat Phone:  8816-2241-7353  Sat Phone: 
e-mail: 436818913@c12.stratosmobile.net e-mail: 433825911@c12.stratosmobile.net 
 436818912@c12.stratosmobile.net  433825912@c12.stratosmobile.net 
Text Msg: 881632548424@msg.iridium.com  
 
WESTWARD  WDB 4655 VIRGINIA WDC4156   
Ship’s Cell:  207-332-7516 Ship’s Cell: 207-332-1201 
Sat Phone: INMARSAT: 436900210@c12.stratosmobile.net  
e-mail: 433825914@c12.stratosmobile.net 
 436692212@c12.stratosmobile.net 

 
AMISTAD WCZ9672 
Ship’s Cell (from Spirit): 401-207-3713 
Sat Phone: (011) 870 761 142 858 

 
 

NAME CELL HOME e-mail 
 
Belanger, Greg 203-507-9823  gbelanger@ocaenclassroom.org  
 
Flansburg, Chris 207-975-0104  cflansburg@oceanclassroom.org  
 
Graham, Alyson 845-489-3577  agraham@oceanclassroom.org 
 
Iverson, Abi 312-608-8364   aiverson@oceanclassroom.org 
 
Neill, Peter 207-610-0054 207-359-5054 pneill@oceanclassroom.org 
 
Rochette, Laura 207-632-8724  lrochette@oceanclassroom.org  
 
Smith, Caroline 757-676-5067 757-238-8191 csmith@oceanclassroom.org  
 
Smith, JB 207-332-4615 207-845-2808 jbsmith@oceanclassroom.org  
 
Thorne, Alix 917-655-1122 207-236-2550 alix@oceanclassroom.org 
 207-841-7080  
 
Tohanczyn, John 207-332-1201 207-763-4670 
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mailto:436818912@c12.stratosmobile.net
mailto:433825912@c12.stratosmobile.net
mailto:881632548424@msg.iridium.com
mailto:436900210@c12.stratosmobile.net
mailto:433825914@c12.stratosmobile.net
mailto:436692212@c12.stratosmobile.net
mailto:gbelanger@ocaenclassroom.org
mailto:cflansburg@oceanclassroom.org
mailto:agraham@oceanclassroom.org
mailto:aiverson@oceanclassroom.org
mailto:pneill@oceanclassroom.org
mailto:lrochette@oceanclassroom.org
mailto:csmith@oceanclassroom.org
mailto:jbsmith@oceanclassroom.org
mailto:alix@oceanclassroom.org
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Board of Directors 2010  

Mr. Peter  Coburn 15 Davidson Lane Lyme NH 03768 pcoburn@cli-usa.com 603-795-4401  

Mr. Peter  Neill P.O. Box 1 Sedgewick ME 04676 pneill@theW2O.net 207-359-5054  

Mr. David  Pilla P.O. Box 298 Wilmot NH 03287 davidpilla@proctor.net 603-526-4708  

Ms. Alix  Thorne 106 Chestnut Street Camden ME 04843 alix@oceanclassroom.org 207-236-2550  

Mr. Paul  Weaver 32 Factory Cove Road 
Boothbay 
Harbor ME 04538 pdweaver@mac.com 207-633-4453  

           

 
  

 
 
Medical Service 
 MEDLINK-  602-239-3627 
 
Legal 
  
USCG 
 207-767-0303 
 757-398-6700 
 
Damariscotta Police 
 207-563-1909 
 
State Senators 
 Susan Collins- 207-622-8414/202-224-2523 
 Angus King- 207-622-8292/202-224-5344 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:pcoburn@cli-usa.com
mailto:pneill@theW2O.net
mailto:davidpilla@proctor.net
mailto:alix@oceanclassroom.org
mailto:pdweaver@mac.com
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Appendix 3: Media Contact List  
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Appendix 4:  Crisis Management Team Checklist 
 
Identify and deal with the problem causing the crisis: 
__ Ensure initial response has been taken by those at the scene of the crisis 
__ Activate the Crisis Management Protocol and Crisis Management Team (CMT) 
__ Activate Crisis Communications Plan 
__ CMT to ensure implementation of appropriate Emergency Response Plan  
__ CMT to provide additional resources as needed 
 
Assist any victims including those directly and indirectly affected by the crisis: 
__ Provide medical assistance as needed 
__ Provide psychological assistance and counseling as needed 
__ Provide hardship assistance where required 
 
Communicate with and enlist the support of the OCF community: 
__ Staff and crew not at the scene i.e. other OCF vessels and program sites 
__ CMT to keep OCF community informed of the situation 
__ verify that email, web page, phone center are functioning properly for communications 
__ Establish or plan for emergency communications systems in event of power disruption 
__ Monitor and update Facebook posts  
 
Inform those indirectly affected: 
__ Trustees and board members 
__ Parents of students 
__ Partner organizations (Outward Board, Procter Academy) 
__ Local community  
__ Alumni, non working crew, OCF friends 
__ Insurance representative 
__ Regulatory and government agencies (USCG, Customs, Immigration)  
__ other (Tall Ships America, other sail training organizations) 
 
Affirmatively manage the media and other self appointed outsiders: 
__ All communications through OCF Spokesperson 
__ provide periodic media updates as appropriate 
__ provide official statements as needed 
__ Monitor other Facebook Sites in the Community 
 
Develop ‘lessons learned’ from the crisis and ensure plans and procedures reflect any necessary changes:  
__ Ensure records are kept of all actions, communications and meetings during the crisis 
__ CMT to debrief all participants as soon as possible to determine lessons learned 
__ Senior management to incorporate lessons learned into CMP.  
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Appendix 5: OCF Form CR-1 
 
 
Date_______ Time___________ 
Name of Vessel______________________  
Navigation Information 
 __Moored, Docked or Fixed 
 __Anchored 
 __Underway or Drifting   
 Position Lat. ____________________ Long. ______________________ 
  Geographic Description ______________________________________ 

Vessel Speed_______ Course__________T or M 
Last port_____________________ Bound Towards______________________ 

ARE YOU IN NEED OF ASSISTANCE?   Yes / No   
Have you contacted the Coast Guard?   Yes / No   Time ________ Method __________ 
         Frequency _________ 
 
Establish what communication equipment the ship will be standing by on (circle all that apply) 
 SSB Frequency or Channel ___________ 
 VHF Frequency or Channel ___________ 
 INMARSAT-C 
 SATphone 
Ask the ship to contact the office in one (1) hour to update situation or receive instructions.  When 
appropriate establish the next communication   
Date _____________Time_____________Method___________Frequency__________ 
 
If situation allows please collect the following information 
 
Date and Time of casualty_____________________ 
Casualty Elements 
 No. of persons on board____________ 
  Death- How many?__________ 
  Missing- How many?________ 
  Injured- How many?_________ 
   Names of person(s) involved 
   Crew      Student(s) 

_____________________ i / m / d _____________________ i / m / d 
_____________________ i / m / d _____________________ i / m / d 
_____________________ i / m / d _____________________ i / m / d 
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Nature of Casualty 
 __Collision 

Name(s) of other vessels/facility/structure__________________________ 
 __Grounding 
 __Heavy weather damage 
 __Fire 
 __Explosion 
 __Wake damage 
 __Flooding, swamping w/o sinking 
 __Capsizing 
 __Foundering or sinking 
Vessel Damage 
 __Structural 
  __Steering 
  __Machinery/ Equipment 
  __Electrical 
  __Navigation Equipment 
 __Superficial 
 __Other 
Actions being taken 
 PFD’s 
 Intentions 

Damage Control 
 Other 
Conditions 
 Sea Conditions___________  Air Temp._____ 
 Weather  Time   Visibility 
  __Clear  __Daylight  __Good 
  __Rain   __Twilight  __Fair 
  __Snow  __Night  __Poor 
  __Fog      Est. Distance____ 
  __Other 
 Wind     Current 
  Speed_____ Dir. ______  Speed_____ Dir. ______  
 
Description of Incident 
 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
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Reported by___________________ 
Name of Captain_____________________  

 
Notification given to  __Exec. Dir. Time__________ 
    __Ed. Dir. Time__________ 
    __Mar.Super. Time__________ 
    __Other  
     Name 
    ___________________ Time___________ 
    ___________________ Time___________ 
    ___________________ Time___________ 
    ___________________ Time___________ 
    __Coast Guard  Time__________ 
 
Report taken by  Name__________________________   
      Date___________Time___________ 
      Signature________________________ 
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Appendix 6: Decision Tree 
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Appendix 7:  Prepared Emergency Statements 
 

Prepared Statements 
 

If you don't communicate immediately, you lose your greatest opportunity to control events. 
(Attached is a fill-in the blanks news release that can be used with little or no preparation as 
your first news release). Your first news release should include at a minimum the who, what, 
when and where of the situation.  
You must give the facts that have been gathered from reliable sources and confirmed. Don't 
over reach and don't speculated. There is a limit to your role. To exceed that limit is a mistake. 
If you do nothing more than show concern for the public and for your employees in your first 
press interaction, you are already on the right track. The corollary of expressing concern and 
generating good will at the consumer level is securing the loyalty of your customers and 
employees by taking the initiative to share information with them. If your employees and 
customers don't feel like insiders, they are going to act like outsiders.  
You must have a prepared statement on hand that can be used to make an initial general 
response to the media when knowledge about the crisis first becomes known on a widespread 
basis or by reporters.  
As the crisis progresses and new information and facts become available, it is also advisable to 
develop prepared statements to be made by the spokesperson at the onset of any media 
interview, briefing or news conference.  
These prepared statements also can be read over the telephone to reporters who call to 
request information but are not represented at news conferences or briefings. The statement 
can also be sent by FAX or e-mail upon request.  

 

Sample News Releases 
 

A ___________________ at ____________________ involving __________________ occurred 
today at ________________ . The incident is under investigation and more information is 
forthcoming.  
A (what happened) at (location) involving (who) occurred today at (time). The incident is under 
investigation and more information is forthcoming.  
For instance:  
An explosion at 1210 Market Street, the main plant for the Acme Toy Company occurred today 
at 3 p.m. The incident is under investigation and more information is forthcoming.  
You could put down a definitive time for the next news conference or release of information if 
you know it but it is not necessary. This will not solve your problems, but may buy you enough 
time to prepare for the next news conference or release.  
You could also add information if it is available such as how many casualty's there are known up 
to this point or any other pertinent information available. Once again, this information should 
be definitive and not speculative, verify everything you say. This will help your credibility in the 
long run.  
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 Loss of contact with vessel 
 On DATE Ocean Classroom contacted the USCG for assistance in locating one of their 
vessels, NAME.  This request is following Ocean Classroom protocols when any one of our 
vessels does not check in on schedule.  VESSEL NAME is sailing towards NAME and we are 
anticipating their arrival as scheduled. 
 As an inspected vessel, VESSEL NAME is equipped with redundant communications 
equipment.  We are looking forward to learning why this equipment is not functioning as 
reliably as we are accustomed to.  VESSEL NAME also is equipped with automatic 
communication equipment in case of emergency and none of these devices has been activated. 
 Our shore side staff will be on duty and working with the CG until this situation is 
resolved.  To help us focus our efforts please check our website, www.oceanclassroom.org, or 
allow us to contact you, for any new developments or updates.  

 Ship event: MOB, fire, grounding, collision, equipment failure, loss of vessel 
 On DATE the Ocean Classroom vessel, NAME, contacted OCF offices/ the USCG for 
assistance in responding to extraordinary situation aboard.  The ship has reported a 
DESCRIPTION OF EMERGENCY aboard.  This request for assistance is in accordance with 
prudent seamanship and Ocean Classroom protocols when any situation has the potential of 
stressing our shipboard resources or training. 
 VESSEL NAME is sailing towards NAME and is scheduled to arrive on DATE.  Those 
aboard may determine that altering their voyage track will be beneficial in resolving this 
situation sooner and all of our efforts are directed towards that end.   
 Due to the evolving nature of this situation our shore side staff is on duty and is standing 
by to support those aboard in any way possible.  We will also be working with the CG until this 
situation is resolved.  To help us focus our efforts please check our website, 
www.oceanclassroom.org, or allow us to contact you, for any new developments or updates. 

 Adverse weather 
 Ocean Classroom Foundation is contacting you to make you aware of adverse weather 
that may affect the voyage of the Ocean Classroom vessel, NAME.  We have been monitoring 
the conditions in the area in which they are cruising and have been discussing altering their 
voyage track to maximize the comfort of all aboard. 
 VESSEL NAME is sailing towards NAME and is scheduled to arrive on DATE.  The ships 
actions now will affect their arrival time and perhaps their destination  
 Due to the evolving nature of this situation our shore side staff is on duty and is standing 
by to support those aboard in any way possible.  To help us focus our efforts please check our 
website, www.oceanclassroom.org, or allow us to contact you, for any new developments or 
updates. 

 Medical emergency 
 On DATE the Ocean Classroom vessel, NAME, reported that they have contacted our 
medical consultation service in response to an injury/ illness/ medical situation aboard.  Reports 
indicate one/ more than one crew member is ill/ injured and they are proceeding to their next 
port of call/ is altering course for the most appropriate treatment.  VESSEL NAME is sailing 
towards NAME and is scheduled to arrive on DATE.   

http://www.oceanclassroom.org/
http://www.oceanclassroom.org/
http://www.oceanclassroom.org/
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 Due to the evolving nature of this situation our shore side staff is on duty and is standing 
by to support those aboard in any way possible.  To help us focus our efforts please check our 
website, www.oceanclassroom.org, or allow us to contact you, for any new developments or 
updates. 
 

 National or international events impacting ship or program 
 Ocean Classroom Foundation is contacting you to make you aware that recent events in 
NAME may affect the voyage of the Ocean Classroom vessel, NAME.   The ship is sailing towards 
NAME and is scheduled to arrive on DATE.  We are discussing altering their voyage track to 
insure the safety of all aboard.  This action will affect the ship’s destination and their arrival 
time.  
 Due to the evolving nature of this situation our shore side staff is on duty and is standing 
by to support those aboard in any way possible.  To help us focus our efforts please check our 
website, www.oceanclassroom.org, or allow us to contact you, for any new developments or 
updates. 

 Criminal, theft, assault etc. 
 Ocean Classroom Foundation is contacting you to make you aware that one of our 
ships’, NAME, was victim to a theft/ assault when visiting the port of NAME.  There were no 
injuries to the crew/ There was (were) an injury to ___ crew member(s).  The ship will remain in 
port to cooperate with local authorities in resolving this incident. 
 The ship had been sailing towards NAME and with a scheduled arrival on DATE.  We are 
discussing modifying their voyage track to best achieve our program goals with due 
consideration of any delays this situation may present. 
 Due to the evolving nature of this situation our shore side staff is on duty and is standing 
by to support those aboard in any way possible.  To help us focus our efforts please check our 
website, www.oceanclassroom.org, or allow us to contact you, for any new developments or 
updates. 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

http://www.oceanclassroom.org/
http://www.oceanclassroom.org/
http://www.oceanclassroom.org/
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Appendix 8: Speaker Presentations 
 

CHECKLIST OF DO'S AND DON'TS 
 

The Do's 

 
When preparing to give a speech,  
- Use a full script with LARGE TYPE for easy reading.  
- Leave wide margin for notes to yourself.  
- Leave pages unstapled for easier handling at podium.  
- Highlight and mark your script to guide your delivery.  
- Time your presentation to fit the program schedule of the group you will address.  
- Practice: Read it aloud using a mirror and tape recorder until it sounds like you are talking, not 
reading.  
- Be sure you have the facts about your audience-size, contact person's name, facility, etc.  
- Based on your audience and your presentation, determine what, if any, equipment you will 
use. If you are not familiar with the equipment, contact the Communications Department to 
arrange a briefing on how to use slide projectors, video players, or overhead equipment.  
When you arrive at your engagement,  
- Be at least 15 minutes early.  
- Check equipment in advance if possible.  
Slides:  
- Be sure slides are in correct order and clearly focused.  
- Be sure slide advance mechanism is convenient to you where you are speaking, or arrange for 
someone else to advance the slides.  
- Check the lighting in the room to be sure the slides will be visible to the audience.  
- Check microphone (whether it is free standing or lavaliere) before beginning- "Can you hear 
me?"  
- Check lighting to podium to be sure you can read.  
Overhead Transparencies:  
-Be sure the type of room and size of crowd are appropriate for the use of overhead 
equipment.  
-Be sure the words/graphics are large enough for people to read.  
- Check to be sure you are situated correctly in the room with the overhead projector, screen, 
microphone and audience.  
When you are speaking,  
- Stand erect and direct voice toward audience.  
- Speak loudly, slowly and distinctly.  
- Establish eye contact (or appear to do so) with audience from time to time.  
- Stay within the allotted presentation time.  
When you are answering questions,  
- Remain friendly, cool-headed and confident.  
- Answer only the questions asked and do so as succinctly and clearly as possible.  
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- Remember that you do not always have to know everything. You can say "I will have to check 
that out for you--please see me after the meeting.  
- Avoid allowing one person to dominate the questions by moving on: "Thank you for your 
interest. I'll be glad to talk to you about your concerns after the meeting. Right now let's see if 
anyone else has questions for the group.  
When you are finished with your presentation,  
- Remain long enough to give individuals an opportunity to talk with you.  
- See to it that arrangements are made for distributing information materials to the group, if 
requested/appropriate.  
 

The Don'ts 
 

When preparing to give a speech,  
- Assume that you can "wing it"-- almost no one can.  
- Decide you are better "off the cuff"--almost no one is.  
- Use type that is too small to read with a dim light and margins too narrow for notes.  
- Leave too little time to practice adequately.  
When you arrive at your engagement,  
- Be late.  
- Forget the group's contact person's name.  
- Fail to check your equipment.  
When you are speaking  
- Mumble your remarks to the podium.  
- Speak to loudly into the microphone.  
- Allow yourself to wander away from your prepared text.  
- Tell an unprepared anecdote or joke, or make "top of mind" remarks.  
- Speak longer than time allotted.  
When you are answering questions,  
- Become defensive or emotional.  
- Assume that tough questions are personal.  
- Answer more than the question itself.  
- Allow one person to dominate the question period.  
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Handling Media Interviews 
 

Tips and Guidelines 
 

How To prepare for Broadcast Interviews 
 
- Prepare "talking paper" on primary points you want to make.  
- Anticipate questions--prepare responses.  
- Practice answering questions.  
- Cover controversial areas ahead of time.  
- Know who will be interviewing you, if possible.  
- Determine how much time is available.  
- Audiences often remember impressions, not facts.  
 
Do's and Don'ts During the Interview process 

 
- Do build bridges.  
- Do use specifics.  
- Do use analogies.  
- Do use contrasts, comparisons.  
- Do be enthusiastic/animated.  
- Do be your casual likable self.  
- Do be a listener.  
- Do be cool.  
- Do be correct.  
- Do be anecdotal.  
- If you don't have the answer or can't answer, do admit it and move on to another topic.  
- Don't fall for that "A or B" dilemma.  
- Don't accept "what if" questions.  
- Don't accept "laundry list" questions.  
- Don't go off the record.  
- Don't think you have to answer every question.  
- Don't speak for someone else --beware of the absent-party trap. 
  
How To Handle Yourself During A TV Talk Show Interview 

 
- Talk "over " lavaliere mike.  
- Audio check-- use regular voice.  
- If makeup is offered, use it.  
- Sit far back in the chair, back erect...but lean forward to appear enthusiastic and force yourself 
to use hands.  
- Remember... TV will frame your face--be calm, use high hand gestures, if possible.  
- Keep eyes on interviewer-- not on camera.  
- Smile, be friendly. 
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Tips On Appearance 
  
- Avoid wearing pronounced strips, checks or small patterns.  
- Grey, brown, blue or mixed colored suits/dressed are best.  
- Grey, light-blue, off-white or pastel shirts or blouses are best.  
- Avoid having hair cut right before interview.  
 
How To Respond During A Newspaper Interview  
 
- Obtain advanced knowledge of interview topics.  
- Make sure you are prepared in detail; print reporters are often more knowledgeable than 
broadcast reporters and my ask more detailed questions.  
- Begin the interview by making your point in statement by making your major points in 
statement form.  
- Try to maintain control of the interview .  
- Don't let reporter wear you down.  
- Set a time limit in advance.  
- Don't let so relaxed that you say something you wish you hadn't.  
- Avoid jargon or professional expressions.  
- Reporter may repeat self in different ways to gain information you may no want to give.  
- Don't answer inappropriate questions; simply say it is "not an appropriate topic for you to 
address at this time," or "it's proprietary" for example.  
- Be prepared for interruptions with questions...it is legitimate for reporters to do that.  
- Do not speak "off the record."  
- Remember, the interview lasts as long as a reporter is there.  
 
After The Interview  
 
- You can ask to check technical points, but do not ask to see advance copy of the story.  
- Never try to go over reporter's head to stop a story.  
- Do not send gifts to reporters--it is considered unethical for them to accept them.  
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Appendix 9: Other Resources 
 
Department of Defense Education Activity (DoDEA) Crisis Management Guide 
 
This guide is oriented towards a more traditional school environment but the protocols and 
situations described by it are a valuable resource in any crisis response. 

 
 
Crisis Management and Media Relationships 

 
Angela Spaulding and Cheree Correa, West Texas A & M University 
 

 
Crisis in Organizations: Managing and Communicating in the Heat of Crisis 

 

Laurence Barton 
 
 

You'd Better Have a Hose if You Want to Put Out the Fire: The Complete Guide 
to Crisis and Risk Communications 

 

Rene A. Henry  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


