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WORKSHEET 1: Characterize the Risk

Instructions: In this step, for each specific risk that you need to communicate, review any assessments already conducted to answer the first five questions.
Include uncertainty and probabilities where possible. Then consider characteristics that might affect perception of risk. If your hazard poses multiple risks, use a 
separate copy of this worksheet for each risk you need to characterize. 

Hazard (e.g., oil spill): 

Specific risk that you need to communicate (e.g., harm to fish stocks): 

Key question Assessment of risk Probability or uncertainty (provide sources of uncertainty, 
ranges, probability, qualitative description as appropriate) 

1. Where is the hazard creating
the risk? (specify whether it is
moving or stationary)

2. Who and/or what will be
harmed? (consider human
health, organisms, ecosystems,
communities, economies)

3. How will they be harmed?

4. How many will be harmed/by
how much?

5. How long will the harm
continue?

6. What characteristics potentially
affect perception of these
risks? (e.g., human-caused or
naturally occurring, chronic or
catastrophic, etc.—see Table 1)
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WORKSHEET 2: Identify Risk Communication Goals and Challenges

Instructions: For each risk you characterized in Step 1, fill out Worksheet 2. Identify the category(ies) of your risk communication needs. Within these cate-
gories, state the goal or goals you intend to achieve though risk communication. Finally, identify challenges you have faced, or anticipate facing, in achieving 
these goals. This step might require some speculation initially, but you might find it useful to update the list of challenges after you learn more about character-
istics of your target audience(s) in Step 3. 

Specific risk (from Worksheet 1): 

Risk communication needs Check one 
or more Goal(s) Challenges 

Promote behavior change 

Encourage action in the 
face of danger 

Help people work together 



 

 

 

 

 

 

WORKSHEET 3: Understand Your Audiences

Instructions: For each risk you characterized in Step 1, fill out Worksheet 3. Identify the audiences you will need to reach—those who may be directly harmed, 
vulnerable sub-populations, and partners or others you will collaborate with to communicate the risk. Answer questions 1 through 6 for each audience. Use 
more copies of the worksheet if needed for more audiences. 

After completing Worksheet 3, go back and review Worksheet 2, “Identify Risk Communication Goals and Challenges.” With a better understanding of your 
audiences and their needs, see if you need to revise the goals and challenges you listed on Worksheet 2. 

 Risk: 

Risk communication needs 
Audience 1: Audience 2: Audience 3: 

1. What do they care about? Describe what you
know about their values and concerns.

2. Whom do they trust? (institutions, news
organizations, faith organizations, community
officials, etc.)

3. How do they prefer to receive information?
(television, radio, news apps, in person, etc.)

4. What barriers might they face to taking action?
(denial, apathy, lack of trust, misinformation,
feeling of stigma, economic challenges, etc.)

5. Who else is talking with them about the hazard
and associated risks? (community leaders,
advocacy groups, local media, friends and
family, etc.)

6. Describe any vulnerable sub-populations within
your audiences, and potential needs to account
for in communication about this risk (e.g.,
language, socioeconomic status, disability)
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  WORKSHEET 4: Create Your Messages

Instructions: For each question you anticipate about the hazard and its risks, develop three key messages and three supporting facts/proof for each mes-
sage. At least one of your key messages should acknowledge and describe uncertainty, with supporting facts that identify what is known or not known about 
the issue in question. For example, if the question is “How much will sea level rise in Miami by 2050?” one key message could describe the range of likely 
values, one could describe how certain these values are, and one could provide some actionable information about mitigation or adaptation. Use multiple 
copies of this worksheet to address multiple questions. 

For now, just focus on getting the basic messages on paper. Refinements to the wording can come after Step 5, when you consider how you might need to 
tailor your words and presentation for specific audiences, platforms, and formats.

Message Map 

Audience/stakeholder: 

Question: 

Key message 1: 

Supporting information 1: 

Supporting information 2: 

Supporting information 3: 

Key message 2: 

Supporting information 1: 

Supporting information 2: 

Supporting information 3: 

Key message 3: 

Supporting information 1: 

Supporting information 2: 

Supporting information 3: 
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  WORKSHEET 5: Find the Best Ways to Convey Your Messages 

Instructions: For the set of key messages you developed in Step 4, identify your means for delivering those messages to reach each of the target audiences 
you identified in Step 3. For each audience, think about the platform, the format, and how you’ll adapt the message(s) to the format (for example, creating 
succinct messages and a hashtag on Twitter, or creating a video with dramatic footage or testimonials). Also think of trusted intermediaries (if applicable) you 
could use to deliver the messages. You might consider existing products or campaigns that could serve as models. Use additional copies of this worksheet if 
you need to develop distinct strategies for specific key messages. 

Key messages: 

Audience 

Platform (in-person 
meeting, press con-

ference, social media, 
webpage, etc.) 

Format (infographic, 
video, web content, 

maps, fact sheet,
presentation, etc.) 

Ideas for adapting the
message(s) to this format 

Intermediaries  
(local or state official,
community member, 

local NGO, etc.) 
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WORKSHEET 6: Test Your Messages 

Instructions: In the table below, list a key message you developed in Step 4 (use additional worksheets for multiple messages). Next, list key questions you 
would like to answer through testing (reflecting your goals from Step 2). For example, if your goal is to change behavior, you might ask a test audience, “How 
likely is this message to motivate a change in your behavior?” Then identify the audience(s) you will test the messages or products with, and how you will con-
duct the testing. Note that your testing may need to account for specific ways in which a message will be disseminated (e.g., will the message take the form of 
a tweet, an infographic, or text for a fact sheet?). 

Message: 

Questions (e.g., how clear and
understandable? how likely to motivate the

audience to change behavior?) 
Audience(s) for testing Testing methods (focus group, interviews, 

survey, etc.) 
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 WORKSHEET 7: Identify Metrics for Evaluating the Risk Communication Plan 

Instructions: For the risk communication plan you are implementing, identify your evaluation questions and brainstorm ideas about what you could measure, 
how you could collect data (e.g., surveys, website analytics), and how often you could collect the data. 

Risk communication plan for: 

Evaluation question Metrics 
(outputs and outcomes) 

Data collection 
sources and methods Frequency of data collection 
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WORKSHEET 8: Identify Staff and Resources Needed 

Instructions: Column 1 identifies functions you may need to implement the risk communication plan that you have developed through Steps 1–7. If you think 
of additional functions, add them to the blank rows at the bottom. In column 2, list skills that would be helpful for each function. List potential staff members for 
each function in Column 3 and identify additional training needs (if any) in Column 4. If you determine that you will need resources outside your office or group, 
list them in Column 5. 

1 2 3 4 5 
Team function Skills needed Staff member(s) Additional training

needed 
Outside resources 

needed 

Leadership 

Message 
development 
and outreach 

Communication 
monitoring and 

evaluation 

Media relations 

Partner relationships 
and communication 
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