
An Interactive Internal Comms Toolkit

Coronavirus 
and your 
business



Introduction
Coronavirus (COVID-19) is a reality and is already 
having an impact on UK businesses. 

Most of us are now adopting namaste-style greetings, touching elbows instead of 
handshaking and may even be waving at people we might have previously hugged.

But with advice and updates about how to contain the virus changing by the day if not 
the hour there are going to be lots more decisions to make about how best to protect our 
employees and our businesses.

These are challenging days for internal communications teams. Given that, at the time of 
writing, we are moving towards the second ‘delay’ phase of containment it’s clearly not 
prudent right now to get everyone together for a town hall-style debrief, so it’s vital to ensure 
your messages are digitally focused and easily accessible for everyone.

Employees are going to be looking to their leaders, managers and internal 
communications teams for clear advice and direction and they are going to have 
questions about self-isolation, remote working, sick pay, let alone the worry about 
whether they have the virus or not.

We’ll need to keep messages clear and driven by facts wherever possible; it’s about 
ensuring business continuity without worrying people unnecessarily.

Government advice will change to reflect the spread of Coronavirus so, as communicators, 
we are all going to need to keep on top of the changing picture to provide the best 
information and protection for our people that we can.

We’re at crisis comms level - so we need to be ready for what the next few months 
are going to throw at us.



The Surgery’s 
Coronavirus check list

Make sure your business has a clear Coronavirus plan 
in place based on best medical and Government advice

Think about stopping large-scale face to face events 
and meetings

Be prepared to be flexible; what we know today about 
the virus may not be true tomorrow

Make sure your digital communications channels are 
accessible to everyone and ensure conversations can 
be two-way – it’s vital employees have an outlet to share 
their concerns

Try and ensure your legal teams, compliance and senior 
leaders realise that they may not have time to review 
internal communications messages. They’ll need to 
support you with quick decision making

Your CEO and senior leaders need to be visible and 
communicating, even if it’s from isolation

If you have the resources, consider creating a specialised 
team to focus on your Coronavirus communications

As internal communicators your role is obviously crucial 
– you’ll be asked to circulate latest virus updates among 
senior leaders and make decisions on what and when to 
communicate with employees

Be clear on your policies – your people are going to want 
to know about travelling, working from home and their 
sick pay rights – you may be asked to contribute to your 
partners’ or suppliers’ internal comms messaging too

Try and avoid misinformation and quell rumours by 
keeping messages and conversations to the facts, 
wherever possible1 6
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Top Tips

 Top Tip 1
For the most reliable sources of virus information keep to 
official sites and information providers, here are a few we’ve 
found useful;

 Top Tip 2
Government advice appears to be leaning towards people 
working from home, although of course for some that’s 
impossible. If your employees can work that way, they may 
need their software or hardware updating, extra remote IT 
support and regular phone or Skype catch up meetings with 
managers or colleagues. 

 Top Tip 4
Skype and video calling can be reassuring for remote 
workers, that face to face interaction is so important during 
difficult or pressurised times. Keep your standard meeting 
etiquette and meeting objectives and roles. 

 Top Tip 3
Corporate Behavioural Psychologist Gerrie Hawes 
says WhatsApp can help remote workers feel connected; 
start the day with a group ‘good morning’ to let them 
know you are online, leave some time around lunch for 
group chat and make sure you sign off at normal end of 
business hours.

https://111.nhs.uk/covid-19
https://www.gov.uk/guidance/coronavirus-covid-19-information-for-the-public
https://experience.arcgis.com/experience/685d0ace521648f8a5beeeee1b9125cd
https://www.linkedin.com/pulse/how-run-better-remote-meetings-get-gerrie-hawes/
https://111.nhs.uk/covid-19
https://www.gov.uk/guidance/coronavirus-covid-19-information-for-the-public
https://experience.arcgis.com/experience/685d0ace521648f8a5beeeee1b9125cd
https://www.linkedin.com/pulse/how-run-better-remote-meetings-get-gerrie-hawes/


What will employees 
need to know?
Your people are going to have lots of questions to ask, particularly if and when we move into the next phases of tackling the 
virus. These are the sorts of things we think they’ll be seeking information about from you, their employer.



Need a little extra support?

Employers will need to be accessible and as visible as 
possible and offer the right level of support and advice.

How we communicate with each other throughout 
the crisis could become a template for your 
business and help with future successful remote 
and digital communications.

We hope this information is helpful, but if you need 
extra support, don’t hesitate to get in touch.

https://ineedsurgery.com/contact-us
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