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Executive Summary
Beginning in August 2008, a research study was conducted on the crisis preparedness of meeting planners.  The research proposal contained three goals: (1) To establish the elements of a comprehensive crisis preparedness program for meetings; (2) To determine the extent to which meeting planners are adopting each of the crisis preparedness measures in a comprehensive program; and (3) To determine the factors that influence the meeting planner’s adoption (or failure to adopt) these measures so that the barriers can be overcome.  A summary of the findings is below, organized by these three research goals.

To collect data, an electronic survey sent to 2,041 PCMA Professional (meeting planner) members. In an effort to get responses from a statistically significant number of meeting planners, the survey was later sent to members of the MiForum, a meetings industry e-mail list.  The 564 surveys collected yielded a total of 475 usable surveys.  See Table 1 for respondent demographics (professional characteristics).
Findings summary: The findings of this study clearly indicate that meeting planners are not consistently prepared for crises that may occur at their meetings.  In fact, the findings show that the overall mean of implementation of the crisis preparedness measures by meeting planner respondents was 2.4 (on a scale of 1 to 5).  Frequency of implementation of crisis preparedness measures varies to some extent by the professional characteristics of meeting planners, meetings, and their meetings.  The decision about whether to implement crisis preparedness measures is impacted by elements such as the definition of need, availability of resources, and knowledge about crisis preparedness.

Goal 1: To establish the elements of a comprehensive crisis preparedness program for meetings.

· A list of 40 crisis preparedness measures for meetings was created through a literature review and refinement by a Delphi panel of experts who had expertise in crisis preparedness for meetings, extensive meeting planning experience, or both.  (See Table 2)

· While it may not be feasible for meeting planners to implement every measure for every meeting, the literature suggests that consistent implementation of at least some of the measures in each category will contribute to appropriate crisis preparedness for meetings.

Goal 2: To determine the extent to which meeting planners are adopting each of the crisis preparedness measures in a comprehensive program.

· The findings indicated that the most frequently implemented crisis preparedness measures (and at a mean of 3.24 was the only one that had a mean above the mid-point of the 5-point Likert scale) was “off-site data back-up and data privacy program.”  It is likely that this measure is more consistently implemented because an organization’s IT department implements it.  
· Other measures implemented most frequently were: establish emergency communication system for staff and suppliers (2.90), address crisis preparedness in event facility documents (2.90), review insurance (2.89), and inform meeting attendees about crisis preparedness and response measures (2.86).  For a full list of the means of implementation of each of the 40 measures, see Table 3.

· The 40 crisis preparedness measures were analyzed and combined into five factors for further analysis: Procedural and Technical measures, Relationship-oriented measures, Resource Allocation, Internal Assessment, and Expert Services.

· The findings suggested the following significant differences in the adoption of crisis preparedness measures based on  the following professional characteristics:  (See Tables 4 and 5) 

· Procedural and Technical measures 

· Implementation impacted by type of organization (corporation, association, government, or independent) and size of meetings.

· Relationship-oriented measures

· No significant differences between groups.

· Resource Allocation

· Implementation impacted by type of organization, size of organization, size of meetings, professional certification status, and previous experience with a crisis.
· Internal Assessment
· Implementation impacted by type of organization, size of organization, and size of meetings.

· Expert Services

· Implementation impacted by type of organization, size of organization, size of meetings and international meetings planned.

· Interestingly, the implementation of crisis preparedness measures did not appear to be impacted at all by either the number of meetings planned per year or years of experience in meeting planning.

Goal 3: To determine the factors that influence the meeting planner’s adoption (or failure to adopt) these measures so that the barriers can be overcome.
· A content analysis was done on the open-ended responses to questions asking respondents to identify the elements that influenced their adoption (or lack of adoption) of crisis preparedness measures.  10 elements for both categories were identified (see Tables 6 & 7).

· The three most prevalent elements influencing the adoption of crisis preparedness measures (proactive implementation) were: specific risk or threat (12%), best practices (10%), and meeting destination or venue (9%).

· The three most prevalent elements influencing the lack of adoption of crisis preparedness measures were: lack of time or staff (19%), not required (14%), and they saw no reason to (13%).
Recommendations for applied usage 
The following is a list of recommendations for PCMA to consider as services to its membership and to the greater meetings industry, in general:
· Publish a white paper on crisis preparedness for meetings, providing basic guidelines on why crisis preparedness is important for every meeting and guidelines for what should be included in a crisis preparedness program for meeting.

· Develop educational sessions at the annual meeting and other PCMA conferences to reinforce the importance of crisis preparedness all the time and not just in response to a recent crisis.

· Design a 1- to 2-day independent interactive workshop that will allow meeting planners to actually create at least a basic crisis preparedness plan and give them the tools and resources to add to their knowledge and plan in the future.

· Create a crisis preparedness education marketing campaign targeted at organizational decision-makers. If some of the reasons for failure to implement crisis preparedness measures are a lack of emphasis by management and a lack of resources, decision-makers need to be convinced of the importance of crisis preparedness for meetings.

· Collect and publish crisis case studies for the meetings industry.  If awareness of crises experienced by other organizations increases preparedness, those cases should be available to all meeting professionals.
Table 1. Respondent Characteristics Statistics (n=475)

	Characteristic
	frequency
	%

	Organization type
	
	

	Association/non-profit          
	236
	49.7

	Corporation
	87
	18.3

	Government
	59
	12.4

	Independent/third-party or consultant
	92
	19.4

	Missing data
	1
	.2

	
	475
	100%

	Years of meetings industry experience
	
	

	1-5 years
	95
	20.0

	6-10 years
	129
	27.2

	11-15 years
	90
	18.9

	16-20 years
	65
	13.7

	20 or more years
	85
	17.7

	Missing data
	12
	2.5

	Total
	
	100%

	Professional certification (may hold more than one)
	
	

	None
	232
	

	CMP
	184
	

	CMM
	21
	

	CSEP
	0
	

	CEM
	4
	

	Other
	17
	

	Size of organization (number of employees)
	
	

	Less than 10
	111
	23.4

	11-50
	107
	22.5

	51-100
	63
	13.3

	101-1000
	101
	21.3

	More than 1000
	91
	18.2

	Missing data
	2
	.4

	
	475
	100%

	Number of off-site meetings per year
	
	

	Fewer than 10
	121
	25.5

	10-20
	119
	25.1

	21-55
	109
	22.9

	56 or more
	118
	24.8

	Missing data
	8
	1.7

	
	475
	100%

	Size of largest meeting
	
	

	1-400 people
	126
	26.5

	401-1000 people
	110
	23.2

	1001-3275 people
	117
	24.6

	3276 or more people
	117
	24.6

	
	5
	1.1

	
	475
	100%

	Location of meetings
	
	

	North America
	470
	

	Europe
	129
	

	South or Latin America
	91
	

	Asia-Pacific
	72
	

	Other
	6
	

	Previously experienced a crisis at a meeting
	
	

	No
	288
	60.0%

	Yes
	185
	38.9%

	Missing data
	2
	.4%

	
	475
	100%


Table 2
Comprehensive Crisis Preparedness Program Framework for Meetings

	Strategic Actions

	1. Integrate crisis management into meetings department statements of purpose.

	2. Include crisis management as part of the organization’s strategic meetings management program.

	3. Form a crisis management external advisory committee including people from outside the organization (e.g., meeting destination and facility representatives, consultants, attorney, insurance representative, law enforcement, etc. as appropriate).

	4. Establish a crisis management training and education program for meetings department staff, executive staff, and other organizational staff who will be on-site at meetings.

	5. Test the crisis management plan with simulations (e.g., tabletop exercises).

	Technical and Structural Actions

	6. Form a crisis management team, including both long-term and event-specific internal personnel as indicated by the threat and vulnerability assessment.

	7. Dedicate a budget to crisis management activities as needed.

	8. Review, evaluate, and update the crisis plan as needed (e.g., before each meeting, to reflect changes in regulations or laws, after crises have occurred).

	9. Identify and inventory internal resources and capabilities (e.g., personnel skills, equipment, training, etc.).

	10. Designate an on-site crisis operations center and an alternate crisis operations center for each meeting.

	11. Establish a working relationship with outside experts and consultants in crisis management as needed to supplement internal resources.

	12. Ensure that there is an off-site data back-up system and data privacy program for critical meeting data.

	13. Create a written crisis management plan for each meeting.

	14. Integrate crisis management into the planning and management process for meetings.

	15. Create a strategy for minimizing the impact of a crisis on meetings.

	16. Discuss crisis preparedness and response capabilities with meeting facilities, destination representatives, and other suppliers and address these in event facility documents, such as RFPs, site selection checklists, and contracts.

	17. Develop and coordinate the meeting crisis management plan with key external stakeholders such as meeting facilities and vendors.

	18. Develop methods to inform meeting attendees about appropriate crisis prevention and response measures (e.g., emergency contact information, collecting medical emergency information on registration forms, posting and announcing evacuation routes, etc.).

	19. Develop an incident command system supported by a staff organizational chart to direct, control, and coordinate crisis response (ICS includes command, operations, planning, logistics, and finance/administration roles).  

	20. Ensure that the crisis plans for meetings properly integrate into any crisis and/or business continuity plans for the entire organization.


	Evaluation and Diagnostic Actions

	21. Review internal meeting documentation and procedures (e.g., such as registration forms, travel policies, RFP processes, etc.) and modify as needed to include crisis preparedness.

	22. Conduct a legal and financial threat, vulnerability, and capability audit for each meeting.

	23. Review insurance with insurance representative and modify coverage as needed to address crisis contingencies.

	24. Conduct a threat and vulnerability assessment for each meeting.

	25. Conduct a capability assessment to determine the external resources available in the meeting destination and venue to respond to a crisis.

	26. Monitor meeting threats and vulnerabilities and have a system for addressing early warning signals.

	27. Implement a process for tracking and learning from past crises or near crises.

	Communication Actions

	28. Conduct media training with meeting and executive staff.

	29. Communicate information about large meetings with local law enforcement and emergency response entities (e.g., police, fire, etc.) as well as the destination representative (e.g., convention and visitors bureau, tourism bureau).

	30. Establish an emergency communication system for communication within staff (on-site and at the office), and with vendors, venue, and destination representatives to be used in the event of a crisis. 

	31. Establish a communication plan for external communication in the event of a crisis (e.g., with members, meeting participants, their families, etc.)

	Psychological and Cultural Actions

	32. Increase visibility of meetings department’s commitment to crisis management.

	33. Establish or improve relationships with oppositional or risky groups (e.g., activist, striking, or picketing groups), as appropriate.

	34. Improve crisis management communication to top management.

	35. Improve crisis management communication to all staff in the meetings department as well as those outside the meetings department who will be on-site.

	36. Communicate the importance of crisis management to all staff in the organization.

	37. Improve crisis management communication to meeting participants.

	38. Provide training to the organization’s staff regarding the human and emotional impacts of crises.

	39. Identify appropriate psychological services for staff and/or attendees to call upon in the event of a crisis (e.g., grief counseling, stress/anger management).

	40. Conduct post-event and post-crisis reviews with staff and other stakeholders as part of an overall crisis preparedness program evaluation.


 Table 3.  Frequency of Adoption of Crisis Preparedness Measures by Meeting Planners 
	
	Crisis Preparedness Measures
	Mean

	12
	Off-site data back-up and data privacy program
	3.24

	30
	Establish emergency communication system for staff and suppliers
	2.90

	16
	Address crisis preparedness in event facility documents
	2.90

	23
	Review insurance
	2.89

	18
	Inform meeting attendees about crisis preparedness and response measures
	2.86

	37
	Communicate the importance of crisis preparedness to all staff in the organization
	2.80

	22
	Legal and financial audit for each meeting
	2.76

	2
	Crisis management as part of strategic meeting management program
	2.73

	14
	Integrate crisis management into meeting planning and management
	2.68

	21
	Review internal meeting documentation and procedures for crisis preparedness
	2.67

	36
	Communicate crisis preparedness measures to meetings staff and other on-site staff
	2.65

	15
	Create strategy for minimizing crisis impact on meetings
	2.63

	17
	Coordinate crisis management plan with facilities, vendors, and suppliers
	2.58

	32
	Crisis communication plan for external communication in the event of a crisis
	2.54

	26
	Monitor meeting threats and vulnerabilities
	2.52

	35
	Communicate crisis preparedness measures to executive management
	2.51

	8
	Review, evaluate, and update crisis plan
	2.50

	29
	Inform local law enforcement and destination representative about meeting
	2.48

	9
	Inventory internal resources and capabilities
	2.46

	25
	Conduct a capability assessment of destination and venue
	2.46

	13
	Written crisis management plan for each meeting
	2.37

	10
	Designate on-site crisis operations center and alternate
	2.37

	1
	Crisis management part of meetings department statement of purpose
	2.36

	31
	Communicate crisis preparedness measures to meeting participants prior to meeting and on-site
	2.34

	19
	Develop and implement an incident command system (ICS)
	2.34

	27
	Implement a process for tracking and learning from past crises or near crises
	2.33

	20
	Integrate crisis management plan for meetings into business continuity plans for organization
	2.29

	24
	Conduct a threat and vulnerability analysis for each meeting
	2.26

	33
	Increase visibility of meetings department's commitment to crisis management
	2.25

	4
	Ongoing crisis management training and education for staff
	2.15

	6
	Crisis management team
	2.08

	28
	Media training for meeting and executive staff
	2.07

	40
	Post-event and post-crisis reviews with staff and other stakeholders
	2.06

	3
	Crisis management advisory committee
	2.00

	11
	Establish relationship with outside experts and consultants
	1.98

	39
	Identify psychological services for staff and attendees
	1.89

	38
	Training for organization staff regarding human and emotional impacts of crises
	1.86

	34
	Establish relationships with oppositional or risky groups
	1.85

	7
	Crisis management budget
	1.78

	5
	Test crisis management plan with simulations
	1.52

	
	Overall Mean
	2.4


Table 4. Analysis of Variance and Post Hoc Comparisons on Meeting Characteristics  

	I. Industry Segment
	F
	η
	Post hoc comparison

	Procedural and technical measures
	6.521*
	0.05
	Association > Corporation; Independent > Corporation

	Relationship oriented measures
	2.245
	
	-

	Resource allocation
	5.589*
	0.04
	Independent > Association; Independent > Corporation

	Internal assessment
	4.043**
	0.03
	Corporation > Association; Independent > Association

	Expert services
	6.615*
	0.05
	Association >Corporation; Association>Government

	*p<.001

**p<.01
	
	
	

	II. Size of Organization
	F
	η
	Post hoc comparison

	Procedural and technical measures
	1.585
	
	-

	Relationship oriented measures
	1.969
	
	-

	Resource allocation
	2.489*
	0.03
	Less than 10 employees > more than 1000 employees

	Internal assessment
	2.530*
	0.03
	More than 1000 employees > 11-50 employees 

	Expert services
	4.046**
	0.04
	11-50 employees > 51-100 employees; 11-50 employees > 101-1000 employees; 11-50 employees > More than 1000 employees

	*p<.05

**p<.01
	
	
	

	III. Number of Meetings
	F
	η
	Post hoc comparison

	Procedural and technical measures
	1.160
	
	-

	Relationship oriented measures
	1.373
	
	-

	Resource allocation
	1.042
	
	-

	Internal assessment
	0.110
	
	-

	Expert services
	0.680
	
	-

	No significance at p<.05
	
	
	

	IV. Size of Meetings
	F
	η
	Post hoc comparison

	Procedural and technical measures
	11.626*
	0.09
	Over 3275 attendees > 1-400 attendees; Over 3275 >400-1000 attendees; Over 3275 attendees>1001-3275 attendees

	Relationship oriented measures
	2.352
	
	-

	Resource allocation
	2.722**
	0.02
	No significant group differences indicated by post hoc test

	Internal assessment
	3.668**
	0.03
	1-400 attendees > 401-1000 attendees

	Expert services
	8.038*
	0.06
	401-1000 attendees >1-400 attendees; 1001-3275 attendees > 1-400 attendees; Over 3275 > 1-400 attendees

	*p<.001

**p<.05
	
	
	

	V. Years Experience 
	F
	η
	Post hoc comparison

	Procedural and technical measures
	2.006
	
	-

	Relationship oriented measures
	0.745
	
	-

	Resource allocation
	2.048
	
	-

	Internal assessment
	1.791
	
	-

	Expert services
	1.961
	
	-

	No significance at p<.05
	
	
	

	Note: Dashes indicate that it was not necessary to perform a post hoc comparison.


Table 5. Independent samples t-test adoption of core crisis preparedness measures by characteristic

	 Professional Certification Status
	With Certification
	No Certification
	t-value

	
	Mean
	Std. Dev.
	Mean
	Std. Dev.
	

	1
	Procedural and technical measures
	2.703
	1.330
	2.362
	1.288
	8.119

	2
	Relationship oriented measures
	2.060
	1.216
	1.828
	1.108
	2.148*

	3
	Resource allocation
	1.994
	1.218
	1.848
	1.081
	1.066*

	4
	Internal assessment
	2.615
	1.338
	2.200
	1.198
	2.964

	5
	Expert services
	3.160
	1.450
	2.813
	1.458
	43.375

	International Meetings Planned

	International meetings
	No international meetings
	t-value

	
	Mean
	Std. Dev.
	Mean
	Std. Dev.
	

	1
	Procedural and technical measures
	2.703
	1.314
	2.402
	1.315
	301

	2
	Relationship oriented measures
	2.024
	1.156
	1.906
	1.179
	-5.130

	3
	Resource allocation
	2.094
	1.196
	1.840
	1.116
	3.175

	4
	Internal assessment
	2.600
	1.289
	2.272
	1.279
	32.800

	5
	Expert services
	3.160
	1.427
	2.860
	1.463
	-8.333

	Previous Crisis Experience
	Experienced a previous crisis
	Has not experienced a previous crisis
	t-value

	
	Mean
	Std. Dev.
	Mean
	Std. Dev.
	

	1
	Procedural and technical measures
	2.771
	1.343
	2.335
	1.280
	6.921

	2
	Relationship oriented measures
	2.116
	1.256
	1.836
	1.101
	1.806*

	3
	Resource allocation
	2.066
	1.212
	1.842
	1.103
	2.055*

	4
	Internal assessment
	2.672
	1.356
	2.207
	1.216
	3.321

	5
	Expert services
	3.160
	1.454
	2.837
	1.446
	40.375

	*Significant at p = .05
	
	
	
	
	


	Table 6. Elements influencing adoption of crisis preparedness measures

Element
	Frequency
	%

	Specific risk or threat
	59
	12.1

	It is the right thing to do/best practices
	48
	9.9

	Location of event destination or venue
	42
	8.6

	Client or management requires crisis planning
	35
	7.2

	Size or duration of event
	34
	7.0

	Awareness of what other organizations do or have experienced
	19
	3.9

	Past experience with crisis or crisis planning
	16
	3.3

	Fear of financial or legal repercussions
	11
	2.3

	Preparedness of the venue
	10
	2.1

	Other

· Industry experts

· Security personnel

· Effectiveness of program

· Efficient use of resources

· Size of organization

· Communications

· Organizational continuity


	2
	.4


Table 7. Elements influencing lack of adoption of crisis preparedness measures

	Element
	Frequency
	%

	Lack of time or staff
	93
	19.1

	Not required by management or client
	68
	14

	Never experienced a crisis, see no reason to
	62
	12.7

	Lack of budget
	56
	11.5

	Lack of crisis preparedness knowledge, how to prepare
	33
	6.8

	Size of the meeting
	33
	6.8

	Apathy / Crisis preparedness not a priority
	33
	6.8

	Someone else handles crisis preparedness
	28
	5.7

	Location of the meeting
	13
	2.7

	Other

· Unaware that I need to

· Contracts/waivers will protect us

· Negativity/will scare attendees

· Fear of liability

· Venues are uncooperative


	17
	3.5
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