
Communication
Planning Tools
Specific to Air Quality Messaging



Communication Planning for 
Air Quality

A strong communication plan is important for sharing air quality information 
because it ensures that the right people receive the right information at the right 
time. Poor air quality can cause serious health effects, especially for sensitive 
groups (e.g., children, older adults, people with lung and/or heart conditions) and 
a well-structured and consistent messaging plan can help build trust in the 
information source. The set of tools below is available to support your 
communication planning. They are meant to be a guide and can be adapted to 
your local situation. They can be used together to plan your air quality 
communications or used individually.  

Content Planning Calendar
This spreadsheet contains a calendar for planning and tracking communication 
content such as e-newsletters and social media posts. Click here to access the 
Content Planning Calendar. 

Newsletter Planning Template
This template includes an outline for planning content such as highlight current 
and past air quality events, news, tips, and additional resource. A MS Word version 
can be found here.

Message Development Worksheet for Poor Air Quality Events 
This worksheet contains a series of questions and takes you through the following 
five steps to help you craft your message around poor air quality events: 
1) Identify the situation 2) Identify the purpose and key messages 3) Draft the
message 4) Choose your communication channels and 5) Check message for
clarity and accessibility.

Common Air Quality Messages 
This document contains common messages, including health and safety
recommendations and action ideas for quick reference to help build your
messaging for poor air quality events. 

https://healthresourcesinaction.sharepoint.com/:x:/s/HealthandRacialEquityCluster/ESac4Appix1Mk-PqNd8U-zcBDubPumqn3ekXX_ZZHG5mdg?e=hFCedZ
https://healthresourcesinaction.sharepoint.com/:x:/s/HealthandRacialEquityCluster/ESac4Appix1Mk-PqNd8U-zcBDubPumqn3ekXX_ZZHG5mdg?e=hFCedZ
https://healthresourcesinaction.sharepoint.com/:w:/s/HealthandRacialEquityCluster/EWrAYdyPzGRPlp3eQO1Jx-8BiYsi7GrtDhjJLYkR15nQPg?e=Fge2tR
https://healthresourcesinaction.sharepoint.com/:w:/s/HealthandRacialEquityCluster/EWrAYdyPzGRPlp3eQO1Jx-8BiYsi7GrtDhjJLYkR15nQPg?e=Fge2tR
https://healthresourcesinaction.sharepoint.com/:w:/s/HealthandRacialEquityCluster/EWrAYdyPzGRPlp3eQO1Jx-8BiYsi7GrtDhjJLYkR15nQPg?e=Fge2tR


Newsletter Planning Template

News/Highlights
This is the space to share the most recent updates from your organization and respective states.

Recap air quality (AQ) events from the previous month, highlight any information or
developments related to AQ that readers should be aware of, and share any relevant news that is
AQ-specific. 

Air Quality Highlights/Events

Newsletter: 
Organization name Month/Year

Add organization
name/ logo

Use this section to offer valuable tips, share engaging ideas, or present content that will resonate
with your audience.

General/Miscellaneous

Include links to your organization’s website, social media, contact information, and other relevant
resources. This is where your audience should find all relevant information and links to connect
with your organization.

Helpful Links



Message Development Worksheet for
Poor Air Quality Events 

Step 1: Identify the Situation

What is the cause of the poor air quality? 

Wildfires

Extreme heat/ high ozone levels

Wind/ dust storm

Industrial pollution

Unexpected event

Other: 

What do you know about the situation so far? 

What is the air quality level (AQI)?

Good (0-50)

Moderate (51-100)

Unhealthy for Sensitive Groups (101-150)

Unhealthy (151-200)

Very Unhealthy (201-300)

Hazardous (300-500)

Who is at risk most?

Children

Older adults

People with asthma, lung disease, and/or heart conditions

People who are active

People without stable housing

Pregnant people 

Outdoor workers

Other:



Step 2: Identify the Purpose and Key Messages

What is the main purpose of your message? 

Provide facts/update

Clarify event status

Encourage protective behaviors 

Share resources 

Correct/debunk misinformation 

Other:

Is there an alert or advisory they need to know about?

Who needs to hear this message?

General public 

Schools

Parents of young children

Outdoor workers

Older adults

People with asthma, lung disease, and/or heart conditions

Other:

What do they need to know to stay safe? 

What do you want them to do? What is the main action you want them to take?



Step 3: Draft the Message 

Use the information above to help craft your message with the following
structure as a guide: 

What is happening? (briefly describe the air quality event, including local
context, date/time)
What does it mean? Why is it important? (e.g., share health impacts, especially
for sensitive groups)
What should people do? (e.g., specify action steps, recommendations, etc.)

Are there any potential barriers? Are there aby resources they should know
about that can help with the situation?

Depending on the purpose of your message, where can people go for more
information? Are there any additional resources to include?



Step 4: Choose your Communication Channels

Where should this message be shared?

Social media

Website

Through a spokesperson 

Radio/TV 

Email

Text alert

Newsletter 

Partner networks 

Other: 

Step 5: Check Message for Clarity and Accessibility

Check your message for the following: 

Positive action steps

Honest/open tone

Test for clarity

Use simple words, short sentences 

Avoid jargon

Avoid judgmental phrases

Avoid extreme speculation

Use visuals (if possible)

Translate into needed languages



Common Air Quality Messages

Health and safety precautions/ recommendations for poor air quality

Limit time spent outdoors, especially for sensitive groups, including those
with lung or heart disease, older adults and children
Avoid high intensity activities outdoors
Consider wearing a well-fitted N95 mask if you must be outside 
Keep windows and doors close when possible and use fans and AC to stay
cool to limit outdoor air from coming inside
Run a portable air cleaner to improve indoor air quality
Watch for symptoms of coughing or shortness of breath 
Follow asthma action plans

Action ideas

Follow local news and alerts for real-time updates and information
Follow local alerts for real-time updates and safety information, including
local air quality at healthyairnetwork.org
Visit healthyairnetwork.org for up-to-date air quality information
Monitor the air quality near you at healthyairnetwork.org
Share our network with your friends and family: healthyairnetwork.org
If the air quality is bad, use an air purifier/air cleaner in your home. If you don't
have one, you can make your own using a box fan and MERV 13 air filter

Red flag warning precautions

Avoid open flames or sparks
Be mindful of dry, windy conditions
Report any signs of fire immediately
Follow local alerts for real-time updates and safety information, including
local air quality at healthyairnetwork.org

Resources

AirNow Fire & Smoke Map
Make your own air purifier/air cleaner (using a box fan and MERV 13 air filter)

https://healthyairnetwork.org/
https://healthyairnetwork.org/
https://healthyairnetwork.org/
https://healthyairnetwork.org/
https://files.constantcontact.com/89314e49001/4da04150-d75d-420c-9884-9d38f7afbe08.pdf?rdr=true
https://healthyairnetwork.org/
https://fire.airnow.gov/#7.8/42.736/-71.29
https://files.constantcontact.com/89314e49001/4da04150-d75d-420c-9884-9d38f7afbe08.pdf?rdr=true
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