Notification Examples
Emergency Call Tree Procedure
Purpose
To ensure rapid and reliable communication with all employees in the event of an emergency.
Process
1. Initial Notification
· The first point of contact is ____________.
· If___________ is unavailable, the first point of contact will be _______________.
2. Communication Attempts
· If an employee cannot be reached directly:
· Leave a voicemail with allowable information.
· Send a follow-up text message instructing the employee to call ____________ (or ________________ if ___________ is unavailable).
· Any information that is permissible to share via voicemail/text will be included until direct contact is made.
3. Call Flow
· ________ will notify ________ first.
· ________ will then notify all members of the __________________
· ________ will then notify the rest of the _____________
· If______is unavailable:
· ________will be notified immediately.
· __________will assume responsibility for calling both the _______________ and _________________________
Canned Messaging
You can also use this section to place pre-approved messaging that can be utilized by staff without having to have leadership review it, etc.
