Severe Weather Response Kit – Phone Tree Manual

Operating The Phone Tree
1) As coordinator, the person at the top of the tree (April) will start communications. In case April is not able to start communications, Brooke will serve as her 1st backup and Belle will serve as 2nd backup should April and Brooke not be able. April or her backups will call the Key Group people (those in bold & underlined).
2) April will call the members of the Key Group and these in turn will call those under their name and those in italic that correspond to their tree using the contact list given with the Severe Weather packet.
An example of how to read the chart: 
In the Budgets and Grants Group – April will call Calista > Calista will call Damon, Darius and Erica > Damon will call Flint and Gavan  & Darius will call Fiona and Gemma.  Should Calista not be able to communicate then Darius will take over the tree.

In the CASA group – April will call Cruz  > Cruz will call Durin, Evelyn and Fuller  > Durin will call Fynn and Gideon.
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3) Keep trying each person assigned to you until you make contact. Confirm that you have spoken or communicated with the person by phone, text, email or otherwise.  Keep record.  If a member of the phone tree cannot be reached, let the Key Group person or the person who initially called you know the status. 
An example of working backwards: After receiving the call from Brooke, Dasha proceeds to call the people on her list and confirms having reached them by phone and text.  She then calls Brooke back to confirm that all under her are accounted for. Delilah also calls Brooke with her confirmations. Brooke, in turn, informs April that all in her tree have been accounted for.  In case Brooke cannot get a hold of Delilah, Brooke will take over Delilah’s tree and call Flavian and Galen.
