
Section Leader Instructions



How the Phone Tree Works











Instructions

1. Keep this information readily available in a folder, along with your part of the calling tree and paper and pencil to use in writing down the message.   Be sure to maintain the confidentiality of the names and phone numbers of the families on your roster.  Please let the Phone Tree Chair know about any upcoming vacations or time away from home, so that we can make other arrangements for your calls.


2. Contact your branch callers as soon as possible.  You will be emailed a script for most Phone Tree Activations (deployment situation scripts are attached).

· Email the script to your branch callers and then call them to let them know about the Phone Tree Script and to start contacting families.
· If you cannot make your calls within 1 hour of phone tree activation, notify the phone tree chair.
· If we can’t reach you we’ll leave a message.  Please contact the Phone Tree Chair as soon as you get the message.  If we don’t hear from you after an hour of phone tree activation, we’ll begin your section’s calls.  
2a.
In some situations, we may not have an email-able script or technology will fail us.

· Please write down the message exactly as relayed to you, and read the message back to check for accuracy.

· Instruct your Branch Caller to write the message down and have them repeat the message back to you, to check for accuracy.   

· It is important not to modify the original message in any way. 

3. If we have an email script or handwritten script - be sure to relay the message to the family exactly as you received it.  
3a.
If you get through to an answering machine, leave the following message:

· “This is (give your name), of the Family Readiness Group Telephone Tree.  I have a message for (name of person on roster you are calling).    Please call me back at (your phone number) when you receive this message.” 
· Do not leave any additional information on the answering machine. 

· The same instructions apply for when children or other family members answer the call. 
4. Record the results of your calls. 

· Name(s) of families reached

· Name(s) of families where a message was left

· Name(s) of families with incorrect information

· Name(s) of families that you were unable to reach

· How long it took to complete the list

· Any changes to information

5. Provide regular updates.  When you have completed all of your initial calls to Branch callers, contact the phone tree chair.    Then, as you get updates from your branch callers, consolidate the list of results/updates and call or email the telephone tree POC.  Some situations may require hourly updates and will be established by commander.
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Each Section Leader has 5 Branches.  Each Branch Caller contacts 5-7 families.�
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