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Policy and Procedures for “Manual” Emergency Phone Tree
St. Mary School
Reviewed: November 2015
School Administration Calls Parent’s Club President A & B
Parent’s Club President A call’s Head Room Mom Coordinator
Head Room Parent Coordinator Calls Head Room Parent of Grades Pre-k, K, 1, 2
Parent’s Club President B calls Head Room Parent of Grades 6, 7, 8
Parent’s Club President A calls Head Room Parent of Grades 3, 4, 5
IF HEAD ROOM PARENT IS NOT REACHED, PC REPS SHOULD CONTACT ASSISTANTS.
· If PC Presidents or Head Room Parent Coordinator cannot reach a room parent, they should begin calling or texting the families of their assigned class. 
· PC Presidents and Head Room Parent Coordinator will indicate a specific time to report outcomes back to them.

Head Room Parent: Once you receive word to initiate phone tree, CALL YOUR ASSISTANTS FIRST and instruct them to begin calling the families on their list.
Call ONLY the oldest child in the school. If your assistants cannot be reached, you are responsible for calling those on their lists as well.

DO NOT INITIATE PHONE TREE UNLESS YOU HAVE BEEN INSTRUCTED TO DO SO BY A PC PRESIDENT OR THE HEAD ROOM PARENT COORDINATOR. THIS IS FOR BACK UP ONLY. WE WILL LET YOU KNOW IF THIS “MANUAL” PHONE TREE NEEDS TO BE INITIATED.

If you are to contact a class on a school-wide matter you need only contact the families with an asterisk (*) next to their name in the directory designating the oldest or only child in the family.

Steps for Room Parents to Follow If asked to initiate the Phone Tree:

1. Head Room Parents and Assistants will send a text to all families on their list whom indicated text messages are okay. Please include your name at the end of the text. If you do not receive confirmation of receipt via text, your next attempt should be a phone call. 

2. NOTE: Relay the exact message received initially from the school administrator to avoid confusion. Ask for the parent to CONFIRM receipt of message. For example, “Your child is safe. Please pick them up at school ASAP. There has been an earthquake. Please confirm that you received this message”.
3. You only need to contact ONE PARENT on list, unless specified otherwise. If you cannot reach a parent, contact the spouse next.

4. Keep track of any families who did not confirm receipt of message within 30 minutes after you contacted them. 

5. After 30 minutes from initiation of the phone tree, contact the PC Representative who initially contacted you with those families not reached (You only need to make one attempt to contact each family). If you texted and called a family and received NO response- they are considered NOT REACHED.

6. PC Presidents A and B and Head Room Parent Coordinator will relay this information to School Administration. This should be done within 45 minutes of initiation of Phone Tree.

7. There is no need to contact the PC Representatives or School with late responses. We do not want to hold up the phone lines. The School Administration will be attempting to contact those families as well as others on their emergency lists.

8. Class Rosters/emergency phone lists should be kept in car or accessible at all times. Room parents should have all lists for their class in case one room parent is not reachable. 

9. Please be sure your phone lists are current and accurate.






