CONFIDENTIAL


PHONE TREE TEMPLATE





In the event the Senior Mgr is unavailable, Mgr 1 will be responsible for implementing the Senior Mgr phone tree. In the event a Mgr is unavailable, the next member of staff down on the list is responsible for implementing the team phone tree.
NOTE – to be customized for your organization
Both the electronic and hardcopy versions of this document are stored securely. Team phone trees are shared separately and only with agreed members of staff required to implement the phone tree. 

The [job title] will review the phone tree every x months and in the meantime any staff who are known to have left the department will be removed. The phone tree will be tested within x weeks after contact information has been fully reviewed and updated in order to validate the changes.

The policy for the use of personal contact details in serious and/or disruptive incidents can be found here [insert link]. The policy has been shared with staff and explains how personal contact information is collected, stored, used and retained.
	 [Senior Mgr] Phone Tree

	Ref
	Name / Job title
	Work desk tel
	Work mob
	Personal mob
	Home tel

	1. 
	[Mgr1]
	
	
	
	

	2. 
	[Mgr2]
	
	
	
	

	3. 
	[Mgr3]
	
	
	
	

	4. 
	[Mgr4]
	
	
	
	


	[Mgr 1] Phone Tree

	Ref
	Name / Job title
	Work desk tel
	Work mob
	Personal mob
	Home tel

	1. 
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	3. 
	
	
	
	
	

	4. 
	
	
	
	
	

	5. 
	
	
	
	
	

	6. 
	
	
	
	
	

	7. 
	
	
	
	
	

	8. 
	
	
	
	
	

	9. 
	
	
	
	
	

	10. 
	
	
	
	
	


	[Mgr 2] Phone Tree

	Ref
	Name / Job title
	Work desk tel
	Work mob
	Personal mob
	Home tel

	1. 
	
	
	
	
	

	2. 
	
	
	
	
	

	3. 
	
	
	
	
	

	4. 
	
	
	
	
	

	5. 
	
	
	
	
	

	6. 
	
	
	
	
	

	7. 
	
	
	
	
	

	8. 
	
	
	
	
	

	9. 
	
	
	
	
	

	10. 
	
	
	
	
	


	[Mgr 3] Phone Tree

	Ref
	Name / Job title
	Work desk tel
	Work mob
	Personal mob
	Home tel

	1. 
	
	
	
	
	

	2. 
	
	
	
	
	

	3. 
	
	
	
	
	

	4. 
	
	
	
	
	

	5. 
	
	
	
	
	

	6. 
	
	
	
	
	

	7. 
	
	
	
	
	

	8. 
	
	
	
	
	

	9. 
	
	
	
	
	

	10. 
	
	
	
	
	


	[Mgr 4] Phone Tree

	Ref
	Name / Job title
	Work desk tel
	Work mob
	Personal mob
	Home tel

	1. 
	
	
	
	
	

	2. 
	
	
	
	
	

	3. 
	
	
	
	
	

	4. 
	
	
	
	
	

	5. 
	
	
	
	
	

	6. 
	
	
	
	
	

	7. 
	
	
	
	
	

	8. 
	
	
	
	
	

	9. 
	
	
	
	
	

	10. 
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