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Sample Call Down Procedure Template
For Call Down Administrator

Call Down Message in the event of an Emergency:

Hello, this is __________, your Call Down Administrator. I am calling to inform you that there has been an emergency (can describe what type) and you are being requested to (list actions that staff member needs to take) immediately (or state specific time). Please indicate your ability to take these actions.  Thank you for your cooperation.
Call Down Message for use in Drill:

Hello, this is __________, your Call Down Administrator. THIS IS A DRILL. I am calling to inform you that there has been an emergency (can describe what type) and you are being requested to (list actions that staff member needs to take) immediately (or state specific time). Please indicate your ability to take these actions.  THIS IS A DRILL. Thank you for your cooperation.

	Staff Person Called
	Time Called
	Outcome (e.g. left message, will come in at __ am)
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To close the loop, the Assistant Call-Down Administrators will call back the Primary Call-Down Administrator and report the results for their portion of the call-down drill.  
Primary Call-Down Administrator








Procedure A for Larger Branches





Assistant Call-Down Administrator #2








Assistant Call-Down Administrator #1








Primary Call-Down Administrator








Assistant Call-Down Administrator #1








Assistant Call-Down Administrator #2








Assistant Call-Down Administrator #2








Assistant Call-Down Administrator #1








Procedure B (Phone Tree) for Larger Branches





Primary Call-Down Administrator
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