Squad List Call Down Procedure & Information

PART 1 - Calling Down

COMMAND- Dave calls Lisa, Peter and Amy

MAIN SQUAD LEADERS- Lisa, Peter and Amy call their Squad “A” position members

“A” POSITION MEMBERS- call their assigned Squad “B” position members

“B” POSITION MEMBERS- call their assigned Squad “C” position members

PART 2 – Check-in via E-mail - ALL MEMBERS
ALL MEMBERS must E-mail Amy at smartvetgroup@yahoo.com after they receive their call.  In the subject line of E-mail type in the time you received your call.  This is the only information needed.  I will not open E-mails for additional information. 

If you do not have immediate access to E-mail at the time of the call down, leave message with Amy at 

978-270-3147 with the time you received your call.   

PART 3 – Check-in via phone - ALL MEMBERS call back up the chain to member who called you- this ensures all members notified- “C” position members must speak directly to “B” position members or return call.

“B” position members must call back their “A” position member after they have spoken directly to ALL of their “C” squad members.

“A” position members must call back their Main Squad Leader after they have spoken directly to ALL of their “B” squad members.

Main Squad Leaders will then call back to Command that ALL their squad members have been directly spoken to.  At that time, and after all members have e-mailed Amy, the call down will be officially completed and the time will be recorded.  With this system, ideally, the call down could be completed within a few hours.

General Call Guidelines

- When calling members, first try the number marked with an asterisk- this is the number the member indicted is the easiest way of contacting them.  

- Try all available numbers– if you must leave a message, be sure to remind members to return your call.

- If you can’t reach your squad members that you are responsible for within 2 hours, you must then skip over and call the next position members they were responsible for calling.

- Please alert your employer that a random unannounced monthly emergency communications test may be received.  

- Please be sure all your contact information is correct on the roster and squad list.  Notify Amy to update.
- A hard line contact number must be provided to Amy even if it is not one of the 3-4 on the roster we still need it on file. Cell phones and cordless often do not function in disasters.

- Please be sure to send an E-mail notification to Dave, Peter, Lisa or Amy anytime you will be away and unable to be contacted at the numbers listed on the roster.
