King County Recorder’s Emergency Phone Tree

Instructions

In case of an emergency that occurs before the start of the work day (i.e., inclement weather) the emergency phone tree on the back of this page will be carried out to inform all Recorder’s staff of work day changes.

1) Walt will be notified by Administration and contact the five Emergency Callers listed at the top of the chart (Danene, Diane, Frances, Marilyn and Helen).

If Walt is not available, Administration will contact Danene, Diane, Frances, Marilyn or Helen (in that order).  The person replacing Walt on the tree will then contact all remaining staff members at the top of the chart and the staff below their name on the list.

If one of the five Emergency Callers at the top of the tree is not available, the person starting the tree (Walt, etc.) will contact the staff for the unavailable Emergency Caller.

2) Each of these Emergency Callers will call all the employees below their name and inform them of the emergency and workday changes.

3) If a staff member on your list is not available, leave a message, if possible, and go on to the next person.

4) After calling the last person on their list, each Emergency Caller will call Walt (or that person who began the tree) and advise them that they have completed their calling assignment.  They will also provide them with the names of staff who they were unable to reach and whether or not a message was left.

