Room Parents and Calling Parents

 A trial run of the school calling tree will be held on Wednesday, Oct. 28th at 6:30am.  Please take a moment to read through the Calling Tree Procedure.  Do not hesitate to call Mary McGovern at 579-5561 with any questions.  Thanks for your time and effort.

CALLING TREE PROCEDURES

Room Parent and Calling Parent Responsibilities

PROCEDURE:

1. Primary Contact Responsibilities – In the event that the Primary Contact is contacted by an FSA Board Member to activate the classroom’s Calling Tree, the Primary Contact must:

a. WRITE DOWN THE MESSAGE from the Board Member.  It is important that everyone gets the exact same message as well as the whole message.  The message MUST BE READ BACK TO THE CALLER.

b. IMMEDIATELY (regardless of the hour of day) CALL the Calling Parents listed on the classroom calling tree list.

c. IF YOU CANNOT REACH A CALLING PARENT that you are responsible for calling:  leave an answering machine message (if possible) noting that you are going to bypass them on the Calling Tree and will assume their responsibilities, then call the families that were listed under that Calling Parent’s name.

d. If you are notified of any family that was NOT reached, call the Board Member (the person that called you) and inform them.

Note to Room Parents: In the event that the Primary Contact cannot be reached the next Room Parent on the Calling Tree list becomes the Primary Contact and initiates the calling tree for the classroom.

2. Calling Parent Responsibilities  The Calling Parents MUST IMMEDIATELY (regardless of the hour of the day) call the families listed below their name on the classroom calling tree list and:

a. Read the message word for word.

b. IF YOU CANNOT REACH SOMEONE that you are responsible for calling:

i. Leave a message (word for word) on an answering machine.

ii. Make a note of any family that you were not able to leave a message.

c. If there were any families who did not get the message, then call the Primary Contact/Room Parent BACK to notify them of those families.

