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PACKAGING

NEW PHONE TREE PROCESS FOR ALL MANAGERS
TO EXPEDITE INTERNAL & COVID-19 COMMUNICATIONS

Keeping staff informed of upcoming plans and policy changes will require faster and a more heightened
level of communication throughout the organization. Beyond the use of email, the Compass, staff
meetings, etc., we are introducing a new “phone tree” communication channel.

To implement this process as soon as possible, the following will have to take place immediately:

1. As Manager, ensure you have the UPDATED phone numbers of all applicable members of your
communications team.

2. Instruct all Supervisors in your team to collect all the UPDATED phone numbers of their team
leads and or staff, as applicable.

3. For bigger teams with more than 10 employees, select a Team Lead (for the communication
tree) to connect with a small number of employees in the same team.

eCommunicate with Supervisors

Manager *Reports to Senior Maager
. eCommunicate to Team Lead
SU perV|50r eHas all team phone numbers
*Reliable Senior Operator
Team Lead eUp to 5 Collegues
INFORMATION FLOW:
INFORMATION

Sl . Manager . Supervisor

- (- I

Manager

QUESTIONS AND CONCERNS

1|March 17, 2020



