7 Nov 03

ALERT NOTIFICATION AND 

PERSONNEL RECALL PROCEDURES

POLICY # 103

A.  Purpose.   Recall (Alert) rosters are required for the both emergency or non-emergency notification of officers when not performing duty or academic time which is typically considered as after-duty hour notification. Immediate notification is important especially with heightened alert and security measures. Military organizations must maintain positive command and control (C2) to ensure the safety, welfare, and utilization of all officers. The recall (alert) rosters are essential for maintaining an efficient and effective notification system. This system can be useful for reporting of events or incidents within or near the USUHS installation and events involving USUHS students that may be of immediate interest to the Chain of Command (COC). 

B. References.

a. AR 190-40, 30 Nov 93, Serious Incident General 

b. BDE Occupant Emergency Plan Policy Letter, 13 Feb 03, (Draft)

c. BDE Occupant Emergency Plan Policy Letter (After Duty Hours), 13 Feb 03, (Draft)

d. USU Occupant Emergency Plan (Draft)

e. USUHS Medical Student Handbook 2002 & 2003 Academic Planner

C. Applicability and Scope.   This policy applies to Army, Navy, Air Force, and Public Health Service medical students assigned to USUHS, School of Medicine.  Scope: All officers must provide any changes to telephone numbers or address to the Company/Squadron Commander’s Office and the Office of Student Affairs (OSA) within seven (7) days of the change.

D.  Policy.
a.  Company/Squadron Command Recall (Alert) Rosters: Each service will develop and maintain a recall (alert) roster identifying each officer under their student company/squadron leadership by class. Rosters are updated monthly with any changes reported by officers through their specific service student leaders during the first and second year of medical school. Physical recall (alert) roster notification will occur at least twice during the academic year for first and second year students. 

b.  Chain of Command (COC) Notification Policy: Command Critical Information Report (CCIR). The purpose of the CCIR is to ensure welfare/support of students and their families.  The COC begins with Company/Squadron Commander or their designee in their absence unless otherwise stated. The Chain of Command requires prompt notification when any of the following occurs:

1. Emergency Leave request by a student or other family emergency - email notification is fine during duty hours or notify COC after duty hours.

2. Incident or accident involving possible legal actions or requiring immediate medical care.

3. Hospitalization of a student - email is fine if it is during the duty day and otherwise calls COC.  COC intent is to visit all students who are hospitalized and follow up with their families.

4. Births and Celebratory Events – Notify at the most convenient opportunity otherwise not required immediately or ASAP.

E. Definition.   Recall (Alert) Rosters provide both the student and assigned company/squadron commanders’ a system to notify the officers if required. It is an expedient way to distribute or share information that is critical after the end of the typical duty (academic hours) day. It provides an introduction and training to the School of Medicine officer-students on the importance of recall (alert) rosters in a practical sense.

F. Responsibilities.

1. All Services:
a.  Student Company/Squadron Commanders during the first and second year of medical school will develop, maintain, and update their service specific recall (alert) roster through delegation and input by their student platoon (PLT)/ flight leaders and squad (SQD)/element leaders.

b. The assigned Company/Squadron commanders and first sergeant/senior-enlisted advisor will provide guidance, assistance, and overview of their service specific recall (alert) rosters.

2. Commanders are responsible for reporting events or incidents as defined above as soon as possible to the Commandant.  Report any incident or accident that in the commander’s judgment the Commandant needs to know.  If in doubt, report it to the Commandant. Timeliness takes precedence over completeness for the initial report.  Provide follow-up information to the Commandant as it becomes available.
G. Procedures.
a.  School Cancellation or Emergencies: The military COC will use recall rosters to make notifications to first and second year medical students if school is cancelled or for other time sensitive emergencies. Students on clinical rotations follow emergency notification procedures established by their clinical preceptors.

1. Commandant will receive the call from USUHS leadership with status on cancellation or emergencies and then call the Commanders or their 1SG/senior-enlisted advisor for each service if they are unavailable.

2. Commanders and first sergeant/senior-enlisted advisor will notify the officer-student company/squadron leadership to initiate the alert (recall) rosters.

3. All commanders and first sergeant/senior enlisted advisor will maintain copies of each services’ roster in case their specific service leadership is unavailable.

4. Officer-student leadership will report back to their service leadership.

5. Commanders and first sergeant/senior enlisted advisor report back to the Commandant (or designee if unavailable).

b.  Recall (Alert) Roster Validation: Officer-student leadership will update their respective service recall (alert) rosters on a monthly basis and provide the company/squadron chain of command with an electronic copy.

1.  
Officer-student leadership will execute their specific services recall (alert) rosters when directed by the company/squadron chain of command.

2.  
Student leadership will rehearse the procedures for conducting the recall (alert) roster by announcing to their service a practice (rehearse) to confirm roster phone numbers at predetermined time/date.

3.  
Student leadership will conduct an unannounced recall (alert) roster notification with prior coordination with company/squadron chain of command during the fall and spring instructional periods of the academic year {twice (2) per academic schedule}.

c.   
The following message is an example of the simple guidance to include on each services’ roster. This will be a more expedient way to share the info as well as train our students on the importance of recall rosters in a practical sense.

1. Instructions for activation: 

1. CO will call Platoon leaders

2. Platoon leaders will call squad leaders

3. Squad leaders will call each member of their squad

4. Once squad leaders have contacted all members they will call their respective platoon leaders and tell him/her the task is accomplished

5. In turn the platoon leader will call the CO and inform him/her that the platoon has been alerted

6. CO or Platoon Leaders will report back to their service leadership upon completion

2. Important:  You must physically talk to each person you are responsible for calling.  Leaving a message with another person or answering machine is not a valid execution of the alert. If a student is not available then the next person on the roster is called.  Reporting back up the COC must include notification of which students were unavailable.  





//Signed//





LINDA L. LAWRENCE, LtCol, USAF, MC





Commandant, School of Medicine


