Emergency Communications Check List – Subsequent Notices
Town Notices, Website, Arlington Alerts, and Social Media

(updated January 2015)


Event Name, Message #:





Area
 FORMCHECKBOX 
 Determines who gets call and when. Targeted areas or Town-wide 


Area:



Date/time:


For non-emergency calls, calls should be made between the hours of 10 a.m. – 4 p.m. M-F

Emergency, when necessary. NOTE: If the emergency is being felt by other communities (ex: Superstorm Sandy), initiate the call prior to 3pm or asap. We’ve had Town-wide calls be delayed up for 3-4 hours.

Meeting Notes (usually meet with Emergency Personal. Jot down main message points

PIO Checklist: Unplanned Event – Snow Emergency/Parking Ban or other Emergency


 FORMCHECKBOX 
 Create Arlington Alert Phone (email) and Text Scripts. See Draft Scripts section.

 FORMCHECKBOX 
 Create Town Notice (eMail Campaign)


Review above with Town Manager or Incident Lead

 FORMCHECKBOX 
 Create/Send Social Media Messaging – Use graphics if possible. Graphics may contain extra text you cannot fit in a Twitter announcement. Coordinate with other depts. (APD) as necessary.

 FORMCHECKBOX 
 Update Emergency Banner

 FORMCHECKBOX 
 Update Main News Article – You can’t just dump in the new message. You need to update as necessary preserving past information. Do not delete this page until event (or winter) is over. Everyone links to it.

 FORMCHECKBOX 
 - Send Town Notice (Email Campaign). Link to main News Article
 FORMCHECKBOX 
 Notify Town Hall Operators and other departments who may receive calls (Selectmen, Town Manager, DPW Dispatch, APD dispatch, Main Switchboard);
 FORMCHECKBOX 
 Initiate Arlington Alert Call, text, and email. Follow CodeRED instructions

 FORMCHECKBOX 
 - Arlington Alert – Initiative 1st ReCall Non-Connects (usually 30 minutes - 1 hour later)

 FORMCHECKBOX 
 - Arlington Alert – Initiative 2nd ReCall Non-Connects (usually 10-30 minutes later)

Replies and CodeRED Maintenance
 FORMCHECKBOX 
 - check do-not-reply@town and arlingtonalert@town email accounts for bounces, messages.

Notes about this Update (messaging, technical or other comments to improve future response):

