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Policy:  Hospital employees on call-back, stand-by, and on-call status shall provide their home phone numbers (or a way to be contacted) to their supervisors.  Supervisors shall provide their department listing to the lead switchboard operator.  

Purpose:  A hospital must establish a reliable method of notifying employees of a natural disaster or other emergency that disrupts the hospital's ability to provide care and treatment.  

Procedures:  

1.  Employees on call-back, stand-by, and on-call status shall         provide their home phone number to their supervisor.  

2.  Employees without phones shall provide a way to be contacted to      their supervisor.

3.  Supervisors shall provide a listing of employee phone numbers      (or way to contact employee) to the lead telephone operator.

4.  The lead telephone operator shall maintain a confidential file      of home phone numbers (or way to contact employee).

5.  The confidential file shall be used to notify employees in the      event of a disaster or other emergency.

6.  The numbers shall not be used for any other purpose.

7.  Commissioned Officers are on call-back status 24 hours a day.
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