Huddle Call/Activation Messaging
NOTE: for all-CHLA messaging, please go to page 3 to begin drafting that notification. 
	Notification Title
	Huddle/Activation Call for INCIDENT NAME

	Notification Purpose
	
To notify all key stakeholders of an emergency activation huddle call.
 

	☒Use custom SMS message
☒Use custom Email/Everbridge Mobile App message

	Fax, Pager, Text-to-speech
	There has been an incident that requires coordination for response. Please join the huddle call now on MS Teams by using the link sent to you by text message and email. Alternatively, you may dial into the meeting by calling INSERT PHONE NUMBER and entering the meeting ID which is INSERT. Again, the call-in number is INSERT PHONE NUMBER and the meeting ID is INSERT. Thank you.

	
SMS

	Code Triage Activation - click link for meeting info. 

	☒Add web page message

	Web Page Message (for SMS) 

	There has been an incident that requires coordination for response. Please join the huddle call now on MS Teams by using the information below. Thank you. 

Microsoft Teams  	Comment by Cheung, Erika: Must be updated for each new incident
INSERT MEETING LINK
 

	Contacts
	Groups: 
· Disaster/Code Triage Scenarios – 1. Code Triage General Activation 

Individuals: 
· House Supervisors working on-shift
· Sender will add their own name at the time of notification

	Settings (Delivery Methods)
	All Modalities




ALL CHLA Messaging
Please use the following template to develop initial incident messaging (objective: send out within 15 minutes of huddle call initiation – do not wait for all the details to be confirmed)
· Quick reference: templates (in restricted access channel)

	Notification Title
	[bookmark: _Toc171090955]CHLA Alert: INCIDENT NAME

	☒Use custom SMS message
☒Use custom Email/Everbridge Mobile App message

	Fax, Pager, Text-to-speech
	CHLA’s Command Center is aware of [INCIDENT DESCRIPTION]. Please check your text messages and/or email for additional details. More information will be provided as it becomes available. 


	
SMS

	CHLA Alert – TWO-THREE WORDS. Click link for details. 

	☒Add web page message

	Web Page Message (for SMS) 

And

Custom message for Email and Everbridge mobile app

	Dear Team Members, 
Just after [time], Children’s Hospital Los Angeles was impacted by a [description of issue].

[Issues to address: generator power, agency that is responding, estimated time to fix] 

What you should do:
· Reference procedures listed in your department’s red binder containing your Department Emergency Action Plan (Dept EAP)
· Additional Strategy #1
· Additional Strategy #2

We will share more information as it becomes available. Thank you for your attention. 

Thank you,
XXX, House Supervisor
Incident Commander


	Contacts
	Rules: 
· All CHLA


	Settings (Delivery Methods)
	Select option
· All Modalities
· All Voice
· All Text





