DEPARTMENT OF THE NAVY
NAVAL DENTAL CENTER SOUTHWEST
2310 CRAVEN ST.

SAN DIEGO, CALIFORNIA 92136-5596 NDCSWINST 3440.2A
020PM
10 Sep 02

NAVDENCEN SOUTHWEST INSTRUCTION 3440.2A

Subj: EMERGENCY RECALL PLAN

Ref: (a) OPNAVINST 3120.32C
(b) NAVDENCENSDIEGOINST 3440.1A

Encl: (1) Command Disaster Recall Check-Off List NDCSD 3440/1
(2) After Hours Recall Procedures
(3) Command Sample BDC/Work Center Recall Bill

1. Purpose. To establish and standardize procedures for the emergency recall of personnel in
accordance with references (a) and (b).

2. Background. Available recall plan is essential for response to various contingencies.
Establishing uniform procedures will expedite the rapid recall of personnel in the event of an
emergency. To ensure that manpower is available to execute the plan, an effective recall system
will be properly maintained and rehearsed.

3. Cancellation. NAVDENCENSDIEGOINST 3440.2.
4. Definition

a. Emergency. An event or disaster caused by forces of nature, accidents, civil disturbances,
and/or an enemy’s conventional (or non-conventional) military or terrorist action.

b. Emergency Management. Those measures taken before, during and after an emergency,
natural disaster, man-made disaster, or hostile action to reduce the probability of damage,
minimize its effects and to initiate recovery.

5. Action
a. The Command Emergency Management Liaison (EML) or his/her designee shall ensure:

(1) The effectiveness of the overall disaster recall plan through periodic testing and
evaluation. The command EML will consult the Executive Officer on a selected date to
implement the recall plan.

(2) During normal working hours, the Commanding Officer (CO), Executive Officer (XO),
or Director for Administration (DFA) will activate the Emergency Recall Plan. Clinics and work
centers will be notified by phone by the Command EML or in their absence, The Command
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Duty Officer (CDO). Naval Dental Center Southwest (NDCSW) Personnel Administration
Department shall serve as the Emergency Operating Center (EOC). All Branch Directors/
Department Heads or their representatives, shall respond via phone, or in person if at Naval Base
San Diego or Headquarters, a Muster Report of their department (i.e., total personnel on board
and personnel on leave/liberty to the EML). The EOC will establish and maintain a “Command
Disaster Recall Check-off List” to facilitate reporting, using enclosure (1). Upon completion of
compiling, this information will be relayed to the CO.

(3) After normal working hours, weekends, and holidays, the CDO will activate the
emergency recall, per enclosure (2), from the quarter-deck which will serve as the EOC. The
CO, X0, DFA, EML, and the Command Master Chief (CMC) shall be notified initially. Branch
Directors/Department Heads will then be called to initiate the recall of their personnel.

b. Branch Directors/Department Heads will ensure:

(1) The establishment and maintenance of an Emergency Recall Bill.

(2) Once notified, activate his/her departmental recall bill. If any department head/section
leader cannot be reached, the next senior person in the department will initiate the recall. At no
time will the process be held due to failure to contact a member. Make only one attempt to
contact each person on the recall and move on to the next. The goal is to notify all personnel and
report status to the EOC within one hour.

(3) A sufficient number of phone trees will be established to allow the recall to be
accomplished within 30 minutes. The head of each phone tree will report to clinic/department
coordinators. Each clinic will consolidate reports and forward to the EOC.

(4) A current and complete recall roster of all personnel will be maintained. Revisions and
updates will be submitted to the Head Operating Management no later than the first working
day of each month. Each recall roster will include at a minimum, the following elements:

(a) Statement on how the recall process will be initiated, as per enclosure (3).
(c) Date of last revision.

(c) Rank/Name.

(d) Telephone number (in some cases, a pager number may be appropriate.)

(e) Department
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(f) “For Official Use Only” should be placed near the bottom of the recall bill.

(5) Enclosure (3) is a sample recall bill that should be used for standardization, however,
slight modifications based on variables, i.e., size, are acceptable.

c. Training. As per reference (b), the recommended test of the recall plan should be
conducted quarterly. In addition to the command implemented recall, each department/ clinic
should conduct independent drills to ensure adequate familiarization of the process.

Dist:
List], Case 1,2
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AFTER HOURS RECALL PROCEDURE

1. Recall. The CO, XO, DFA, EML, and CDO will be notified immediately. Recall is initiated
by the Executive Officer

a. Actual. Inresponse to the Regional Disaster Preparedness Office, requiring staff to be
recalled and muster on station

b. Simulated. A drill designed to test the system, personnel muster over the phone.
2. After approval by the XO, the following personnel are called by the duty section:

Command Duty Officer
Administrative Watch Officer
Officer-of-the-Day (If not onboard)
Chief-of-the-Day (If not onboard)
Commanding Officer (Notified immediately)
Director for Clinical Services
Director for Administration
Director for Corporate Performance
Director, Branch Dental Clinic Naval Station
Director, Branch Dental Clinic MCRD
Director, Branch Dental Clinic Coronado
Director, Branch Dental Clinic Point Loma

. Director, Branch Dental Clinic Ventura County
Director, Branch Dental Clinic Lemoore
Director, Branch Dental Clinic China Lake
Director, Branch Dental Clinic Fallon
Director, Branch Dental Clinic Monterey

. Director, Area Dental Laboratory

Command Master Chief
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3. Directors will notify the top members on their recall tree with the directions to report back to
them on the results of the recall.

4. The following information should be passed to each member called:
a. In the case of a drill:
(1) “ This is a drill, this is the Naval Dental Center Southwest Duty Section activating a

recall as ordered by the Executive Officer. Please activate your recall bill to notify all personnel
assigned under you to muster by phone for this recall, this is a drill.”

Enclosure (2)
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(2) The result of that muster should be reported back to the duty section at (619) 556-8240
no later than 2 hours after this notification. Use the following format:

(a) Number of personnel notified by voice directly.
(b) Number of personnel where phone message was left.
(c) Number of personnel not contacted.
(d) Number of personnel whose recall phone information was incorrect.
b. In the case of an actual recall:
(1) “This is the Naval Dental Center Southwest Duty Section activating a recall as ordered
by the Executive Officer. Please activate your recall bill to notify all personnel assigned under

you to muster on station for this recall.”

(2) The results of the muster should be reported back to the duty section at (619) 556-8240
NLT 2 hours after this notification. Use the following format:

(a) Number of personnel notified by voice directly.
(b) Number of personnel where phone messages were left.
(c) Number of personnel not contacted.
(d) Number of personnel whose recall phone information was incorrect.
5. The duty section will be responsible for compiling command information and forwarding

that information to the Executive Officer, via the Director for Administration the next working
day.
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