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WESTWOOD PASTOR ON CALL

PROCEDURES/DUTIES FOR PASTOR ON CALL

· Be available on campus during your assigned time.
· If not in office contact alternate. If alternate is not available, find someone else on campus to cover for you.  

· Keep receptionist informed who is covering for you, if you are unable to be on call.

· If you know you will not be in the office in advance (i.e. vacation/off campus meeting) make sure you remember to inform/remind your alternate to cover for you.  

· To assist the office staff, place the white board magnet “Pastor on Call” on the appropriate line.

· Your Pastor on Call duties include:

· Receiving those who “walk-in” or handle phone calls directed to you by the receptionist.

· Assisting the receptionist with “walk-ins” who present urgent/crisis situations.  
· Responding to emergency situations.  If you receive a call indicating that the receptionist wants three additional reservations – she is alerting you that she needs your IMMEDIATE assistance in the receptionist area.
· Being alert when the receptionist is left alone in the building.  To assure the safety of other staff, please give CLEAR directions to the receptionist when you are away from your office/phone.
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