
K4Community Hotline enables communities to interact with and provide updates to 
residents, their friends, families and others in a customizable, on-demand fashion. 
In order to make the most of your community’s Hotline, we’ve compiled a list of best 
practices for recording a message to your Hotline: 

• Follow a script. Creating a script for staff to follow when they record a message 
creates consistency across all of your messages. Below is an example script consisting 
of four main sections; you can, of course, adapt this to fit your specific needs. 

• [Greeting] Hi, thanks for calling the Spring Garden Hotline. This is Sue Smith, 
the executive director. We provide weekly updates for residents and their 
families on this Hotline. 

• [Timing] This message was recorded on January 1, 2020 at 10 a.m. 

• [Message] It is a beautiful day at Spring Garden! Here is the most up-to-date 
information. 

• [Closing] This message was recorded on January 1, 2020 at 10 a.m. You can 
expect another update from Spring Garden on January 7, 2020 at 10 a.m. 

• Listeners could be calling in for the first time or the tenth time. Avoid referring to 
past messages as not every caller will have heard the active message. 

• Write your message down before you record it. We recommend that you write 
out your message before you record it live. This allows you to edit for grammar and 
syntax and makes sure that your message sounds professional and well thought out. 

• Take note of your environment. Find a private, quiet space to record your message. 
Background noise can be distracting to listeners. 

• Speak slowly. Speak slowly and succinctly when recording. You may even want to 
include notes in your script to take a breath or pause! 
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• Be empathetic. Listeners calling into your Hotline 
may be worried or concerned. Speaking in a 
calming and empathetic tone can ease concerns 
felt by callers, especially in times of crisis. 

• Promote your Hotline! Don’t forget to be 
proactive in informing residents and their friends 
and families of the Hotline so that they can 
stay up-to-date on announcements from your 
community. 


