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NETWORK 2 EXTERNAL PAGING POLICY

1. PURPOSE:  This VA Healthcare Network memorandum establishes Network policy governing the management and use of external pagers.

2. POLICY:  The External Pager shall be considered the primary form of mobile communications when alerting employees of their immediate attention. The External Pager should be issued for use when traveling out of range of the local facility Internal paging system. The use of the External Pager shall be justified for the sole purpose of conducting government business within the scope of official duties.

3. RESPONSIBILITY: 

     a.  The External Pager user has the direct responsibility and custody of their assigned equipment. They will be held financially liable for loss or damage due to abuse or neglect.

b.  The Local Care/Svc Line Managers have approval authority for the use of External Pagers within their Care/Svc Line.

c.  The Local Telecommunications Manager, or designee shall provide day-to-day support to the user, ensuring their equipment stays at the state of readiness required for them to fulfill their official duties.

d.  The Networking and Telecommunications Manager, or designee shall have overall responsibility for the management of External Pager use within the Network.

e. The parent facility is responsible for supplying batteries for External pagers.  

4. PROCEDURES:

a.  The prospective user shall provide justification for the need of an External Pager to their Local Care/Svc Line Manager.

b.  The Local Care/Svc Line Manager shall communicate a request for an new External Pager to the Local Telecommunications Manager.

c.  The Local Telecommunications Manager, or designee shall request an new External Pager from the Networking and Telecommunications Manager, or designee.

d.  The Networking and Telecommunications Manager, or designee will place a order with the appropriate vendor for the new pager specifying the equipment model, coverage scheme, price plan and delivery plan.

e.  The Local Telecommunications Manager shall accept custody of the equipment from the vendor and inspect its’ condition, acknowledging receipt to the Networking and Telecommunications Manager, or designee stating the equipment identifiers.

f.  The Local Telecommunications Manager shall personally contact the prospective user and make arrangements for training and pickup of the equipment.

g.  The Local Telecommunications Manager shall personally conduct the transfer of equipment to the prospective user.

h.  All returns of defective equipment shall be coordinated thru the Networking and Telecommunications Manager, or designee.

i.  The immediate replacement of defective pagers shall be coordinated by the Local Telecommunications Manager through communications with the vendor.

j.  The Networking and Telecommunications Manager, or designee will conduct a monthly audit of the use of External Pagers and certify any charges associated with their use. Any abnormal conditions will be reported to the Local Telecommunications Manager for investigation. 

k.  The External Pager user shall notify the Local Telecommunications Manager in the event External Pager services are no longer required. At which time the Local Telecommunications Manager shall make arrangements with the Networking and Telecommunications Manager, or designee for the issuance of a disconnect order as applicable. 

l.  At no time shall the External Pager user pass this equipment onto another individual without the express approval of the Networking and Telecommunications Manager, or designee thru the Local Telecommunications Manager.

5. REFERENCES:  None

6. RESCISSIONS:  10N2-118-00 dated October 10, 2000.

7. FOLLOW-UP RESPONSIBILITY:  Networking and Telecommunications Manager (Netcom), Rick Zigrosser, (518) 462-3311, Ext. 2669, Author: Frederick T. Fitch, (518) 462-3311, Ext. 2496

8. AUTOMATIC RESCISSION DATE:  July 28, 2006.
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