PN 3.077

VOICE PROCESSING/MESSAGING SYSTEMS POLICY

Voice processng/messaging systems may include one or more of the following: interactive voice
response (IVR), voice recognition, cal processing/automated attendant, automatic cal distribution, and
voice mail sarvices.

l. Use of Voice Processng/Messaging Systems

A.Voice sysems will be programmed to offer
calers ameans to be directed to a live agency
representative at any time during normal business
hours.

B.Voice mail will not be used to avoid answering
the phone or to screen cdlls.

Cl.ltistheresponghility of each individua assgned
avoice mailbox to secure their persondized
system access passcode.

D.For voice mail applications, leave a persond
gredting thet gives cdlerstimdy, rdevant
information, indluding information on when calls
might be returned. The greeting MUST indude
the name of the individud assgned to the voice
mailbox 0 that calers know whose mailbox they
have reached.

E.Voice mailboxeswill be accessed severd times
each day and calswill be returned promptly.
When away for an extended period, the
personaized message of the mailbox "owner” will
direct calers to another member of the
organization to assure critical messages are
promptly handled.

Il. Assgnment, Reassgnment and Discontinuance of
Voice Mailboxes



(Internd)

A.Requeststo assign, reassign, or discontinue
individua voice mailboxes must be submitted to
the Director of Computing Services and
Teecommunications.

Usage Review

A.Supervisors will be dert for any abuse of voice
mail procedures and take appropriate action when
warranted.

B.Voice mailbox use will aso be reviewed by the
Director of Computing Services and
Teecommunications for compliance with this
policy. Incidents of non-compliance will be
reported to the gppropriate official.
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EMERGENCY PREPAREDNESS POLICY

The Frostburg State University Emergency Preparedness Procedure hasits gods. 1) to save lives,
reduce injuries and minimize property and environmental damage in the event of amgor emergency, 2)
to coordinate communication between university departments and between the university, outsde
agencies and the generd public in the event of anatural or man-made emergency, 3) to restore
essentia univerdty functions as rapidly as is reasonably and safely possible.

The FSU Emergency Preparedness Procedure consists of the following documents or items.

- FSU Adminigrative Policy Manud
- FSU Genera Emergency Protocols and Procedures
- Fire Alarm Procedures for Academic and Adminidirative Bldgs.
- Fire Alarm Procedures for Residence Halls
- UMS Police Policies and Procedures Manua
- Inclement Weether Closing Procedures Guiddines
- FSU Employee Safety Handbook
- FSU Facilities Department Procedures:
* Snow Emergency/Snow Remova Plan
* Natural Gas Lesk Plan
* Emergency Call-Out Procedures
- Allegany County Civil Defense Emergency Operations Plan
Applicable State and Federd laws, rules and regulations

It shal be the respongibility of the Public Safety Department to periodicaly review and evauate the
Emergency Preparedness Procedures and to recommend revisions and improvements to the Risk
Management Committee.

(Requested by State)
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PASSENGERS IN STATE VEHICLES

Passengers in date vehicles are limited to those persons who are properly authorized to participate
in aUnivergty function with an employee travelling on officid busness. Blanket authorization is
extended to full-time and contractua employees of the University, guests of the University whose
presence as a passenger is directly related to the employee's officia business trip, and to the employe€'s
spouse or sudents. Any circumstances not covered by the blanket authorization will be the
responsbility of the Vice Presdent of the areain question. Under no circumstances will children of

faculty or saff members be permitted to accompany the member in aUniversity vehicle.

(Internd)
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BENEFI TS FOR CONTRACTUAL EMPLOYEES

The University will afford a health care stipend to contractual
enpl oyees who currently enjoy that benefit. No health care stipend
or other benefit will be afforded any other current or future

contractual enployee unless the position is federally funded, with
benefits entitlenment, or unless provided to conply with the UMS
Policy on Contingent Enploynent.

The dollar value of current health care coverage will be
i ncl uded when determ ning the base salary paid contractual enployees.

(I'nternal)
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MEMBERSHI PS | N PROFESSI ONAL AND ACADEM C ORGANI ZATI ONS

It is the policy of Frostburg State University to encourage
institutional/departnmental menberships in professional and academ c
organi zati ons where funds are avail able. Menberships shall be vested
in the institution, not in an individual nenber of the faculty, staff
or adm nistration. Menberships shall remain with the University,
with the University having the option of changing its designated
associ ation representative(s).

I ndi vi dual nmenberships, i.e., those vested in the individual and
not transferable when the individual |eaves the institution, are not
generally funded by the University. Exceptions to this policy nust
be approved by the Executive Commttee through the appropriate Vice
Presi dent and should be granted under the follow ng circunstances:

1. In cases where the association,
by definition of
its bylaws, does not have
institutional or group
menberships, and it is deenmed to
be in the best
interest of the University to be
represented.

2. In cases where an associ ation
of fers both
institutional and individual
menber shi ps, and
the difference in cost between
i ndi vi dual and
institutional menbership is |arge
enough to
warrant representation of the
Uni versity through
an individual nmenmbership, and it
is deened to be
in the best interest of the
Uni versity to be
represented.



(I nternal)



