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I. GENERAL

Blue Light Phones are placed on campus for the safety and protection of students, faculty, staff and visitors.  Their installation and maintenance requires the efforts of several groups on campus.  This Instruction explains responsibilities and procedures.

II. RESPONSIBILITIES

1. The Telecommunications Department of ITCS/BSOM Business Office has overall responsibility for Blue Light Phones.

2. The entity creating the need for the installation (addition, removal or movement) of a Blue Light Phone is responsible for the associated cost.

3. Telecommunications Department of ITCS /BSOM Business Office is responsible for:

· coordinating the installation of Blue Light Phones

· establishing a funding source for installation work

· obtaining site approval from Facilities Services/Maintenance

· ordering the pole and associated phone equipment

· performing (or contracting) the installation of phone equipment and lines

· ongoing maintenance of the pole and phone equipment and lines

4. Facilities Services/Maintenance is responsible for:

· performing (or contracting) the installation of the pole and power

· ongoing maintenance of power

· performing requested ongoing maintenance funded by Telecommunications Department of ITCS /BSOM Business Office or user entity (for Main Campus, the Electrical Shop will be responsible for responding to work orders generated for power and lighting or problems identified in the monthly lighting survey.)
· approval of site

III. PROCEDURE

1. Requests for Blue Light Phones should be communicated to Telecommunications Department of ITCS /BSOM Business Office. Requests to Facilities Services from other sources should be redirected to Telecommunications Department of ITCS /BSOM Business Office.

2. Telecommunications Department of ITCS /BSOM Business Office will initiate a work order for installation of the pole and power.  The work order will include the funding source and will be assigned to the Facilities Service Center/BSOM Electrical Shop to coordinate Facilities Services activities.

3. Telecommunications Department of ITCS /BSOM Business Office will order the pole and associated phone equipment.

4. The Facilities Service Center/BSOM Electrical Shop will:

· provide estimates as necessary

· coordinate Facilities Services/Maintenance site approval

· coordinate Facilities Services/Maintenance installation activities with those of Telecommunications Department of ITCS /BSOM Telecommunications Department of ITCS /BSOM Telecommunications Department of ITCS /BSOM Business Office.

5. All Facilities Services contract costs and materials will be charged.  Facilities Services labor will be charged to non-academic sources.

6. The time from installation of the pole to full operation needs to be minimized for safety reasons.  The blue light shall not be energized until the phone is operational.
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