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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

TELEPHONE

I.
POLICY

1.00
GENERAL STATEMENTS

1.01
Telephone service is available to all full-time employees of the college.

1.02
The college switchboard is open from 8:00 a.m. until 5:00 p.m. Friday during the Fall and Spring terms.  Summer switchboard hours are 7:30 a.m. until 4:00 p.m.

1.03
Personal calls are to be kept to a minimum and no long distance personal calls are 
authorized.
II.
PROCEDURES

2.01
Each staff member is responsible for observance of good telephone manners.


Telephone courtesy is very important and reflects positively upon the college.

2.02
As a general rule, no staff member shall be allowed to charge third party calls to the college number, nor be allowed to accept collect calls.  Any calls so charged or accepted shall be charged to the individual staff member.
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