[image: image1.png]


AIT/CGH Beeper Policy
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AIT:
1. All AITCNY employees that have been assigned beepers will carry their beepers at all times, even when out of town.

2. If you are a key employee and will be out of beeper range:

a. After approval from your manager you should submit an ISR to receive either a statewide or nationwide pager depending on where you will be traveling. 

b. You need to submit the ISR 48 hours in advance.  Please indicate the dates needed and when it will be returned. 
c. Upon reaching your destination, you must test the beeper by sending a page to yourself.

d. Upon your return, it will be your responsibility to return this beeper to either Joel MaXXXXX or Pat MaXXXXX. (The off hours portion of this policy does not apply to hourly employees).

CGH Hourly:

3. CGH hourly employees are to carry their beepers with them at all times during working hours.

Everyone:

4. The standard beeper format is XXX EEEE P ZZZ AdditionalMessage where: 

a. XXX is the initial of the person being beeped.

b. EEEE  ext or number to call

c. P Priority

i. 1 = means come to my office, treat this as an emergency, – reserved for MPR, SNE use

ii. 2 = means call. Treat this as an emergency – reserved for MPR, SNE use

iii. 3 = call ASAP (within 3 minutes)

iv. 4 = call within 5 minutes

v. 5 = call within 15 min

vi. 6 = call within 30 min

vii. 7 =call within 45 min

viii. 8 =call within 1 hour

ix. 9 = call within 2 hours

d. ZZZ initials of who is sending the beep

e. AdditionalMessage is a message which clearly and succinctly states the issue being addressed by the page.

