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The purpose of this policy is to ensure the proper maintenance and use of audio communications equipment.

The goal of this policy is to enhance the safety and security of staff and clients through an integrated communications network.

Policy
The Department shall promote the enhanced safety and security of its clients and personnel through the proper use of two-way radio and cellular telephone communications equipment.

Equipment shall be maintained in working order.

Personnel shall be trained in the proper use and care of the equipment.

Procedures
A.     Oversight
1. Location Managers shall post equipment operating procedures in a secured personnel area.

2. Location Managers shall identify a minimum of two personnel to be responsible for overseeing equipment operations, including maintenance, training, program utilization, internal monitoring, and supervision.

3. The designated personnel shall ensure the following prior to and during 
equipment use:

a. the employee is properly trained, including law-enforcement notification;
b. the equipment is fully charged and functioning;
c. preventive maintenance procedures are being followed;
d. arrangements are made immediately for the repair of equipment;
e. the Communications Information Center is notified of repairs;
f. the Communications Information Center is notified of an accidental activation of the emergency alert button; 

g. equipment operators conduct themselves in a professional manner and maintain proper procedures; and
h. disciplinary action is taken in cases of misuse or abuse of equipment.

B.     Use of Equipment
4. The Location Manager or his/her designee shall maintain written documentation of all distributions, collections, and conditions of the equipment.

5. Location personnel shall keep their assigned two-way radios on their person at all times.

6. Location personnel shall ensure that clients never handle equipment.

7. Location personnel shall never use clients’ or employees’ full names over two-way radios or cellular phones except in emergencies.

8. Location personnel shall use their Location name as a call sign over the two-way radio.

9. Location Personnel shall use in-house telephone systems over two-way radio use whenever possible.

OUTCOME MEASURES/PERFORMANCE INDICATORS
( 
Integrated communications networks are maintained at all locations.

(
Location personnel always use audio communications equipment properly.

(  
Equipment maintenance is documented.






