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Purpose. To update the DMH policy and procedures regarding the use of DMH telephones by
employees for long distance calls. Minor changes have been made throughout the policy, the
Long Distance Assistance Request Form previously used has been eliminated, and changes
have been made to the procedures in Section 7b.

Applicability. All DMH employees.

Policy Clearance. Reviewed by affected responsible staff and cleared through appropriate MHA
offices and DMH leadership committee(s).

Implementation Plans. A plan of action to implement or adhere to a policy must be
developed by designated responsible staff. If materials and/or training are required to
implement the policy, these requirements must be part of the action plan. Specific staff
should be designated to carry out the implementation and program managers are
responsible to follow through to ensure compliance. Action plans and completion dates
should be sent to the appropriate authority. Contracting Officer Technical Representatives
(COTRs) must also ensure that contractors are informed of this policy if it is applicable or
pertinent to their scope of work. Implementation of all DMH policies shall begin as soon as
possible. Fullimplementation shall be completed within thirty (30) days after the date of this
policy.

Policy Dissemination and Filing Instructions. Managers/supervisors of the DMH must ensure

that staff are informed of this policy. Each staff person who maintains policy manuals must promptly
file this policy in Volume | of the blue DMH Policy and Procedures Manual.

ACTION
REMOVE AND DESTROY INSERT
CMHS Policy 50000.681.1A, DMH Policy 681.1

dated January 23, 2001
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Martha B. Knigley B
Director, DMH
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Subject: DMH Long Distance Telephone Calls

1. Purpose. To prescribe the DMH policy and procedures regarding the use of DMH telephones
by employees for long distance calls.

2. Applicability. All DMH employees.
3. Authority. Mental Health Service Delivery Reform Act of 2001.

4. Policy.

4a. DMH funds shall not be used for payment of long distance telephone calls, except for those
made by authorized users in the conduct of official DMH business. All long distance calls made
shall be for official purposes only.

4b. Use of Government telephones for placing non-official long distance calls is strictly prohibited
by law and shall result in the caller reimbursing the DMH for the total cost of the call(s) and may
result in disciplinary action.

5. Definitions/Terms.

Sa. Long distance telephone calls - "local" long distance and "long haul” long distance. For the
purpose of this policy, long distance telephone calls also include collect calls, third party calls,
data (computerized), and facsimile transmissions.

5b. "Local" long distance - a toll call within a local telephone company's geographic area (i.e.,
Washington D.C. to Maryland Area).

Sc. "Long haul" long distance - a long distance cali that requires an IEC to transport the call
from one point to another.

5d. EC - Inter Exchange Carrier (i.e., AT&T, Sprint, etc.)

6. General Guidelines for All DMH Phones Authorized for Long Distance Service.

6a. Long distance calls shall be made only if the official business to be transacted is essential, if
aless expensive means of communications would not suffice, and if the call is in the best interest
of the DMH.

6b. The following standards shall apply in evaluating the need to make a long distance call:
(1) A monetary loss to the DMH may result if a slower or less expensive means is used:;

(2) Immediate contact is necessary to efficiently carry out DMH business;
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(3) Travel would be required to meet in person, or

(4) Immediate official action is required by an emergency (lliness, injury, property damage,
or similarly urgent matters).

When an employee has a personal emergency and needs to make a long distance call, pay phones
and/or personal calling cards should be used.

7. Procedures for Official Long Distance Calls Within and Outside of the
Continental U.S.

RESPONSIBLE PARTY ACTION
7a. All employees with long distance service Adhere to Section 6 above, prior to
designated on their telephone can dial directly placing long distance calls.
within or outside the Continental U.S.
7b. Employees without long distance service Supervisor must approve the use
designated on their telephone cannot dial of a telephone with long distance
long distance. service.

8. Consequences for Making Non-Official Long Distance Calls.

Making non-official long distance calls within or outside of the Continental U.S. or failure to obtain
approval prior to making such calls shall result in the caller reimbursing the DMH for the total cost of

the call(s) and may result in appropriate disciplinary action. (See District Personnel Manual, Chapter
16 for guidelines.)

9. Related References.

CMHS Policy 50000.710.1, Employee Conduct

Approved By:

Martha B. Knisley
Director, DMH
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