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COVDTM DN | NSTRUCTI ON 2060. 1
Subj : BANCROFT HALL TELEPHONE PCLI CY, USE, AND ETI QUETTE

1. Purpose. To pronulgate the policy, use, and etiquette
requi renents for the Naval Acadeny’ s Bancroft Hall M dshipnen
Tel ephone System

2. Cancel | ati on. COVDTM DNI NST 4062. 1B

3. Background. In 1995 Bancroft Hall began a w ng-by-w ng
renovati on which included tel ecomrunications wiring for each
M dshi pman room The tel ephone is a fundanental tool in
scheduling and tinme managenent. Wth the demands placed on
m dshi pnen time, and the increased commonality of voice
nmessagi ng and voice nail, tel ephone service is considered an
inportant quality of life inprovenent for m dshipnen.

4. Responsibilities. The Brigade First Lieutenant is
responsi ble to the Brigade Conmander for the proper

i npl enent ati on and execution of the Bancroft Hall Tel ephone
system The 1°' LT will coordinate with IT services to ensure
that conpl aints and probl ens are addressed as quickly as
possi bl e. M dshi pnen should route all phone issues through the
m dshi pmen chain of command. The Brigade 1% LT will then act as
aliaison with I T Services.

5. Bancroft Hall Tel ephone System

a. Overview. The Bancroft Hall Tel ephone System wi ||
provi de one anal og tel ephone line for each m dshi pman room A
voi ce nail box will be provided to each occupant of each room
M dshi pnen are responsi ble for purchasing their own tel ephones.
Each room shal |l have one tel ephone.

b. Fee. There will be a nonthly tel ephone phone charge per
m dshi pman. The nonthly charge will be charged ten nonths out
of the year and will be applied to all mdshipnen, regardl ess of

phone use. The phone lines will be active year-round.
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c. System Capabilities. The tel ephone systemw || NOT have
DSN or call-forwarding capabilities. The tel ephone systemw |
have the follow ng capabilities:

(1) Local service: The local calling area includes
Annapol is, Arm ger-QG bson Island, Brooklyn Park-Linthicum
Crofton, Gen Burnie, MIlersville, CQdenton, Sherwood Forest,
Severna Park, and West River. There is no extra charge for
calls placed to these areas.

(2) Voice Mail: Mdshipnmen can retrieve their voice
mai | nessages from any tel ephone by dialing the systenis central
voi ce mail box dial-in nunber (410-990-1570) and then entering
their personal password. Wrldw de access to m dshi pnen voice
mai | boxes is available by dialing (1-410-990-1570) in CONUS (to
i ncl ude Hawaii and Al aska) and (011-410-990-1570) OUTCONUS. The
voi ce mail option can be turned off by requesting the service
outlined in paragraph (9). Mdshipnmen will only turn off the
voi ce mail option when away for summer training or permanently
transferred fromthe Naval Acadeny.

(3) Caller ID: Caller ID displays the names and nunbers
of your callers. Caller IDnormally requires a visual display.
The display can be part of the tel ephone handset or a separate
device. M dshipnen are responsible for purchasing their own
caller 1D devices.

(4) Call Waiting: Call waiting indicates there is an
i ncom ng phone call while you are on the phone. A special beep
alerts you of the second caller. By briefly pressing the
swi t ch- hook, the second caller can be answered. You can swtch
between callers, as often as you like. Each conversation is
private and cannot be heard by the other caller.

d. Calling fromw thin Bancroft Hall.

(1) Calling G her Mdshipnen. When calling fromone
m dshi pman room to anot her m dshi pman room dial 1 and the
occupant’s four-digit roomnunber. For exanple, to call a
m dshi pman living in the 1% Wng-Deck 4-Room 30 use 1-1430 as
hi s/ her phone extensi on.
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(2) Calling Naval Acadeny Faculty and Staff. M dshipnen
call i ng non-m dshi pnmen nunbers on the yard, or a nunber at the
Naval Station, nust dial 3 followed by the four-digit nunber
(i.e. 3-5100).

(3) Local Calls. Dial 9 for local dialing access,
foll owed by the ten-digit nunber.

(4) Long Distance Dialing. The tel ephone switch wll
not allow direct dial [ong distance calls or incom ng collect
calls. Mdshiprmen nust establish their own |ong distance
calling plan. The long distance calling plan can be an
operator-assisted call, credit card, prepaid tel ephone card, or
a 1-800 long distance carrier. Al destinations outside of the
| ocal dialing areas |isted in paragraph 5.C. 1. are |ong
di st ance.

(5) Energencies. Dal 3-3333. For all nedical, fire,
security, or safety energencies, contact the Naval Acadeny
Security Dispatcher, by dialing 3-3333.

(6) Online Mdshipnen Tel ephone Directory Assistance.
M dshi pnen t el ephone nunbers can be | ocated using your Netscape
browser. Use the online directory |ookup feature
http://ww. usna. edu/ Tel Coomi’ M dPhones. For anot her option, use
the M dshi prmen Information System (M DS),
http://ww. usna.edu/ MDS/. MDS is the official source for
m dshi pnen room nunbers. Both sources restrict access to
m dshi pnren, faculty, and staff, and, thus, are not available to
i ndi vidual s who do not have Naval Acadeny network accounts. No

m dshi pnen 'white pages' tel ephone directory will be printed.
I ndi vidual s attenpting to | ocate m dshi pnen tel ephone nunbers by
dialing directory assistance will be automatically connected to

the M dshi prmren Main Tel ephone Nunber (410-990-1570).
e. Receiving calls fromoutside of Bancroft Hall.

(1) Calling a Mdshiprman in Bancroft Hall. Anyone
wi shing to contact a m dshi pman nmust dial the M dshi pman Min
Nunber 410-990-1570. Callers dialing this nunber wll be
connected to an auto attendant and will be able to dial a
m dshi pman’ s extension directly, access the dial-by-nane
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feature, or transfer to Bancroft Hall Main Ofice (410-293-
5001). The dial-by-nane feature allows callers to "dial" a

m dshi pman by entering the m dshi pman’s | ast nane using a touch-
tone keypad.

6. M dshi pnen Tel ephone Use.

a. Mdshipnmen responsibilities. During the academ c year,
m dshi pnen are required to check their voice mail at |east once
per day. More frequent checks are recormmended. Miin Ofice
Messengers (MOM) and Conpany Mates of the Deck (CMOD) may
utilize the voice nmail option to pass nessages, however, the
urgency and sensitivity of the nessage shoul d be consi dered.

b. Possession of Tel ephones. All mdshi pnen, regardl ess of
rank, are authorized and required to have one tel ephone per
room Phone outlets shall not have multiple phones plugged into
a splicing device.

c. Telephone Style. All phones shall be conservative in
nature. Phones shall not be in the shape of cartoon characters,
sports equi pnment, or any other fad-like style. Phones with
facsimle characteristics are not authorized. Cordless phones
are HI GHLY di scouraged due to expected vol une of sinultaneous
calls within Bancroft Hall. M dshipnen are responsible for
accepting any static or interference that may result from using
a cordl ess phone.

d. Study Hour/Hours of Use. Fourth C ass M dshipnmen and
all academ cally unsat m dshi pnen do not rate social tel ephone
use during study hour. M dshipnen nust nake friends and famly
aware of this condition.

(1) Tel ephone ringers shall be set on m nimumringer
vol une during study hour.

(2) Mdshipnmen shall not renove the tel ephone privil ege
from ot her m dshi pmen wi thout Conpany Commander approval .
Further, the Conpany O ficer is the approving authority to
remove voice mail access of an of fender.
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e. Mdem Use. The receipt, transm ssion, or retransm ssion
of data using a nodem and conputer systemis prohibited. This
practice can be identified by Ward Hal | .

f. Sumrer nonths. The telephone lines will be active year-
round. M dshi pnmen changi ng roons during the sumrer, or at any

other time, will be required to enter their new room nunber in
M DS and to send notification via the procedure(s) described in
paragraph (9). Callers fromoutside of Bancroft Hall will still

reach the m dshi pman by dialing the Mdshi pman Mai n Nunber (410-
990-1570) and then entering the m dshi pman’s extension or | ast
name.

7. Phone Etiquette.

a. Phone Etiquette. Professional courtesy is inportant
when sharing a phone. Below are guidelines to follow

(1) Discuss phone use with roommate(s). Tal k about
gi ving each other nmessages. Discuss where nessages can be |left.
Take accurate and conpl ete tel ephone nessages.

(2) How late is too late for friends or fam |y nenbers
to call, and howlong is too long to talk on the phone? Phone
calls generally should not be nmade before 0700 or after 2130.

(3) Respect the privacy of others. How loud is too |oud
to talk while on the phone?

(4) Practice common courtesy with your roommate in
sharing the use of and tinme on the phone, respect quiet and
study tinme, and avoid | oud conversations. No tel ephones may be
pl aced in hallways or conmobn areas.

b. Voice Mail. Voice mail greetings shall be professional
and appropriate. A proper greeting nust provide nane, rank, and
when appropriate, title such as Conpany Commander, C ub
president, etc. The suggested exanple to followis “This is
M dshi pman First C ass Jones, Men’s Qee Cub President, please
| eave your name and nunber and | will return your call.”
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8. M suse or Abuse of the Phone System Accessing and using

t he tel ephone systemin a manner for other than its designed use
is prohibited, and is considered fraudul ent. Governnent-owned

t el ephone lines may be subject to nonitoring. Violators will be
prosecuted in accordance with Naval Acadeny regul ations, state
and federal |aws as appropriate.

a. Modification. Rearranging or tanpering with wiring
and/or jacks is prohibited. Deliberate attenpts to degrade the
performance of the tel ephone and voice mail systens can result
in |loss of phone privileges. Mdshipmen wll be financially
accountabl e for danmage or nodification that requires restoration
to the systenis original condition.

b. I nappropriate or Unacceptable Use. The USNA tel ephone
systemis never to be used for ethically questionable or
unprof essional activities such as: foul, inappropriate,
of fensive, slanderous, illegal, derogatory, harassing,
di scrimnatory, sexually explicit |anguage; or for soliciting
for comrercial ventures, ganbling, distasteful jokes; or racial,
religious, and ethnic slurs. Mking fraudul ent phone calls is
against the law and will result in |oss of phone service and
possi bl e disciplinary action. M dshipnmen may not use encryption
devices. Abusers will face disciplinary action.

c. Mdshipnmen are expected to safeguard their voice nai
access codes. Altering the voice nmail or admnistrative
settings belonging to other mdshipnen is prohibited.

9. Trouble Calls/Mintenance.

a. Mintenance service is requested using e-nmail. Wen
service is required, follow the procedures bel ow

(1) Access the Tel ecomm web site at:
http://ww. usna. edu/ Tel eConmi M dPhones.

(2) Fromthis site click on ‘Requesting Tel ephone
Servi ces’

(3) Fill out the request format the bottom of the page.
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b. An alternative is to send e-mail directly to an account
called ‘tel ephone’. The mail will be electronically delivered
to the Naval Acadeny’s Tel ecommuni cati on Manager for processing.

N. G SCHLAI CH
Deputy Conmandant

Di stribution:
CP
Comput er Servi ces



