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	 YOU SHOULD ENSURE THAT: -
· You read, understand and, where appropriate, act on this information

· All people in your workplace who need to know see this procedure

· This document is properly filed in a place to which all staff members in your workplace have access


PURPOSE
The objective of the procedure is to inform staff of the policies and processes that should be adhered to regarding procurement of telecommunications (including fixed and mobile communications) & IT equipment.

SCOPE
The procedure provides instruction and direction for all staff and their line managers who are involved with the procurement, maintenance and enhancement of all telecommunications & IT equipment within the Social Services Department. 


Equipment used by clients for education or Internet purposes are specifically excluded from this procedure.

POLICY

The Information Services section is responsible for overall co-ordination and management of equipment provision and their associated contracts.

Purchases must accord with the corporate and departmental standards, contracting arrangements and standing orders.

All procurement of IT and telecoms equipment for business use in Social Services, must be processed through the Information Services section.

REFERENCES TO LEGAL, CENTRAL GOVERNMENT AND OTHER EXTERNAL DOCUMENTS

None

HAMPSHIRE COUNTY COUNCIL AND SOCIAL SERVICES DEPARTMENT REFERENCES
Hampshire County Council Financial Regulations – Standing Orders on Contracts

Social Services, Information Services Section – Service Level Agreement; April 2003

DEFINITIONS
None

ROLES
The Equipment Team’s IT Consultant will: -

· Monitor and review this procedure 
· Promote awareness of the department’s IT & Telecoms equipment policy

· Publish this procedure using IS Section Hantsnet and Hantsnet2000 indexes


Members of the Equipment Team will: -

· Acknowledge electronic request forms submitted by AISOs

· Assist AISOs in the requirements analysis of enquiries received

· Seek, compile and provide costings for recommended solutions

· Co-ordinate provision of ICT goods/services as specified in this procedure

· Provide advise on appropriate use of this procedure



The Area IS Officer will: -

· Provide a single point of contact for all ICT enquiries/requirements arising in their support area

· Liaise with the Equipment Team to provide costed proposals and installation of solutions where appropriate.

· Provide advise on appropriate use of this procedure

AUTHORITY TO VARY THE PROCEDURE

County Manager, Information Services 
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1. INTRODUCTION

1.1 The Information Services Section has responsibility for the IT equipment and fixed and mobile telecommunications used by the Social Services Department.  It provides an advice and procurement service and monitors support and maintenance contracts used by the department.

2. FINANCING EQUIPMENT REQUESTS

2.1 Most IT equipment and networks are leased and so incur an annual charge.  

2.2 The County Council’s IT Services department is the main supplier of IT and Telecommunications solutions to Social Services and charges the Information Services section for all such services provided to the Social Services Department. 

2.3 Central budgets for IT & Telecoms services have no allowance for general growth.  Specific projects within the core IT development programme may include funds for additional IT networks and equipment.  Therefore for required growth not covered by the core programme, County Managers of services will need to identify funding for the additional IT services e.g. for additional staff, new service unit or office relocation.

2.4 Procurement of all voice and data services is co-ordinated by members of the Information Services Section who will also ensure that, where appropriate, the budget-holder’s funds are transferred into the department’s central budgets to cover any additional annual charges incurred.

2.5 There is a limited IT Capital budget with which the County Manager, Information Services will aim to fund essential repairs and cabling work where necessary and justified, and where not funded as part of a new post or project.  Funding for any additional running costs incurred by the department will need to be found by the requester.

3. IT EQUIPMENT POLICY

3.1 All IT equipment for Social Services business use must be procured via the Information Services section.  The Information Services section can assist with analysing a user’s requirements and the costing of solutions. 

3.2 The Information Services section holds the Department’s IT budget.  The budget holds funds for existing IT equipment services in use by the Department and has no allowance for general growth.  Therefore any additional annual commitments incurred by requests require appropriate funding to be permanently vired into the central IT budget.

3.3 If funding is available and the request is in accord with the IT strategy, the Information Services section will arrange procurement and installation of equipment required and subsequent support and hardware maintenance.

3.4 The Information Services section is responsible for ensuring that the central equipment inventory is kept accurate at all times. 

4. TELEPHONE SYSTEMS POLICY

4.1 The Information Services section holds the Social Services Telecoms budget.  The budget holds funds for existing telecom services in use by the department and has no allowance for general growth.  Therefore any additional annual commitments incurred by requests require appropriate funding to be permanently vired into the central Telecoms budget e.g. for additional staff, a new service unit or office relocation

4.2 Most Social Services sites with an HPSN connection for IT2000, make use of the modern digital telephone exchange facilities within the HPSN contract, and therefore benefit from free internal calls to other sites on the same network with local-rate calls to all other Hampshire numbers.  Some HPSN sites already had modern telephone exchange facilities available (i.e. NHS bases – particularly hospital) and so it is normal practice to make use of these instead.

4.3 The Social Services Information Services section, only manage telephony services provided by the HPSN contract.  Local arrangements are made between team/service managers and “host agencies” where Social Services staff are using telephony services provided by partner agencies.

4.4 At least one person has been nominated to provide a Telephone Manager role at each HPSN Voice site.  That person acts as the focal point for any telecoms issues (faults, or planned work) and will be trained in the appropriate problem reporting procedures.

4.5 All Social Services employees are responsible for ensuring that they declare any private calls made on business telephone systems using the standard yellow forms available from Office Services.  These same forms allow for declaration of private photocopying charges. 

4.6 Details of charging rates to be used for private calls can be found on the Social Services pages of Hantsnet2000 at : http://hantsnet2000.hants.gov.uk/TC/ssnews/0306callrates.html
4.7 Managers are expected to set-up processes for the regular collection of money covering these private calls.  Collections can be submitted to local Finance teams.  Income must be credited to the central budget GL H3612 SIO 6765.

5. MOBILE TELEPHONE POLICY

5.1 Mobile telephones should only be allocated where the departmental allocation criteria (Appendix A), approved by DMT, are met and the budget holder has confirmed adequate budgetary provision for rental and call charges.

5.2 The HPSN contract’s provision for mobile telephone supply should be used for all new purchases of these services unless the network coverage is clearly inadequate in the respective geographical area.  No other contracts should be purchased without the prior approval of the Information Services Section.

5.3 One element of the new managed voice and data network is called “MobEx” and it will allow mobile phones bought on the corporate contract with O2 to be used as internal handsets and therefore call costs are substantially reduced.

5.4 Existing mobile telephone contracts, whether they were on the corporate T-Mobile agreement or otherwise, should be terminated on renewal or minimum contract expiry date and replaced with O2/Mobex handsets using the procedure described in paragraph 7.

5.5 All Social Services employees are responsible for ensuring that they declare any private calls made on business mobile telephones using the standard yellow forms available from Office Services.  These same forms allow for declaration of private photocopying charges.

5.6 Details of charging rates to be used for private calls can be found on the Social Services pages of Hantsnet2000 at : http://hantsnet2000.hants.gov.uk/TC/ssnews/0306callrates.html
5.7 Managers are expected to setup processes for the regular collection of money covering these private calls.  Collections can be submitted to local Finance teams.  Income must be credited to the central budget GL H3612 SIO 6766.

5.8 Itemised billing information is only available where excessive usage or abuse is suspected.  Managers may approach AISOs for this information but unfortunately it cannot be regularly supplied.

6. PAGER POLICY

6.1 Unlike mobile phones, no corporate contract for the supply of pagers is available due to lack of demand.

6.2 Where a requirement for a pager arises, the procedure found in paragraph 7 must be followed.

7. ENQUIRY & PROCUREMENT PROCEDURE 

7.1 Requirements Analysis/Costing

7.1.1 The procedure to obtain advice or costing of IT Equipment is as follows: -

· Requests or enquiries regarding IT equipment should be directed to the Area IS Officers (AISO) in the first instance. 

· The AISO investigates the user’s requirements in more detail and discusses initial options with the requester.  In some standard situations, the approx. cost will already be known and the user may indicate they want to go ahead on that basis. 

· If it’s decided to proceed, and/or more guidance is needed, the AISO completes an electronic form (ENQ) for submission to the Equipment Team in Information Services.  It must include an indication of the business need and justification.

· The enquiry will be assigned to an ICT Equipment Officer and given an IS Reference Number (ISRN) which is then notified to the AISO.

· Further requirements analysis is carried out by the ICT Equipment Officer and solutions proposed.  This may involve obtaining advice and costing from suppliers.  This is then fed back to the AISO.

· The AISO presents the solution and costs to the initial requester so that they can assess whether it would be beneficial to progress the proposal further.  

7.2 Funding Approval Process

7.2.1 If the requester believes that the proposal is justified and should proceed and the costs exceed £100pa, the following procedure is then followed: -

· The ICT Equipment Officer will raise a new Recharge Form that will be used to authorise the transfer of funding before orders for goods or services are placed.  This form will be sent to the requester and copied to the AISO.

· The requester updates the Recharge Form with an appropriate Cost Centre and GL code, dates it and forwards it via email to the County Manager.

· The County Manager would authorise the funding or delegate the request to an appropriate budget manager in their team for authorisation.  The authoriser would update the form with their authorisation and forward the form via email to their Finance Officer.

· The Finance Officer will then set-up the permanent virement, to the nearest £100, to Cost Centre H3608 GL Code 5936 and record the virement reference number and date on the Recharge Form and forward it via email to the Information Services Finance Officer who would confirm the transaction and forward the form to the appropriate ICT Equipment Officer.

· On receipt of the email containing the form with a confirmed virement number, the ICT Equipment Officer would raise the appropriate the purchase orders on suppliers.

7.3 Ordering Process

7.3.1 If the requester believes that the proposal is justified and should proceed and the costs do not exceed £100pa, or in cases where specific funding arrangements have been agreed with the Assistant Director (Resources), the recharge procedure does not apply and the following procedure should instead be followed: -

· Provided it’s clear that the requirement is an essential business need, the ICT Equipment Officer will raise the appropriate purchase orders on suppliers against funds held by the Information Services section.

· Funds available to the Information Services section to absorb these minor costs are not unlimited and will be tracked through regular budget monitoring meetings. The County Manager (Information Services) reserves the right to request that the procedure in paragraph 7.2 is applied to specific requests, should he decide it is appropriate to do so.

7.4 Installation/Delivery

· When deliveries are completed or work is carried out at the site, the requester is expected to inform their AISO quoting the appropriate IS Reference Number.

· When all work is complete, the ICT Equipment Officer ensures that the work is signed-off by the requester and that supplier invoices are paid.  The details of the work are passed to the Equipment Team’s IT Technician to ensure that the central equipment inventory systems are updated appropriately.

7.5 Billing

7.5.1 The purchase orders are originally raised against the Information Services trading account budget.  To ensure that finance is transferred to the Information Services trading account, purchase orders will only be raised on receipt of a completed Recharge Form that quotes the official virement number.

7.5.2 Virements are only possible in multiples of £100.  Therefore, if a proposal was justified and incurred less annual commitment than £100, then the Information Services section are likely to absorb the additional costs.  Otherwise, funding will be required from the sector initiating the enquiry.

7.6 Leadtimes/Timescales

7.6.1 The typical timescale for provision of additional standard equipment such as terminals and printers to an existing site, is approx. 6 weeks from the time the ICT Equipment Officer is able to raise orders on suppliers. Complex requirements will take longer. Details are available in the documented Information Services Section – Service Level Agreement.

8. PERFORMANCE STANDARDS ASSOCIATED WITH THIS PROCEDURE

8.1 The Equipment Team’s IT Consultant will aim to: -

8.1.1 Seek feedback from customers through bi-monthly Area IS Officer meetings.

8.1.2 Review this procedure as corporate procurement processes for IT equipment & telecoms services are reviewed.

8.1.3 Monitor and publish performance against the IS Section’s procurement SLA and HPSN SLA when they are finalised. Specific targets cover: -

· Time to submit an ENQ form after initial indication of an enquiry

· Time to provide an initial response by Equipment Team on receipt of an ENQ form

· Time to provide a formal solution/costing as requested

· Time to provide the agreed solution once funding approval is received

                                                                                                         APPENDIX A

GUIDELINE ALLOCATION CRITERIA FOR MOBILE TELEPHONES AND PAGERS
The following criteria are intended to provide a checklist to assist in assessing the justification for mobile phones and pagers.  The essential test is whether:

Operational efficiency will be improved, e.g., home carers or other remote staff will save time by, for example, avoiding wasted journeys, thereby justifying the cost.

It is essential to carry out operational tasks, e.g., EDS, including reducing risks to lone workers.

However, mobile telephones must not be seen as an alternative to risk assessment.  There is the danger that they can give a false sense of security, as they can have transmission restrictions in certain areas/buildings and rely on regular/frequent battery maintenance.  An alarm may be more effective and reliable.

Pools - consideration must always be given to whether the need can be more cost effectively met from provision of a pool of mobiles for specific staff groups.

MOBILE PHONES
Staff who frequently visit locations where there is no ready access to a phone and who may need to summon urgent assistance, e.g., EDS, some home carers.

Staff who are frequently out of the office and are required to be on call for urgent advice or decision making, or to respond to service requests AND immediate response is usually required AND ready access to a fixed phone cannot be guaranteed, e.g., EDW, approved social workers (if routinely on call).

Staff working alone/in rural locations in risk situations.

Staff working unsociable hours in isolated areas, on Department business.

Drivers of vehicles transporting clients, who may need to summon urgent assistance (people with disabilities, disruptive children etc). 
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