Sabbaticals and Faculty Early Retirement Program (FERP): 
Telephone Options

When faculty go on sabbatical or opt for early retirement (FERP), there are numerous options when it comes to their telephone. Much of this will depend on what the faculty member wants or what your department wants. Other variables are the length of the sabbatical and the need for space for other faculty. Although these options are listed under Sabbaticals or FERP, you may use any of them for any situation that you may encounter.
Options for Sabbaticals
Option #1: (Can be Sabbatical or FERP) Full-time faculty member retains their phone extension; while they are not teaching part-time faculty members use the phone extension with shared mailboxes.
Example: Marianne Dashwood is a full-time faculty. She is going on sabbatical for the fall semester. During the fall semester, three part-time faculty members will be using her office and phone. While she is away, she can check her voicemail the same way she has always checked it. When she returns to the office in spring, she re-records her greeting.

Benefits: The faculty member does not lose their extension. If they want, they can check their messages from anywhere. The method and passwords that they use to check their voicemail from off-campus is not different. If they don’t want to check messages, that option is available (the greeting should indicate that the caller can call the department office with any messages for the full-time faculty). When they return to the office, they only need to re-record their greeting. 

Costs: No charges for this request. Requires an email to add the part-time faculty to the extension (IT Request Form is necessary if the part-time faculty are brand new). Main greeting needs to be re-recorded to indicate not only how to reach the individual part-time faculty but also whether or not messages should be left for the full-time faculty on that extension. When the full-time faculty returns, the part-time faculty will need to be re-assigned. The DITC can fill out a Phone Request with the full-time faculty’s name and indicate in the brief description that all shared mailboxes should be removed. Or send an email to assign the part-time faculty to another extension (they will be removed from the full-time faculty’s extension in order to place them on their new extension). The main greeting will again need to be recorded with just the full-time faculty’s information.
Works Best For: Faculty who will be on a short sabbatical or faculty who FERP. May be annoying for faculty who want to check only messages for them; they may end up hearing a few messages for the part-time faculty using their extension.

Option #2: Full-time faculty is given a shared mailbox on their phone extension and part-time faculty also use shared mailboxes on the same extension.
Example: Max DeWinter is a full-time faculty. He is going on sabbatical for a year and will be out of state for most of the sabbatical. He does not want to be bothered with messages that are not specifically his. He and four part-time faculty who will be using his office are given shared mailboxes on his extension. The main greeting indicates that to leave him a message, callers should press 2#. So when Max calls in for his messages, he only gets messages intended for him. When he returns to the office, he forwards any messages that he wants to save from his extension mailbox to his main voicemail box. Then he re-records his greeting and the extension mailboxes are removed.
Benefits: Eliminates the problem of the full-time faculty hearing messages that are not for them (see option #1). They can call in from anywhere for their messages. 
Costs: No charges for this option. However, the full-time faculty will need to move any messages they wish to save from their shared mailbox to the main mailbox when they return to the office. And they will need to re-record their greeting. An email will be needed to create the shared mailboxes for the full-time faculty and the part-time faculty. When the full-time faculty returns, the part-time faculty will need to be re-assigned. The DITC can fill out a Phone Request with the full-time faculty’s name and indicate in the brief description that all shared mailboxes should be removed and the full-time faculty should be moved back to the main mailbox. Remember that you only want to put through that request when the full-time faculty has had a chance to save any messages that are on their shared mailbox.
Works best for: Faculty who want to check their messages but do not want to hassle with any stray messages that may be for the part-time faculty using their office (see option #1). Not a good option for faculty who are not going to check messages.

Option #3: Make full-time faculty’s extension a voicemail only. Add new extension to the physical phone.

Example: Peter Walsh is a full-time faculty who will be going on a two year sabbatical to England. While he is away, he does not want to check messages on campus. He has been teaching for many years now at the same phone extension, so he does not want part-time faculty using his phone number. His phone extension is changed to just a voicemail box. No messages can be left at the voicemail, but the greeting mentions his sabbatical and that messages can be left with the department office. A new extension has been assigned to his phone and part-time faculty will be using his office and that phone number while Peter is away. When Peter returns, his extension will be placed back in his office, his voicemail will be changed to allow messages to be left, and he will re-record his greeting. The new extension used for part-time faculty will either be returned to Telephone Services or placed on another phone.
Benefits: The faculty who is going on sabbatical can retrieve messages from anywhere or choose not to. When the faculty comes back from sabbatical, he/she will still have the same extension. Not as confusing for people who call the extension expecting to find the full-time faculty (sometimes it’s confusing if there are part-timers sharing the extension). Even if the professor opts to not pick up messages, a message can still be left on the voicemail indicating how long the professor is on sabbatical and how to contact the department office. There is less burden on department office to explain about the sabbatical.
Costs: No charge to change the extension to voicemail only. $75 to add a new extension to the physical phone for part-time faculty (or other faculty) use. Once the full-time faculty returns, you are left with an extension (the new one you created for part-timers) without a phone. You would then need to purchase a new physical phone for $100 to house that extension. A very costly option. Requires a Phone Request to change the extension to voicemail only (specify if the voicemail should be able to receive messages or not). Another Phone Request is needed for the new extension to be placed on the physical phone. When the faculty returns, a Phone Request will be needed to place the extension back on the phone.
Works Best For: Full-time faculty that will be on sabbatical for a long time but definitely will return to the same extension when they return. Also good for those who do want to check messages but don’t want anyone using their extension while they are away. 
Options for FERP Faculty

Option #1: FERP faculty shares phone extension with another FERP faculty who teaches the opposite semester. 
Example: Eliza Bennett is a FERP faculty who will be teaching in the fall semester. Bill Darcy is a FERP faculty who will be teaching in the spring semester. The two share a single extension, but have opted to have separate mailboxes (shared mailboxes) on their extension. Both are able to check messages during their off semesters if they choose. However, Eliza finds that she doesn’t have the time to check messages during the spring. So she changes her personal message to indicate that she is off for the spring and messages will not be returned until the fall. While Eliza is using the office, the display name on the phone is hers. While Bill is using the office, the display name on the phone is his.
Benefits: Frees office space for part-time faculty use. FERP faculty still enjoy their own office during the semester they teach. Can use shared mailboxes to make sure that messages for the two professors are not confused. If desired, the display name on the phone can be switched to the current occupant each semester. 

Costs: May involve charges if a phone needs to be moved; no charges if just changing names or shared mailboxes. At least one FERP faculty will have to relinquish their phone extension in order to share a single extension with another FERP faculty. Requires an email if the faculty wish to have separate voicemail boxes on the extension they are sharing. If not doing shared mailboxes, requires a Phone Request for the FERP faculty who is going to be moving to another extension. In the above example, if Eliza is moving to Bill’s phone the Phone Request should be in her name. If both faculty will be moving to a new extension, submit a Phone Request for each. 

Works Best For: FERP faculty who don’t want to share an office when they are teaching but are OK with someone else using their office when they are not teaching. They should also be OK with not retaining their current extension. Not really a good choice for faculty who go on sabbatical.
Option #2: Two FERP faculty share an office and a phone, but have separate extensions on the same phone.
Example: Edna Pontellier is a FERP faculty who teaches in spring and Robert Lebrun is a FERP faculty who teaches in fall. They share an office, but have separate extensions on the same phone. During the spring, Edna forwards Robert’s extension to voicemail so it does not disturb her. Robert forwards Edna’s extension to voicemail in the fall. One spring, Robert taught a class and the two shared the office during the same semester. When the phone rang, Edna would look to see which extension was ringing before answering to make sure it was a call for her. Robert would do the same.
Benefits: The FERP faculty don’t lose their phone extensions, but the department gains a physical phone and office space. If the faculty teach during opposite semesters, one phone extension can be forwarded to voicemail so it does not ring during the alternate faculty’s semester. If the faculty teach during the same semester, the phone will ring for both extensions; however, the faculty can look over at the phone and quickly tell whom the call is for.
Costs: Estimated cost would be $35 to move Edna’s extension to Robert’s phone. If you wanted to add a new extension to Edna’s old phone, that would cost $75. Requires a Phone Request for Edna to move her phone. Would also require a Phone Request for a new extension on Edna’s old phone. 

Works Best For: FERP faculty who are very attached to their phone numbers (or highly associated with them), but need to share an office. Ideal situation has the two FERP faculty teaching alternate semesters, but it also works if they need to share the office during the same semester. The one problem is that if they both teach in Fall, you have a phone that is not being used at all during Spring and Summer.
Option #3: Have all the FERP faculty share an extension with shared mailboxes.
Example: Eliza Bennett, Bill Darcy, Edna Pontellier, and Robert Lebrun all share a single phone with separate voicemail boxes (shared mailboxes). The voicemail greeting mentions all of them during the year even though at various times they may not be teaching. During the semesters when they do not teach, the faculty change their personal greetings to indicate their absence. 
Benefits: No cost to department; minimal maintenance. Even if a FERP faculty is not teaching during the current semester, they could still retain the extension mailbox for messages. Frees up offices and extensions for the department to use for other faculty/staff.
Costs: No charges for this option. FERP faculty will have to give up their extension. Requires an email indicating the extension the FERP faculty will use and the names of the FERP faculty. Will require Phone Requests to change the display name of the extensions that the FERP faculty vacate. You may run into issues if the FERP faculty need to use the office space at the same time during a semester.
Works Best For: FERP faculty who are not attached to their phone extensions and don’t mind sharing a phone/office with other FERP faculty. Best for flexible faculty.
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