4J‘s TELEPHONE NUMBER CONVERSION 

 PROJECT SUMMARY

This summer we will be changing every telephone number in the District.
We have been assigned a new prefix of 790 – we will no longer use any 687 or 334 numbers.   In addition to the prefix change, we will also be changing the majority of the last 4 digits of our current phone numbers.
WHY?
- New technology requires sequential numbering per site. This change will bring us a step closer to being able to send phone calls over the same fiber that serves our computers. This will eventually save the District more than $80,000 per year in telephone costs.
- The project has been in the planning stages for several years but we are now running out of usable numbers. With a new area code coming this year, we wanted to keep the 541 area code. Delaying the project could have resulted in the use of 2 area codes within the District (different area code for the new person at the desk next to you!)
- The PUC announced this week that the new area code (458) will be activated shortly.  4J will keep our 4 digit dialing capabilities within the district, however all phones in 541 area will need to dial 10 digits for all local calls. This change will begin on July 12th, with 10- digit dialing mandatory on January 10, 2010

- Most of our phone systems were manufactured in 1982.  We are at the point that it is difficult to predict how long we can continue to keep them functioning.  However, we do know that we cannot upgrade those systems to something more cost effective, without this step.
When we are able to obtain funding to upgrade these older  telephone systems, we will be ready to take advantage of this technology and the cost savings.
SUPPORT CHANGE

- On Feb 9th Cathy Trimble began working full time on telephone services for the duration of this project.  She will now be handling telephone repairs, moves & changes, as well as assistance on voice mail and cell phones for all buildings. Our priorities will be out of service& repair requests, followed by moves, additions and changes.  Only Cathy and I will be working on this project and due to the project size and complexity, it may take longer to complete your requests; so please plan ahead.  This will be especially important during the back to school time when demands increase dramatically.
DEX DIRECTORY LISTINGS

Emails will be sent to each school in early March asking you to review your current directory listings.  All departments and schools need to email Cathy with a confirmation of accuracy or information on changes to your listings.  Because assignments of the new numbers will not yet be completed, we will be responsible for changing the numbers for the listings you request, to the new numbers to be published in the new DEX directories.
No directory listing changes will be possible after April 30th
AUDITS This only applies to:

Churchill, North, South, Sheldon, Cal Young, Chavez, Holt, Madison, Ed Center, Facilities, Transportation and Grounds
In late March or early April, we plan to email each building and department in the above locations, a spreadsheet listing all your current 334 & 687 numbers.  We need you to verify the accuracy of this information, telephone numbers as well as location (i.e.: Room #) and/or user.  Please return the spreadsheet, highlighting any corrections to Judi. We will need your response within10 business days.  Your returned spreadsheet will be what we use for new number assignments.  The location information for each phone must be accurate or we will be unable to test the phones. Phones that cannot be located or numbers missing from the list may not have dial tone after conversion.  Please expect delays in restoring service to any numbers omitted from your audit
WHEN & HOW WILL THIS HAPPEN 
STEP 1:   NUMBER CONVERSION AT THE ED CENTER & FACILITIES

-We expect to start in May, conversion will be done on a Department basis, new numbers will be provided within the District and to the general public as soon as possible.
-During conversion phones may be without service for up to 4 hrs (Critical phone numbers, like main dept. numbers should be working within the first ½ hour).

STEP 2:  NUMBER CONVERSIONS AT OTHER BUILDINGS

- We will convert the numbers on a regional basis, starting with the South or Sheldon regions, followed by Churchill, finishing with North (due to high 4XXX number re-use).

- I will email schedules and new number assignments to each building as they become available.  We will start the changes about June 22nd and hope to finish all by Sept 1st.  

- For buildings with the older systems, we will test all numbers but not individual phones.

All telephone features, as well as roll-over (hunting) lines, pooled lines, caller ID blocking and long distance services/codes will not change.

-We will leave a notice at a front office phone including a list of old & new numbers.
- Telephone intercom (3 digit numbers) will remain the same

For 1 year Qwest will provide callers with the new number. 
NO REFERENCE will be available for calls dialed within district via 4 digits

Remind your staff!!!  Avoid wrong number calls within District as many numbers will be reassigned to other buildings

VOICE MAIL – numbers for main numbers, Special Events and Attendance will change, however staff will not need to re-record greetings or security codes. However the MAILBOX NUMBER WILL CHANGE.  If your building office has changed your normal greeting to reflect the summer closures, dates for the start of school, registration etc , we will reset the forwarding.  Otherwise, if your standard greeting is in effect, your staff will need to set up forwarding when they return to work.  Instructions will be sent to all designated project coordinators (usually head secretaries) with reminders and directions for recording summer greetings, and call forwarding information
WHAT DO YOU NEED TO DO?

Email Judi with contact information for a person in your building/department who will assist with this project.  Time requirements should be minimal and will consist of:
- answering questions about your site that may come up during this project
- share the information I send (usually via email) with building staff
-Specific sites mentioned under “Audit” need to update and return telephone audit; and may need to assist in locating phones in your building for testing purposes.    
PRINTED MATERIALS:

-ORDER ONLY WHAT YOU NEED FOR THE CURRENT SCHOOL YEAR.  
- IF YOU CANNOT DELAY ORDERING PRINTED MATERIALS FOR THE NEXT SCHOOL YEAR, you have two choices: 
- Do not include phone numbers; add them via stickers or within materials that can be prepared and included in mailings after the numbers are changed.
- Use your current phone numbers if you see no other option.  Callers will hear the reference of calls providing them with the new number. CAUTION: The new number announcement will only be available for 1 year - depending on when your building numbers change, that time frame could begin as early as May 1st.

NOTE: You should include your area code on ALL printed materials; callers will need to dial that by January 2010.
- Try to plan ahead for possible phone changes you may require. We will be unable to accept orders for additions, changes or moves after APRIL 15th.  
We also expect delays for completion of requests in September.

- Return the DEX directory listings changes or confirmation of the accuracy of current listings to Cathy Trimble ASAP - no later than 4/30th.  

This will be your responsibility.  We may not have time to follow up with you, if you fail to return the requested information we will assume the current listings are not changing.

- Please let me know ASAP if you have any summer school programs that will be operating between 6/17th and Sept 1st

- Please keep me informed if you are even thinking of moving or eliminating programs that have direct telephone numbers within your building

-  You’ll receive your new numbers just before installation, please try not to give them out until they are in and working!!!  

-  Please share this project information with all staff members.  Don’t forget those who are working in your building in special programs such as Smart Start, nurses, etc, and those who do some work in your building, but report to other District departments.

- CIS will print the internal Blue Book – hopefully by Sept 1st.   

- Notify publications, in advance, that include your telephone number so they are aware of the upcoming changes.

- When you have your new numbers, contact people who call you frequently both for business and personal (doctors, babysitters, family members etc). 
- If you feel a number may need a reference of calls for more than one year, please notify me ASAP.   Each request will be reviewed to see if accommodations can be made

- Please do not hesitate to call me, Judi Noel x3713 or email (noel@4j.lane.edu) if you have any questions, concerns or suggestions.  Cathy Trimble can be reached at x3939,
(trimble@4j.lane.edu)

-  Please be patient!  With a project of this size, we are pretty sure there will be some mistakes
“Change is the law of life, those who look only to the past or present are sure to miss the future”

Thank you

Judi Noel

Eugene 4J School District

Telecom Manager
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