Voice Mailboxes

A voice mailbox is designed to provide students and college employees with a reliable means to contact you. (If you opt not to request a voice mailbox, the LMC switchboard operator will continue to take messages from your students and place them in your regular mailbox in Central Services.)

Once you are assigned a voice mailbox, you will receive instructions on the use and maintenance of the mailbox. You will continue to be assigned to the voice mailbox as long as you have an assignment at LMC. If there is a break in your assignment for a semester, the voice mailbox will be deleted until you return. The Office of Instruction will notify you that your voice mailbox is scheduled for deletion so that you can retrieve all stored messages.

Each voice mailbox has limited storage, as does the entire college system. Therefore, it is crucial that you regularly listen to, and erase, your messages. Any messages stored for two weeks will be automatically deleted. Also, if the switchboard operator finds that your mailbox is full and will accept no new messages, she will take a written message for you and will request that the Office of Instruction contact you regarding the need to retrieve and erase the voice mail messages. If the switchboard operator finds a second instance when the voice mailbox is full, the college will delete the voice mailbox.

___YES, I would like a voice mailbox assigned to me while I am working at LMC. I will abide by the instructions for the use of the voice mailbox.

___I already have a voice mailbox ext.______, please keep it for this semester.

___NO, I do not need a voice mailbox.

Printed name

Signature 




Date

Department

Return to Office of Instruction.

