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POLICY:
 SEQ CHAPTER \h \r 1It is the policy of NARBHA to have a consistent approach to charging organizations for the use of NARBHA’s telemedicine system (NARBHAnet). 

A. An organization that is a NARBHA Responsible Agency or that connects to NARBHAnet more than 75 hours per year and/or uses any of the Tier 2 Services listed in Internal Policy 2724 Provider Support is charged an annual per-site fee based on cost-sharing and determined each year by the NARBHA Finance Department.  These organizations are paying members of NARBHAnet through Provider Support or the Greater Arizona Telemedicine Consortium (GATC); their fee structure is governed by Internal Policy 2724 Provider Support.
B. Organizations that are not NARBHA Responsible Agencies, that connect to NARBHAnet less than 75 hours per year and that do not use any of the Tier 2 Services listed in Internal Policy 2724 Provider Support may connect to NARBHAnet on a per-use basis, as described below.
PROCEDURES: 

A. NARBHA Headquarters Room and/or Videoconferencing Endpoint Equipment Use

1. Organizations wishing to use NARBHA conference rooms must adhere to NARBHA Internal Policy 2725 Public Use of NARBHA Facilities.

Use of NARBHA’s videoconferencing equipment by outside organizations is subject to availability of rooms, network resources, and telemedicine staff, and is at the discretion of NARBHA Management.

2.  SEQ CHAPTER \h \r 1Requests for use of videoconferencing rooms are made to NARBHA’s Facility Manger/Safety Officer via NARBHA’s Facility Use Agreement (Attachment A to NARBHA Internal Policy 2725 Public Use of NARBHA Facilities).  Requests for use of videoconferencing equipment at NARBHA headquarters are submitted in writing to the NARBHA Telemedicine Staff and must include the requestor’s and technical contact’s names, telephone numbers, and email addresses, as well as a billing address.  A copy of an approved Purchase Order or letter authorizing payment from the requesting organization must be emailed or faxed to the NARBHA Telemedicine Staff prior to the connection.
3. Video room availability to outside users and usage fees at other connected video sites are at the discretion of each individual video site. An agreement on room use and fee, if any, must be arranged by the requesting agency with the outside video site prior to the connection of any requested video meeting. 
B. Videoconference Connections

1. NARBHA’s videoconferencing network is available to connect outside organizations to NARBHAnet sites and connected networks, subject to arrangements with said sites/networks and availability of network resources and telemedicine staff.
2. These connections are charged a per-use fee as described in Attachment A to this policy.
3. Organizations connecting to NARBHAnet on a per-use basis sign the NARBHA “Pay as you Go” contract, renewable annually.

4. “Pay as you Go” users are billed monthly by NARBHA.

C.  SEQ CHAPTER \h \r 1NARBHA telemedicine staff provides this policy to users prior to arranging any connection or NARBHA headquarters room/equipment use.
D.  SEQ CHAPTER \h \r 1NARBHA may choose to demonstrate or test the use of the equipment to potential purchasers of network time by setting up demonstration or test connections at no charge.  NARBHA is responsible for securing an agreement for the demonstration with any participating network sites.
E. NARBHA videoconferencing fees and documentation are waived for state and federal agencies.   SEQ CHAPTER \h \r 1At the discretion of NARBHA Management, NARBHA   videoconferencing fees and documentation may be waived for NARBHA stakeholders.  This decision is made by the Chief Information Officer and/or the Chief Financial Officer.  In the absence of these officers, the decision is made by the person in charge of NARBHA.  On occasions when NARBHA room/videoconferencing fees are waived, the requesting agencies, including state agencies, are billed for any long-distance charges and other real costs incurred by NARBHA for the videoconference.
F.  SEQ CHAPTER \h \r 1Cancellations, No-Shows, and Failed Videoconferences:
1.  SEQ CHAPTER \h \r 1Purchasers of videoconference connections notify NARBHA Telemedicine Staff via email or telephone at least 24 hours in advance if the meeting is cancelled or changed.  Failure to notify NARBHA Telemedicine Staff timely will result in the charges set out in Attachment A to this policy.
2. If a requestor schedules a NARBHA headquarters meeting room and does not cancel the request, the requestor will be charged the full meeting fee regardless of the number of attendees.
3. NARBHA reserves the right to refuse to provide conference rooms or videoconferencing services to sites with waived fees that repeatedly schedule meetings where no participants attend or that repeatedly fail to notify NARBHA Telemedicine Staff that their meeting has been cancelled.
4.  SEQ CHAPTER \h \r 1Scheduled videoconferences and uses of NARBHA headquarters rooms may be cancelled by NARBHA at any time in order to accommodate a clinical service, or for any meeting deemed urgent by NARBHA’s CEO or a NARBHAnet site CEO. (See NARBHA Internal Policy 4803 Prioritization of Use of Telemedicine System).  Conferences cancelled for such reasons will be rescheduled as soon as possible.  The meeting requestor is not charged for these cancellations.
5.  SEQ CHAPTER \h \r 1In the event a videoconference fails due to equipment or connection problems at NARBHA headquarters, the requestor is not charged for the conference and the conference will be rescheduled as soon as possible. If a videoconference fails due to issues at remote sites, NARBHA will not rebate the conference fees to the requestor.
G.  SEQ CHAPTER \h \r 1Requestors are responsible for all non-network charges, including long-distance charges and any outside bridging charges.
1.  SEQ CHAPTER \h \r 1If an off-network site dials the video call through the phone system, that site will be billed by its long-distance carrier.  Long-distance charges for video connections are generally at least six times the cost of a long-distance phone call.
2.  SEQ CHAPTER \h \r 1Based on the policies of other networks, additional charges could be incurred for connections using affiliated network sites within Arizona (e.g., Community Partnership of Southern Arizona, Arizona Council and Foundation for Human Services Providers, the University of Arizona, or Cenpatico).
3.  SEQ CHAPTER \h \r 1Connections made from NARBHAnet to non-network locations may be subject to remote sites’ bridging and/or internet connection charges, as well as remote-site room and equipment charges, in addition to the charges described in this policy.
H.  SEQ CHAPTER \h \r 1Charges:
1.  SEQ CHAPTER \h \r 1Refer to Internal Policy 2725 Public Use of NARBHA Facilities for room use charges.
2. Videoconference connection charges are set out in Attachment A to this policy.  If the requestor is also using a NARBHA headquarters conference room, videoconferencing charges are in addition to the room charges set out in Internal Policy 2725 Public Use of NARBHA Facilities.
I.  SEQ CHAPTER \h \r 1Additional Charges:
1.  SEQ CHAPTER \h \r 1The charge for recording a videoconference is $20.00 per DVD. Requestor is solely responsible for informing all videoconference participants that the meeting is being recorded. 
2.  SEQ CHAPTER \h \r 1Peripheral equipment (document camera, computer, VCR, DVD Player/Recorder, wireless mouse, projector, etc.) is available upon request at no additional charge.  Requestor is responsible for specifying his/her needs when requesting a conference.
3.  SEQ CHAPTER \h \r 1Faxing, copying, distribution of agendas or other meeting materials, refreshments, beverages, communications with meeting participants, or any other incidentals are NOT included as services associated with the purchase of network time and are the responsibility of the requestor.  
 SEQ CHAPTER \h \r 1
MONITORING

NARBHA staff forward requests from outside organizations to use NARBHA conference rooms to the NARBHA Facility Manager/Safety Officer.  NARBHA Telemedicine Staff forward requests from outside organizations to use NARBHA videoconferencing equipment to the Director of Telemedicine.  The Director of Telemedicine ensures videoconference requestors have a copy of this policy and have provided a purchase order or letter of intent to pay for the requested meeting(s).  NARBHA Telemedicine Staff forward billing information for each requestor to the NARBHA Finance Department.

The Director of Telemedicine oversees Pay As You Go contracts and reviews Pay As You Go charges, which are logged by NARBHA Telemedicine Staff and forwarded to the NARBHA Finance Department for billing.

 SEQ CHAPTER \h \r 1The Chief Information Officer and/or Chief Financial Officer review and approve requests from organizations for a waiver of fees for use of NARBHA’s videoconferencing equipment.
ATTACHMENTS:


Attachment A:

Fee-For-Service Videoconferencing through NARBHA



APPROVED:










10/14/11






Mick Pattinson, Ph.D.

DATE






Chief Executive Officer
S:\Internal Manual\4000-Management of Information\4800-Telemedicine\4801 Purchase of Videoconference Network Time 101411.doc

NARBHA




    Page 
 of 4



October 14, 2011

Internal Policy and Procedures Manual

Chapter 4800

Policy    4801 Purchase of Videoconferencing Network Time


