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1. PREAMBLE AND PURPOSE OF POLICY

DR AB Xuma Local Municipality is committed to facilitate the achievement of its
objectives enable communication staff communication among themselves, with
the municipality’s clients, stakeholders, suppliers and service providers. The
Municipality therefore commits itself to providing the staff with necessary
communication “tools of trade” to enable them to deliver on their Key
Performance Areas as confracted. The purpose of this integrated telephone and
cellular telephone policy shall therefore be to:

To facilitate communication among staff;

To ensure effective and efficient use of municipal telephones;

To curb the abuse of Municipality's telephones;

To reduce telephone costs; and

To prevent the use of municipal telephones by unauthorized persons.

©Q00 00

Additional to the land lines provided for each designated office, DR AB Xuma Local
Municipality may also establish and administer a scheme for making Cellular
Telephones available to the municipality’s qualifying staff.

2. APPLICATION OF THE POLICY

While the land line part of this policy shall apply to all Councilors and employees
of the Council, regardless of their designation, it is the prerogative of Council to
designate certain levels and positions which may benefit from the Cellular
Telephone Scheme. Among the criteria used as a basis for the aforementioned
designation shall be the level of seniority within the municipal hierarchy due to the
concomitant level of responsibility. Some positions may aiso be idenfified due to
the nature of the work entailed in the positions. Pool cellular telephones may also
be sourced and administered by departments on a rotational basis for employees
on standby. These pool cellular telephones shall resort under the direct monitoring
of the relevant Section 56 Manager.

3. LAND LINE TELEPHONE PROVISION AND USAGE

3.1 DEFINITIONS

For the purpose of this policy:

“Council” shall mean the Council of DR AB Xuma Local Municipality, any

committee or person to which or to whom an instruction has been given or any
power that has been delegated or sub-delegated in terms of or as contemplated
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in section 59 of the Local Government: Municipal Systems Act, of 2000.

"Municipal Manager" means the person appointed by the Municipal Council as
the head of administration and also the Accounting Officer for the municipality in
terms of Section 82 of the Local Government Municipal Structures Act, 1998 (Act
No. 117 of 1998) and includes any person:

a. acting in such position; and
b. to whom the Municipal Manager has delegated a power, function or
duty in respect of such a delegated power, function or duty.

3.2PROVISION OF TELEPHONE SERVICE

a.

It shall be the responsibility of Council to provide all municipal offices or a
combination of municipal offices with a satisfactory and reliable telephone
service;

The Council may centradlize its telephone operating system and install one
or more switchboards through which all outgoing and incoming calls shall
be routed and monitored;

The municipal switchboard shall be housed in a safe and secure
environment and the switchboard instrument as well as the office in which
the switchboard is housed shall be provided with a lockable device or
devices, the keys of which shall be in the possession of the Switchboard
Operator/Receptionist appointed by the Council;

It shall be the responsibility of the Switchboard Operator/Receptionist to
ensure that no unauthorized persons gain access to the switchboard
operating room; and

Exceptin the case of emergency and approved after-hours lines, all
telephone connections to municipal offices shall be barred from use at the
close of each working day and over weekends.

3.3TELEPHONE USAGE CONTROL MEASURES

a.

b.

All incoming and outgoing telephone calls shall be directed and monitored
through the municipal switchboard;

Where an employee/Councilor has a direct dialing facility, that Councilor
or employee may be required to maintain a telephone log book and
submit it to the IT Technician at the end of each month;
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c. The IT Technician will be required to make a detailed list of all calls made by
either officials or Councilors which will be made available for monitoring
and separating private from official calls. He/she may approach the
telephone service provider and ask for a detailed monthly telephone
statement/bill;

d. It shall be at the discretion of Council to provide an electronic device for
the monitoring of all outgoing telephone calls;

e. The Management shall determine the monthly allocation of funds on
telephone which will be soft locked once the limit is reached. The monthly
limits will be allocated based on the demand of telephone usage for that
particular post

f. All private calls exceeding the amount approved by Council per staff
member shall be for the account of the staff member concerned;

g. The Chief Financial Officer shall, on the basis of official telephone charges,
calculate the respective amount due by a Councilor or a staff member for
private calls and provide such Councilor or staff member with a detailed
statement of the private calls made and the total VAT-inclusive cost
thereof;

h. The Councilor or staff member concerned shall be obliged to pay the
account rendered within by the end of the month on which the statement
was generated and handed over to him/her;

i. Inthe event of the Councilor or staff member not paying the account
referred to in paragraph (j) above, the Chief Financial Officer shall be
entitled to hand the unpaid account to Payroll for immediate deduction
from the next monthly allowance/salary due to the Councilor or staff
member concerned;

j. Councilors and staff members shall only be entitled to make international
calls with the specific approval of the Municipal Manager; and

k. No Councilor or staff member shall make a call on behalf of or allow any
unauthorized person to make a private telephone call from either a private
telephone line or from the municipal switchboard.

3.4BARRING OF TELEPHONES

The Council shall at its discretion, determine what Councilors or staff
members with direct dialing facilities shall be allowed to make international,
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national, provincial, local and cellular calls only. Telephone lines shall be
suitably barred on the basis of this classification.

3.5AVAIBILITY OF THIS POLICY

a. Every Councilor or staff member, upon being elected to serve on the
Council or assuming appointment in the service of the Council, shall be
supplied with a copy of:this policy and shall acknowledge receipt thereof
by signing an acknowledgement form thereof. The signed
acknowledgement shall be filed in the personal file of the Councilor or staff
member; and

b. Orientation on this policy shall also form part of the induction of new staff
members or newly elected Councilors.

3.6 CONSEQUENCE FOR NON-COMPLIANCE

Any failure to comply with the policy will be viewed as a serious
fransgression and may lead to disciplinary action against the responsible
employee.

4. CELLULAR TELEPHONE SCHEME
4.1 PURPOSE

The purpose of this part of the Integrated Telephone Usage and Cellular Telephone
Policy is:

i. To regulate the acquisition, distribution, ufilisation and administration of the
Municipality’s Cellular Telephones;

ii. To facilitate the effective management and control of Cellular Telephones;
and

ii. To promote consistency in the provision of cellular telephones to qualifying
staff and Councillors.

4.2 ACQUISITION AND DISTRIBUTION
a. Cellular phone Service Provision

Official cellular phone service shall be provided through a provider approved by
Council. For the ease of administration and to enjoy full benefits associated with
the service, only one service provider shall be used in this regard. An employee
except contract workers may choose to have cellphone allowance paid directly
to their salaries or be provided with cellphone through the Council approved
cellular provider
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b. Allocation

Staff shall participate in the scheme by submitting an application fo the Municipal
Manager with a recommendation from his/her HOD. The applications of Section 56
and other Managers or qualifying staff members shall be approved by the
Municipal Manager. Cellular phones shall only be allocated to permanent
employees and any exception to this shall be in the form of a written approval by
the Municipal Manager.

c. Criteria for allocation

The following criteria shall be observed when deciding which personnel may be
provided with official cell phones and in setting up the amount of the limit.

i. The need to contact an employee for strategic reasons;
ii. Nature of employee’s duties e.g. regularly spending prolonged periods
away from office or standby duties;
ii. The extent to which the employee is in contact with all stiakeholders
iv. Nature of employee’s work
v. Plant personnel and any other relevant employee that the management
may identify shall be provided with two way radio

4.3 UTILISATION AND ADMINISTRATION

a. The cellular phone management and control shall be administered and
controlled by the Budget and Treasury Department who shall be its custodian;

b. Applications shall be processed through the Chief Financial Officer for
recording and control purposes;

c. The monthly limit set shall exclude VAT, rental costs and the cellular phone
pouch facility;

d. Any amount in excess of this limit shall be for the account of the respective
employee and will be deducted from the employee’s salary;

e. In the event this limit is exceeded significantly due to abnormal or unforeseen
circumstances, the additional expense may be considered for reimbursement
subject to;

i. Prior approval from Municipal Manager; and
ii. A detailed itemized bill with reasons thereof

f. In those instances where the set limit has been exceeded, the Municipal
Manager or his delegate, as the case may be, must approve the invoice or
claim and the payment thereof;

g. Calls made while on international trips must bear special recommendation of
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4.4

the Chief Financial Officer and approval of the Municipal Manager for the
“roaming facility” as official otherwise will be freated as private;

Employees should use cellular phones allocated for them to perform their
duties, to use such cellular phones judiciously and limit expenditure in this regard
to the absolute minimum; and

Fixed line telephones should at all fimes be the preferred method for calls and
cellular phones used only where fixed line facilities are not available.

b)

TERMINATION OF EMPLOYMENT, WITHDRAWAL OF CELLULAR PHONE FACILITY,
AND EXPIRY OF CONTRACT

If an employee who has been allocated an official cellular phone leaves the
employment of DR AB Xuma Local Municipality due to resignation, retirement
or if his/her duties and responsibilities have changed such that his/her
continued use of the cellular phone facility is no longer justified, he/she has
the option to:

i. Take over the service and cellular contract, including the
equipment; or
ii. Return the equipment to the Municipality.

On the expiry of or when the contract is due for upgrading, the Municipal
Manager may grant permission for the takeover of the service and cellular
contract, including the equipment, at a market-related cost to be
determined by the Council, otherwise the Council reserves the right fo
dispose of the equipment in whatever way it deems beneficial fo the
Municipality.

4. 5FINANCIAL CONSIDERATIONS

a.

Budgeting for cellular phones will be the responsibility of each Section 57
Manager;

A list of maximum limits for each qualifying employee shall be developed,
reviewed and submitted for Council approval from time to fime;

In the event that the monthly bills exceed the stated limits, indicated above,
the Municipality, on a quarterly basis, will deduct the amount by which the
limit is exceeded from the user’s salary after submission of the itemised bill to
the user; d

. All accounts of cellular phones shall be managed by the Treasury and

Budget Department for control purposes.
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4.6 DAMAGES, NEGLECT AND REPAIRS

a.

b.

Cellular phones are guaranteed for a year, and hence it is not
recommended that cellular phones be re-utilised after 24 months, since this
may result in additional expenditure on repairs. Technical maintenance will
be done within the guarantee period;

The term of allocation is 24 months, which can be upgraded after 20 months.
No  cellular phone shall be upgraded unless all outstanding accounts for
its use have been settled;

. While all cellular phones owned by the Municipality and allocated to its staff

members and/or Councillors shall be adequately insured for unforeseen
circumstances, the Municipality shall not take responsibility for loss or
damage to cellular phones due to negligence. The employee shall be
responsible for the total replacement cost; and

In the event of an accident or robbery, a written statement and SAPS CR
Number will be required for purposes of records, accountability and
submission of claim to insurance;

4.7 GENERAL CONDITIONS

A cellular phone will always be allocated based on business requirements of the
Municipality under the following conditions:

d.

The employee will ensure that the cellular phone is in a proper working
condition at all the times;

. The employee must ensure that he/she is contactable on the cellular phone

during normal working hours and after hours;

. The cellular phone costs to the Municipdlity will be limited to the approved

maximum limit as reflected in the “Cellular Limits Schedules”. The municipality
reserves the right fo amend the “Cellular Limits” from time to time;

Under no circumstances will cellular phones be exchanged with another user
while the confract is in operation;

On renewal of the 24 months confract with the service. provider, the
employee will be entitled to purchase his/her existing handset on payment
of the scrap value as determined by the Treasury and Budget Department;
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f. Failure to comply with the conditions could result in the agreement being
terminated forthwith; and

g. The employee must enter into a “Cellular Phone Agreement”.

h. If you want fop up for the device the difference must be paid up front straight
to Vodacom.
ADOPTION OF POLICY BY DR AB XUMA MUNICIPAL COUNCIL

This policy is adopted and approved by the full Council of DR AB XUMA Local
Municipality for implementation.

1.POLICY ADOPTION

The accounting officer will be the accountable custodian of this policy and must
ensure that this policy is submitted to the council for consideration and adoption.

2. POLICY REVIEW

This policy must be reviewed at least annually to ensure that it is adaptable to
operational changes and it is aligned with the legislative environment.

When deemed necessary on ad hoc basis, the Accounting Officer must submit
proposals of amendments of the policy to the Council for consideration and adoption.
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ANNEXURE A:

EXAMPLE OF TELEPHONE LOG BOOK

NAME OF EMPLOYEE: ...coooiiiiiiiiiiiiiiiricrecc

.............................................................

Name of
Person/
Institution
Called

Telephone
Number

Date

Time
of
Call

Length
of Call

Purpose of
Call

Official/Private

TELEPHONE & CELLPHONE POLICY

Page 11 of 13




ANNEXURE B

POSSIBLE LIMITS SCHEDULE : CELLULAR PHONE

Maximum Cellular Telephone Expense:

FUNCTIONAL LEVEL

MONTHLY
ALLOWANCE

RT15

DEVICE
VALUE

Professionals and other qualifying

staff

R1100.00

VOICE 400
MIN, DATA
3000,

SMS 100

R 8 000

Assistant Managers

R1100.00

VOICE 600

MIN, DATA

4000,

SMS 100

R 10 000

Managers below Senior Managers

R1100.00

VOICE 800

MIN, DATA'

6000,

SMS 100

R 13 500
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Section 56 Managers R3400.00 VOICE : R 15000

UNLIMITED,
DATA: 8000,
SMS ¢
UNLIMITED

Municipal Manager R3400.00 VOICE : R18 000
UNLIMITED,
DATA: 10000,
SMS :
UNLIMITED

Mayor R 3 400.00

Speaker R 3 400.00

Chief Whip R 3 400.00

Councillors R 3 400.00

NB: In the event that the monthly bills exceed the stated limits, indicated above,
the Budget and Treasury Department, on a monthly basis, will deduct the amount
by which the limit is exceeded from the user's salary or allowance after submission

of the itemised bill to the user.
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