

AMAJUBA DISTRICT MUNICIPALITY


CODE OF GOOD PRACTICE

CELLULAR PHONES ALLOWANCE AND WI-FI ROUTERS ALLOCATION POLICY

A. Purpose

To workshop this policy for review.

B. Background 

This is an old existing policy and it was last adopted as a reviewed policy on 29 April 2022. 

C. Legislative requirements

Remuneration of Public Office Bearers Act 20 of 1998 ito Government Notice issued from time to time
Supply Chain Management Policy 
Municipal Finance Management Act 56 of 2003 
Municipal Structures Act 117 of 1998 
Municipal Systems Act 32 of 2000 
National Treasury: MFMA Budget Circular 58

D. Financial Implications 

The policy requires budget provision.

E. The need the policy seek to address

There is a need to provide means of managing the communication technology in a legal, yet effective and efficient manner. 
There is a need to regulate internet connections secured through the wireless router to an existing wired connection which is a convenient method for Internet access.
This policy applies to all Councillors and employees utilizing the municipality wifi routers.
To ensure that Cell phones and 3G data cards are utilised efficiently and economically, at all times it has become necessary that clear policy guidelines be introduced regarding the use of these facilities.
This policy is designed to assist municipality Councillors, management and employees with cellular phone allowance and wifi guidelines and the uniform understanding to differentiate between activities which are acceptable and unacceptable in terms of general authorization, supervisory responsibilities and limits of authority
relating to the allocation, usage and management of cellular phones allowance and wifi routers.










F. Report and presentation of the policy:

1.	CELLULAR PHONES ALLOWANCE

Council delegates the Municipal Manager to authorize the allocation of cellphone allowances. 

1.1 CATEGORIES OF CELLULAR PHONES ALLOWANCES 
 
For the purpose of this policy, cellular phone allowances are categorized as follows:

1.1.1	MM/HOD allowance with a monthly maximum of R1500.00 
1.1.2	Post Level 1 allowance with a monthly maximum of R1000.00                  
1.1.3	Post Level 2-3 allowance with a monthly maximum of R700.00
1.1.4	Post Level 4 allowance with a monthly maximum of R500.00
1.1.5 	Post Level 5-9 allowance with a monthly maximum of R400.00
1.1.6	Post level 10 and below allowance with a monthly maximum of R300.00


1.1.1	MM/HOD allowance with a monthly maximum of R1500.00 
1.1.2	Task grade 17-22 allowance with a monthly maximum of R1000.00                  
1.1.3	Task grade 16-14 allowance with a monthly maximum of R700.00
1.1.4	Task grade 3-10 allowance with a monthly maximum of R500.00
1.1.5 	Task grade 9-5 allowance with a monthly maximum of R400.00
1.1.6	Task grade 4-4 and below allowance with a monthly maximum of R300.00

1.2.	QUALIFYING CRITERIA

1.2.1	For the purposes of qualifying for a cellphone allowance, it should be employees who have to contact People and/or who need to be reached by People, all of this must relate to the work environment. 

1.2.2 	The cellphone allowances referred in paragraph 1 shall be paid monthly together 
with the employee’s salary. 

1.3   	CONDITIONS 

1.3.1 Upon receipt of the benefit the affected employee shall furnish the HOD with  
cellphone contact number which shall be utilized for official purposes. 

1.3.2	From the effective date of this policy the municipality shall not be responsible for purchasing any new cellphone contracts and all employees who qualify for a cellphone benefit shall receive the cellphone allowance as set out in paragraph 1 aforehereto. 

1.3.3	In the event where the employee losses the cellphone which he/she uses for official purposes he/she must inform the HOD immediately and must make 
arrangements of obtaining a new handset at his/her costs within a period of 30 days from the date of reporting such loss. 
	
1.3.4	Should the employee fail to have the replacement handset within the stipulated period as mentioned above, the municipality reserve the right to withhold the 
cellphone benefit until such time that the employee is in possession of a cellphone. 




1.3.5	Any employee who receives any benefit referred to in point 1 above shall at all reasonable times be available on the submitted cellphone contact number.

1.3.6	The Municipal Manager/HOD retains the right at any stage to revoke or amend any allocation of a cellphone allowance, or to issue any further instructions in respect of cellphone allowance.

1.3.7	Where a cellphone allowance is no longer a requirement of the job the cellphone
     	allowance must be terminated. 

2.	WI-FI ROUTERS ALLOCATION 

2.1	Council delegates the Municipal Manager to authorize at his/her discretion the allocation of wi-fi routers and monthly maximum data bundles. 

2.1.1	Each department shall have a pool wi-fi router allocated to it for use by an employee who need to conduct official work outside office or outside working hours as an when required.

2.1.2	Each HOD shall put in place a system by which such pool wi-fi router shall be utilized.

2.1.3	The municipality may install wi-fi in the private residences of Persons receiving training virtually as an when the need arises for training purposes. 

2.1.4	Monthly costs in this regard will be shared 50% by municipality and 50% by a training recipient to be deducted from salary after a consent form has been signed for this wi-fi arrangement as wi-fi in private residences can be used for private purposes.

2.2       QUALIFYING CRITERIA

2.2.1	For purposes of qualifying for a wi-fi router and monthly maximum data bundles, it should be someone who has to receive/send information regarding ADM business while outside office or outside working hours and this must relate to the work environment. 

2.2.2	The data bundles referred in paragraph 2.2.1 shall be deposited monthly by the network service provider. 

2.3 	CONDITIONS 

2.3.1 	The data bundles shall be used for official purposes.

2.3.2	In the event where a Person, losses the wi-fi router & sim card, he/she must inform the Supervisor immediately and must make arrangements of obtaining a new wi-fi router with sim card at his/her own costs within a period of 30 days from the date of reporting such loss if this cannot be replaced by insurance.

2.3.3 Should a Person fail to have the replacement wi-fi router and sim card within the stipulated period as mentioned above, the municipality reserve the right to replace lost items and deduct from the salary.

2.3.4	The Municipal Manager/HOD retains the right at any stage to revoke or amend any allocation of wi-fi router or data bundles or to issue any further instructions in respect of this allocation.

2.3.5	Where wi-fi router is no longer a requirement of the job, the wi-fi router allocation must be withdrawn.

G. That the amendments on the policy be noted-Review
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