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             CODE OF GOOD PRACTICE

USE OF MUNICIPAL ASSETS AND RESOURCES POLICY

1.
PURPOSE


To ensure the safeguarding as well as proper and efficient use of Municipality’s assets.

2.
POLICY
· The Municipality gives all employees the opportunity to use Municipality assets in their official capacity only. The Finance Department is responsible for the identification, tracking, recording, control and maintenance of all the Municipality assets.

· Where the Municipality’s equipment is to be used after official working hours, approval needs to be sought and the necessary authorities need to be aware. The respective functional Director/ Senior Manager or his/her nominee needs to be aware that the individual will be using the Municipality’s facilities.
· And where Municipality equipment is to be used outside of Municipality official premises, authorisation is mandatory. All equipment needs to be accounted for at all times. The Municipality needs to ensure that employees are directly accountable and responsible for all the Municipality’s assets in their possession or environment.

· Municipality property needs to be looked after and damage inflicted to it should be reported immediately to the relevant department.

· Theft, damage, unauthorised removal or usage of the Municipality’s assets will result in disciplinary action of that particular employee. In case of any emergency, HOD/Supervisor’s permission should be sought before execution of duties and the use of official vehicle/asset.
· Municipal assets should only be utilized by persons dully authorised by the Management or Council.  Control and maintenance of all assets rests with all HOD’s.

· IT asset removal form must indicate that IT assets are subject to Amajuba District Municipality’s IT policy even when operated outside ADM premises or after working hours.
· ICT policy to be taken into consideration by this policy to avoid abuse of computers.
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