	AMAJUBA DISTRICT MUNICIPALITY


CODE OF GOOD PRACTICE               
OFFICE TELEPHONE USAGE AND MANAGEMENT POLICY 
1. PREAMBLE 

1.1 Amajuba District Municipality delivers services to residents and in pursuit of the mandate make use of various communication tool such as telephones. 

1.2 The municipality is determined to ensure that office telephone contact between Councillors/Staff/Stakeholders and other organizations or members of the public is conducted in a professional and efficient manner. 

1.3 This policy provides a framework to ensure that telephone as a working tool is used appropriately and that call charges are kept to a minimum. 

1.4 This policy has been developed considering the following legislations: 

1.4.1 Electronic Communications and Transactions Act (Act no. 25 of 2002); 

1.4.2 The Municipal Finance Management Act (Act no. 56 of 2003)

2. PURPOSE 
2.1 This policy intends to regulate the usage of the municipality’s office telephones to ensure that telephones are available and used for the conduct of employee official municipal business. 
3. SCOPE 
3.1 The policy applies to Councillors, permanent and contractual employees of the municipality and all relevant People allocated access to telephone.

3.2 The policy manage usage of only the municipality’s office-based land line telephones. 
       4. ROLES AND RESPONSIBILITIES 
4.1 Senior Managers have responsibilities to manage telephone usage in their departments as they do with all other municipal resources. 
4.2 Further they are responsible for reviewing and evaluating needs and requests for telephone services and communicate those requests with IT.

4.3 All Persons allocated access to telephones must familiarize themselves with the provisions of this policy to comply with its provisions.

       5. POLICY DIRECTIVES AND PROCEDURES 
5.1. P R O V I S I O N O F OFFICE T E L E P H O N E S E R V I C ES

5.1.1 It is the responsibility of Council to provide all municipal offices or a combination of municipal offices with a reliable telephone service; 
5.1.2 Council may centralize its telephone operating system through which all outgoing and incoming calls shall be routed; 
5.1.3 Council grants permission for Full-Time Councillors and Senior Managers telephones to make international calls and may allow telephones for this category of People to operate without telephone pin codes.
5.1.4 Upon approval by relevant Senior Manager, the office telephone facility may be extended to be available to employees working off site.  
      6. T E L E P H O N E U S A G E C O N T R O L M E A S U R E S 
6.1 Telephone access pin codes 
6.1.1 A Person allocated telephone access shall be allocated a secret telephone access pin code signed for and known to that Person who will be responsible for its protection at all times.

6.1.2 A Person in whose name the telephone pin code is issued is responsible and liable for the usage of the pin code;
6.1.3 Should a Person suspect and have proof that his/her pin code may be used by another Person he/she shall be expected to promptly report the matter to IT and relevant Senior Manager.

6.1.4 The owner of the pin code is still liable for any cost arising out of calls by someone who used it.
6.1.5 The telephone system must have a device for monitoring of all outgoing telephone calls and cost.

6.2 Monthly telephone allocated budget
6.2.1 Each allocated telephone pin code must be restricted to make calls to an allocated budget limit per month.

6.2.2 Monthly telephone cost in excess of the allocated monthly budget limit will be deducted from employee’s salary unless there is a written satisfactory motivation from concerned employee approved by the relevant Senior Manager furnishing reasons for exceeding the monthly limit. 

6.3 The monthly budget telephone limits are as the following:

6.3.1 Post level 1 to 4 - R400

6.3.2 Post level 5-18 – R300
6.3.3 Should there be a need for allocation over and above that which is stated above, a written motivation must be submitted for approval of the relevant Senior Manager.  
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