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1. DEFINITIONS

Council refers to the Council of Great Kei Local Municipality

Mobile devices means cellphones and Data Cards

Employee, official or user means a permanent, contract employee and excluding
independent contractor

Municipality refers to Great Kei Local Municipality as determined by the Municipal
Structures Act

Policy means Cellphone and Data Card Policy

South African Police Services means SAPS or Police Station

Chief Financial Officer means the Chief Financial Officer (CFO) of the Council and
includes any employee authorized by him/her to perform any duty or task in terms of
this policy.

Councillor means any Councillor of the Municipality and includes any Political
Officer Bearer of the Council as defined in the Local Government: Municipal
Structures Act, 1998;

Municipal Manager means the person appointed by the Council as the Municipal
Manager (MM) of the Municipality in terms of section 82 of the Local Government
Municipal Structures Act, 1998 (Act No. 117 of 1998

2. PREAMABLE

Great Kei Local Municipality is a service orientated public organization whose
legislated mandate is to provide services to the public. The council is to provide
effective guidelines to manage Data cards, cellphone provisioning and usage thereof
to manage the costs without compromising service delivery.

3. POPIA COMPLIANCE
This Policy has considered the provision of data privacy and the requirements of
protecting the personal information of the municipality’s subject matter in line with
the Protection Of Personal Information Act of 2013.

Therefore, implementation of this policy shall be in line with the Protection of
Personal Information Act of 2013.

4. PURPOSE
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The purpose of this policy is:

3.1To ensure the effective and efficient use of municipal mobile devices;

3.2To implement mechanisms aimed at minimizing the impact of abuse of
council resources;

3.3To minimize lack of communication time due to lack of resources of
communication.

3.4To regulate what is permissible when using council resources

5. SCOPE OF APPLICATION

The following categories of employees shall automatically qualify to receive
Cellphones and Data Cards:
4.1 Mayor and All Councillors of the municipality (Gazette Guides)
4.2 The Municipal Manager and Senior Managers (section 56 & 57)
4.3Managers, Section Heads and Secretaries to Municipal Manager and

Senior Managers

6. PROCEDURE TO BE FOLLOWED WHEN APPLYING FOR A CELLPHONE
AND DATA CARD ALLAWANCE BY OFFICIALS WHO DO NOT RECEIVE
CELLPHONE AND DATA CARD

6.1. All application must be made in writing, supported, with proper motivation and
it must be directed to relevant Head of Department, for onwards submission to
the Chief Financial Officer for recommendation and for onwards submission to
the Accounting Officer for Approval.

6.2. Each application will be considered on its own merit, irrespective of the rank of
the applicant for approval by the Accounting Officer.

6.3. The nature of the work and the need for the cellphone and / or data card to

carry our ones duties shall be the determining factors.
7. APLICATION OF THE POLICY

7.1. Councilor's

7.2. Accounting Officer
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7.3.Section 57 and Section 56 Managers
7.4.Middle / Managers / Sectional Heads, HOD

7.5. Any other official who has received cellphone and data card.

8. TERMS AND CONDITIONS

8.1.Data Card and/or Cellphone is not a benefit but a tool of trade. Once the
application is approved, IT Section must consult Supply Chain Management
(SCM) and adhere with SCM policies.

8.2. Political Office Bearers, everything regarding to councillors will be guided by the
Government Gazette for Upper Limits, inclusive procurement, packages,

insurances, etc.

8.3.1t is the responsibility of the official to keep these devices secured and taken
care of. The Municipality reserves the right to do random audits of Data cards

and Cellphones.

8.4.Users allocated Data cards and Cellphones are responsible for the repair or
replacement of these devices damaged or lost due to negligence. It is therefore
the responsibility of the user to consult the ICT Unit on the correct use of the

devices.

8.5.In instances where the Data card pack within a year is damaged, stolen or lost:

8.5.1. The item shall be repaired or replaced in terms of the warranty cover in
place, provided that such claims are not repudiated by the insurer
concerned as being invalid on the basis of damage, loss or theft having
occurred due to the negligence of the user concerned;

8.5.2. Where the claim is found to be invalid, the user concerned shall be liable
for the payment of the data card pack. A replacement data card will only
be handed over to the user once the said warrant is approved;

8.6.In instances where a claim is repudiated as being invalid, the user shall be
liable for the costs of replacement;
8.7.In case of theft or lost, the incident must reported to South African Police

Services (SAPS), official must write a full report. The report must have
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attachments of affidavit with the case number.
8.8. User must pay excess to the insurance for the claim

8.9.When an employee resigns, the data pack allocated to him/her falling under
the 2 year contract must be returned to the municipality. Confirmation of such
return must be indicated on the standard form supplied by ICT department;
and

8.10. On resignation or replacement of an employee of any post, the data
pack for that position will be passed on to that new employee taking up the

said post. The new employee will therefore inherit all the devices, peripherals
and accessories linked to the contract.

8.11. All mobile devices will be insured from the network service provider. After 24

months or upgrade device must be taken out of the insurance cover.

8.12. The duration of contracts will be 24 months thereafter they must be upgraded.

The old device will belong to the user.

8.13. Users that are using municipal devices must always available when they are
needed.
8.14. When the user is leaving or resigning from the municipality, the user has a

right to take the ownership and pay for remainder months to the network service

provider unless the municipality stated otherwise.

8.15. The abovementioned statement doesn’t apply when the user is suspended
and dismissed.

8.16. The municipality will not incur additional costs above the subscription fee. Any
additional costs will be for the user and will be deducted by HR on the applicable
month in full.
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9. LIMITS (PACKAGE ALLOCATIONS)

Gazette on determination of upper limits, allowances and benefits for councillors
requires

DESIGNATION CELLPHONE AND DATA CARDS
ALLOWANCE

Mayor and Councillors As per the Upper limits (Gazette)

Municipal Manager Unlimited

Section 56 and 57 Managers Unlimited

Managers / Middle Managers, At an amount not exceeding R1300

Section Heads & Secretaries Including insurance

Officials / Drivers / Supervisors and At an amount not exceeding R600

Traffic Officers Including insurance

NB: The municipality will not incur additional costs above the subscription fee.
Any additional costs will be for the user and will be deducted by HR on the
applicable month in full.

10. COMMENCEMENT OF THE POLICY

10.1. The policy will come into effect on the date of adoption by Council

11.INTERPRETATION OF THE POLICY

11.1. All words contained in this policy shall have the ordinary meaning attached
thereafter, unless the definition or context indicates otherwise.
11.2. Any dispute on interpretation of this policy shall be declared in writing by any

party concerned.

11.3. The Municipal Manager shall give a final interpretation of this policy in case of
written dispute.

12.COMPLIANCE AND ENFORCEMENT

This policy may be partly or entirely abandoned or suspended by the Municipal Council

on temporary or permanent basis.
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13. SIGNATORIES

MUNICIPAL MANAGER'S SIGNATURE: ... £ =l =K,

DATE: O‘JOH%

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