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GREAT KEI MUNICIPALITY

TELEPHONE USAGE POLICY FOR COUNCILLORS AND EMPLOYEES

1. DEFINITIONS
For the purpose of this policy -

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

"Council” shall mean the Council of the Municipality of Great Kei;

“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;

"Employee" means any person who works for the Council and as such is entitled to
remuneration as well as a Service Provider appointed by the Council to perform any
function or task of the Council or to carry out any tender awarded to such Service
Provider by the Council;

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

(i) acting in such position; and

(ii) to whom the Municipal Manager has delegated a power, function or duty in
respect of such a delegated power, function or duty.

“The Municipality” means Great Kei Local Municipality
2. PURPOSE OF THE POLICY
The purpose of the policy shall be as follows:

(a)  To ensure the effective and efficient use of Municipal telephones;
(b)  To curb the abuse of Municipal telephones by employees of the Council;
(¢)  To reduce telephone costs;

(d)  To prevent unauthorised persons from using Municipal telephones.

3. APPLICATION OF POLICY

This policy shall apply to employees of the Council.

4. PROVISION OF TELEPHONE SERVICE
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It shall be the responsibility of the Municipality to provide all satellite offices
including head office with a satisfactory and reliable telephone service;

The Municipality has a centralized telephone system through switchboard where
all outgoing and incoming calls are monitored;

It shall be the responsibility of the Receptionist to ensure that no unauthorized
person obtains access to the switchboard of the Council.

TELEPHONE USAGE CONTROL MEASURES

The use of municipality’s telephone will be monitored for inappropriate call
patterns, unexpected costs, and excessive personal use.

The Municipal Manager shall determine which employees require direct
telephone lines to their offices for use in connection with the performance of their
official duties;

Employees with direct telephone lines shall be provided with personal access
PIN numbers which must be used to access an outgoing line via their telephone
extension and those PINs must not be shared.

Employees who have direct dialing facility, that employee shall be obliged to
maintain the telephone log book and submit it to HOD unit at the end of the month

No officials will be entitled to make international calls unless approved by the
Accounting Officer

Every sectional head / HOD / Manager must personally examine
telecommunication accounts relating to the lines or extensions allocated to
employees under his / her supervision.

He or She shall make such relevant comments for attention or information of the
relevant person, his or her supervisor, or any other official in the department,
which shall where necessary be used as evidence should a disciplinary hearing
or such appropriate actions be necessary to be taken due to persistent abuse by
an employee.

The ICT unit will issue telephone statement of account for employee on request

The Telephone statements will be delivered to the line managers, who will inspect
such statements before distributing them to the respective employees.




6. AVAILABILITY OF THIS POLICY

Every employee assuming appointment in the service of the Council shall be supplied
with a copy of this policy and shall acknowledge receipt thereof by signing a duplicate
copy thereof. The said duplicate copy shall be filed on the personal file of the relevant
employee and for Auditing purposes or supervisor of the employee must tell or send the

employee to IT Division for clarity.
8. CONSEQUENCE OF NON-COMPLIANCE

Failure to comply with the telephone usage policy will be viewed as a serious disciplinary
transgression and appropriate disciplinary action in terms of the applicable Code of
Conduct shall be taken against the Councilor or employee concerned.
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