	AMAJUBA DISTRICT MUNICIPALITY


CODE OF GOOD PRACTICE
COMMUNICATION POLICY
To ensure that the municipality handle relationships with its stakeholders (internal and external) in a professional and consistent manner.

1.
External Stakeholders



The Municipal Manager and or Chairperson of EXCO or their nominees are responsible for 
communicating with all Municipality stakeholders. All information that is sent by the Municipality 
needs to be sanctioned by the Municipal Manager and / or Chairperson of the EXCO or their 
nominees. This includes correspondence bearing the Municipal Logo, the media and other 
available forms of communicating with the external stakeholders.


Note should be taken for the following:

·  No employee should on official municipal matters deal directly with the government, or any of the Municipality’s key stakeholders without prior consultation and support of the Municipal Manager and /or the Chairperson of EXCO or their nominees.

· If an employee is approached by any of the stakeholders, they must refer them to the municipal Manager and / or the Chairperson of the EXCO or their nominees immediately;

· It is totally inappropriate and unacceptable for an employee to make any public statements or speculate on any subject that has to do with the Municipality operations. All external enquiries from stakeholders and the media need to be referred to the Municipal Manager and/ or the Chairperson of the EXCO or their nominees.

2.
Internal stakeholders

Our internal stakeholders include Councillors and employees however more emphasis is placed 
on employees to strictly adhere to this policy since any deviations 
will not be tolerated.


The following should be noted:

· No employee should directly communicate a matter needing prior consultation with his or her immediate supervisor or departmental director or his/her nominee.
· Any grievance must be lodged in accordance with Collective Agreement Grievance Procedure.
· All employees should report to their immediate supervisors for information released to any of the internal stakeholders in their absence.
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