
	AMAJUBA DISTRICT MUNICIPALITY


             CODE OF GOOD PRACTICE

                  CONFIDENTIALITY POLICY
1.
OBJECTIVE

To define confidential information and the requirement for protecting this 
information during and after each employee’s association with the Municipality.
2.
DEFINITION
2.1
Confidential Information is defined as any information or material, not generally 
available to the general public, with the exception of Auditors (Internal and 
External), generated, collected or used by the Municipality that relates to its 
operations, strategies, know-how, data, names or any contracts or prospective 
contracts the Municipality may have, documentation of the Municipality or its 
employees. 

2.2
This includes information marked as confidential or which the employee otherwise 
knows is confidential. If there is any doubt whether information the employee 
obtains is confidential, the employee should assume it is confidential and treat it as 
such, unless officially notified otherwise or obtain advice from the Head of 
Department or the Municipal Manager.
3.
CONDITIONS
3.1

Each Municipal employee has a personal responsibility to protect confidential 



information entrusted to him or her, or to which are otherwise exposed to. As a 
result, each employee must be careful not to disclose any confidential Municipality 



information to anyone outside the Municipality, except as authorised. No employee   



should ever use confidential Municipality information for personal gain or 

advantage.

3.2

When an employee leaves the Municipality for any reason, they should return to 
Human Resources or any other nominated relevant department all Municipality 
materials acquired during their period of employment.

3.3

Senior Management officials of the Municipality are bound not to disclose any 



Municipality information even after a period of twelve (12) months of their 



disassociation with the Municipality.

3.4

No employee may give information or communicate about such information as 



recipients of grants (their confidential or personal information), names of grantees 
or beneficiaries, names and confidential particulars of donors, amounts of money 



donated to the Municipality by respective donor, both current and potential.
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