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Draft Annual Budget Speech by the Executive Mayor:

“Dit is my voorreg, eer en as Uitvoerende Burgemeester my plig om
ingevolge artikel 16 (2) van die Wet op Munisipale Finansigle Bestuur die
2019/2020 to 2021/2022 Medium Termyn Inkomste en Uitgawe Raamwerk
ter tafel te 1&.

Aangesien hierdie begroting die voorgestelde finansiéle plan vir die volgende
3 jaar insluit, het dit natuurlik 'n impak op die gemeenskap as geheel en dit is
dus uiters belangrik om die gemeenskap te raadpleeg om bewustheid te skep
en om gesamentlike eienaarskap en verantwoordelikheid te ondersteun in die
bestuur van die munisipaliteit se finansiéle sake.

Die 2019/20-begrotingsoorsig beklemtoon dat, hoewel globale risikofaktore
hoog bly, die wéreldekonomie steeds 'n ondersteunende platform bied vir
Suid-Afrika om handel en belegging uit te brei. Die ekonomiese groei in die
weéreld is op sy hoogste sedert 2014 en hou steeds tred met die groei in bruto
binnelandse produk (BBP) wat oor al die breé ekonomieé toeneem.

Suid-Afrika het 'n tydperk van uitgerekte swak ekonomie ervaar wat privaat
belegging \ferminder. Dit kan toegeskryf word aan huishoudelike beperkinge,
wat verband hou met politieke onsekerheid en dalende sake- en
verbruikersvertroue. Die plaaslike ekonomie begin vroeg in 2017 herstel na 'n
kort resessie, maar die verbetering is onvoldoende. Die groei het stagneer op
minder as 2% en die werkloosheid bly hoog op 26,7%. Die voorvereistes vir
verhoogde inkomste en uitgebreide dienslewering is vinniger groei, belegging
en werkskepping.

Die hoofrisiko's vir die ekonomiese vooruitsigte is voortgesette
beleidsonsekerheid en agteruitgang in die finansies van staatsbesit. Die
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droogte wat in verskeie provinsies ervaar word, bied groot risiko's vir landbou
en toerisme vir die komende tydperk, en dit kan werk in hierdie sektore
bedreig. Die huidige waterkrisis in die Wes-Kaap en ander provinsies sal
ekonomiese groei beinvioed. Terwyl die droogte se impak onduidelik is, hang
baie af van hoe lank dit sal heers, die mate waarin spesifieke opvanggebiede

geraak word, en die sukses van versagtende maatreéls.

Hierdie ekonomiese uitdagings sal voortgaan om druk uit te oefen op

munisipale inkomste- en invorderingsviakke. Daarom word 'n konserwatiewe

benadering aangeraai vir inkomsteprojeksies. Munisipaliteite wat deur die
droogte geraak word, moet ook die impak daarvan op inkomste voortbrenging
oorweeg. Daarbenewens sal munisipaliteite hul pogings moet verbeter om
nie-prioriteitsbesteding te beperk en streng maatreéls vir kostebeperking te

implementeer.

Cederberg Munisipaliteit is geensins immuun teen die harde ekonomiese
realiteite nie. Cederberg Munisipaliteit, soos soveel ander munisipaliteite in
Suid-Afrika, word gekonfronteer met verskeie uitdagings wanneer gehalte
basiese dienste gelewer moet word op die finansiéle en administratiewe
vermoéns van die munisipaliteit. Hierdie uitdagings sluit in, maar is nie beperk
tot die volgende nie:

e  Verouderde infrastruktuur as een van die grootste
bedreigings vir volhoubare dienslewering;

¢ Bevolkingsgroei plaas druk op die munisipale infrastruktuur
om aan dienslewerings behoeftes te voldoen;

»  Behuisingsagterstande;

e  Armoede in die munisipale gebied en die vermoé& om vir
basiese dienste te betaal; en

Uitputting van kontantreserwes

Die BBP-groeikoers word in 2019 op 1,5% voorspel en 2,1% in 2021. Swak
ekonomiese prestasie en corblywende probleme in belastingadministrasie het

groot inkomste tekorte tot gevolg gehad
Die verslegtende finansiéle posisie van staatsbeheerde maatskappye het
addisionele druk op die openbare finansies geplaas. In die lig van hierdie

oorwegings is die begrotingsprioriteite van 2019 die volgende:

Beperk die begrotingstekort.



Ondersteun herstrukturering van die elekirisiteitsektor.
Hernu ekonomiese groei deur private beleggings te versterk.
Verbetering in die beplanning en implementering van
infrastruktuurprojekte.

Die Cederberg-gebied se hoofbron van inkomste en werksgeleenthede is van
landbou. Met die huidige droogte wat ons in die gesig staar en die
Clanwilliam-damvlakke onder 50% is, is daar 'n risiko dat werkloosheidsyfers

gedurende hierdie droogtydperk kan styg.

Bestuur binne plaaslike regering speel 'n belangrike rol in die versterking van
die skakel tussen die inwoner en die owerheid se oorhoofse prioriteite en
bestedingsplanne. Die doel moet wees om dienslewering te verbeter wat
daarop gemik is om die lewensgehalte vir alle mense binne die Cederberg-
streek te verbeter.

Begroting handel hoofsaaklik oor die keuses wat die munisipaliteit moet maak
tussen mededingende prioriteite en fiskale realiteite. Die uitdaging is om meer
te doen met die beskikbare hulpbronne. Ons moet gefokus bly op die
effektiewe lewering van die kern munisipale dienste deur die toepassing van

doeltreffende en effektiewe diensleweringsmeganismes.

Die toepassing van gesonde finansiéle bestuursbeginsels vir die samestelling
van die munisipaliteit se finansiéle plan is noodsaaklik en krites om te
verseker dat die munisipaliteit finansieél lewensvatbaar bly en dat munisipale
dienste volhoubaar, ekonomies en billik aan alle gemeenskappe voorsien
word.

Die Munisipale Begrotings en Verslagdoenings regulasies skryf ‘n nuwe
formaat en inhoud van die jaarlikse begroting en ondersteunende
dokumentasie voor. Hierdie regulasies het op 1 Julie 2009 in werking getree.
Die jaarlikse begroting moet aan die raad voorgelé word in ooreenstemming
met hierdie nuwe regulasies tesame met MFMA sirkuleer 94 en aankope
planne vir transaksies bo R 30 duisend.

Die saamgestelde jaarlikse begroting kan soos volg opgesom word.

Buitengewone Provinsiale Koerant nr 8058 gedateer 05 Maart 2019



e Finansiéle Bestuur Ondersteuningstoekenning van R480 duisend

e Finansiéle Bestuurs kapasiteitsbou toekenning van R380 duisend

e Menslike nedersettingsontwikkelingstoekenning van R12.8 miljoen
e Vervangingsbefondsing vir Biblioteke van R4.6miljoen

¢ Paaie ondersteuningstoekenning R 69 duisend

Staats Koerant nr 42217 gedateer 08 Februarie 2019

» Equitable Share van R49.2 miljoen

e Finansiele bestuur toekenning van R 2 miljoen

e Munisipale Infrastruktuur toekenning van R15,6 miljoen

o Waterdiens Infrastruktuur toekenning van R30 miljoen

» Geintegreerde Nasionale Elektrifiseringsprogram van R 9.6 miljoen

e Uitgebreide publieke werke Program van R 1.9 miljoen,

Die inkomste begroting het in totaal gestyg met R22.7 miljoen (7.3%)

en kan as volg opgesom word:

e Eiendomsbelasting R46.9 miljoen

e Diensteheffings R150.8 miljoen

» Rente verdien uitstaande Debiteure R3.7 miljoen

¢ Verkeers Boetes R20.9 miljoen in terme van iGRAP1

¢ Verkeers Agentskapdienste R3.3 miljoen

Die Uitgawe begroting het in totaal gestyg met R22.4 miljoen (7.5%) en
kan as volg opgesom word:

¢ Werknemersverwante koste R118.5 miljoen

» Finansieringskoste R8.4 miljoen

» Grootmaat elektrisiteit en water aankope R 82.3 miljoen

o Gekontrakteerde dienste R16.2 miljoen

¢ Die munisipaliteit is genoodsaak om vir die eerste keer
brandweerfunksies te begroot vir R 2.6 miljoen .

e Groot fokus in die begroting is om roetine herstelwerk asook om
aan wetgewing te voldoen in terme van vullisverwydering.

Top Tien Projekte bedrae sonder BTW



WSIG: Citrusdal Riool Suiwerings netwerk: R 20 miljoen

2. Opgradering van Grootmaat Water en Riool Voorsiening
(Behuising) — Lambertsbaai: R 17.8 miljoen
Water Dienste Infrastruktuur Skenking: R 10 miljoen

4. Opgradering van Paaie en Stormwater Infrastruktuur: Citrusdal: R
9.7 miljoen

5. Geintegreerde Nasionale Elektrifiseringsprogram: R 9.6 miljoen

B DUSIOBIE Lampereoaar ) 3.1 minoen
7. Voltooing van Clanwillam Sportveld : R 3 miljoen

Nuwe vloot voertuie : R 3 miljoen

Tariewe

Tariewe is in lyn soos voorgeskryf in MFMA sirukleer 94 gedateer 08 Maart
2019

Eiendomsbelasting verhoog met 6%.Die raad gaan ook nie op die eerste R
50 000 van die waarde van die eiendom geen belasting hef nie.Belasting
korting is ook in gebring vir pensionarisse op n glyskaal.

Water tariewe verhoog met 6%

Elektrisiteit tariewe in konsep behorting verhoog met 11.2% in lyn met
riglyne van SALGA aangesien geen NERSA kommunikasie beskikbaar
was met die opstel van die konsep begroting.Die Munisipaiteit het op 27
Maart 2018 kommunikasie ontvang dat die verhoging vir verbruikers
13.87% en vir munisipaliteite 15.63% onderskeidelik gaan wees.

Vullisverwydering verhoog met 6% op basies heffings en 15% vir die fisiese
diensgelwer in lyn met lewensvatvaaarheid studie wat gedoen is om die
koste van die streeks stortingsterein te dek.

Riooldienste verhoog met 6%

Vakansieoorde en algemene tariewe verhoog met 6%



Deernis kliente

Die armes van die armes kry die volgende gratis dienste vanaf die
munisipaliteit.

50 eenhede gratis Elektrisiteit

6 Kiloliter gratis Water

40% afslag op Eiendomsbelasting asook vrystelling van waarde tot op R
50 000.

T00% afslag op Riool
Vullisverwyderings word die basiese heffings vrygstel.

Een van die belangrikste funksies van politieke leierskap en strategiese
bestuur is om bykomende fondse te verkry deur proaktiewe beplanning van
projekte en die indien van sakeplan aan provinsiale en nasionale
regeringsdepartemente. Die administrasie is positief dat hulle die
kapitaalbegroting kan spandeer op die broodnodige kapitaalprojekte om die
lewensgehalte van ons inwoners te verbeter. My span en ek wil graag vir
elke inwoner van Cederberg verseker dat ons onvermoeid sal werk om
dorpe van uitnemendheid vir almal te skep met die fondse wat aan ons
toevertrou is.

Dankie vir elke raadslid wat die begroting inset sessies bygewoon het.Die
administrasie gaan datums kommunikeer aan die raad vir die finale insette
op die konsep begroting sodat die dokumente en beleide gewerkswinkel
kan word voor die finale goedkeuring van die begroting einde Mei.

Geagte Speaker in die item wat voor die Raad dien en die aanbevelings
soos uiteengesit in die jaarlikse begrotings item, 1& ek hiermee formeel die
aanbevelings aan die Raad voor vir, oorweging en goedkeuring van die
konsep jaarlikse begroting 2019/2020 tot 2021/2022 vir die publiek se
insette in terme van Seksie 21A van die Munisipale Stelsel Wet 2000(Wet
32 van 2000).



RESOLVED:

1. Council approves the draft annual budget Report APPENDIX A.

2. Council approves the draft annual budget tables as prescribed by the
Budgeting and Reporting Regulations, as set out in APPENDIX B.
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prescribed by the Budgeting and Reporting Regulations, as set out in
APPENDIX C.

4. Council approves the Quality Certificate signed by the Accounting
Officer, as set out in APPENDIX D.

5. Council approves the revised budget related policies, as set out in
APENDIX E.

Absenteeism and Desertion Policy

Accounting Policy to the AFS

Asset Management Policy

Borrowing Policy

Budget Policy

Cash Management Policy

Y VV VY V V¥V VY

Cederberg Risk Management Policy Annex A - rating scales
amended

Code of Ethics Policy

Consumer Service Charter - Cederberg LM

Customer Care Improvement Policy

Customer Care, Credit Control and Debt Collection Policy
Drought Communication Strategy

E3-Sexual Harassment policy

Education Training and Development Policy

Employment Equity Policy

Enterprise Risk Management Policy

Enterprise Risk Management Strategy

Finance Management Internship Policy

YV VV YV V V¥V V V V¥V VY V V

Fleet Management Policy
o Fleet Pol. 1 Trip Authorisation - Outside Cederberg
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Fleet Pol. 2 - After Hours Usage authority

Fleet Pol. 3 - Monthly inspection register

Fleet Pol. 4 Accident report form

Fleet Pol. 5- Motor Claim Form

Fleet Pol. 6 - Log sheet

Fleet Pol. 7 - Pre - Trip Inspections

Fleet Pol. 8 Trip Authorisation form - Pool Vehicles
Fleet Pol. 9 Logstate inhandig

Fraud and Corruption Prevention Policy

Fraud and Corruption Prevention Strategy

YV Y VY Y V¥V VY VY VY Y VY VY VY VY VY YVY Y VY VYV V VY VY Y V¥V VY MY V¥V

Free Basic Lnergy rolicy Guidelnes

Funding and Reserves Policy

HIV AND AIDS Workplace Policy

ICT Data Backup and Recovery Policy

ICT Municipal Corporate Governance of ICT - Cederberg
ICT Operating System Security Controls Palicy
ICT Security Controls Policy

ICT User Access Management Policy

ICT Strategy Implementation Plan

IGR Policy

Indigent Support Policy

Insurance Management Policy

Investment Policy

Kollektiewe ooreenkoms rakende Dissiplinere Prosedure
Long-Term Financial Plan Policy

Out of Pocket Expenses Policy

Overtime & Standby Policy

Performance Management Framework Policy
Petty Cash Policy

Property Rates Policy

Records Management Policy

Revenue Enhancement Policy

Risk and Ethics Management Committee Terms of Reference

Risk assessment Methodology

Risk Management Committee Charter

Risk Management Policy

Risk Management Risk Appetite Framework
Risk Management Strategy

Social Media
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Special Rating Areas Policy

Study Bursary Policy

Substance Abuse Policy

Supply Chain Management Policy - Cederberg Municipality

Annexure A:  General principles governing the
municipality in its interaction with bidders

Annexure B:  Criteria to Evaluate Technical and
Financial Ability

At T e o e TSI p e

Management Practitioners and Other Role Players
Annexure D:  National Small Business Amendment Act,
2003 - Schedule
Annexure E:  Delegations for Supply Chain
management Policy

Tariff Policy

Travel and Subsistence Allowances Policy
Virement Policy - MSCOA compliant
Watermeter Vervangings Beleid

Whistle Blowing Policy

Write-Off Policy

Council approves the property rates and charges on properties,

tariffs, tariff structures and service charges for water, electricity,

refuse, sewerage and other municipal services, as set out in

APPENDIX F.

. That council approves the Procurement Plans & Budget Locking
certificate, as set out in APPENDIX H & |

. The Draft Budget for the period 2019/2020 is made available to the

public for comment.

Proposed:
Seconded:

Cllr. R Pretorius
Clir. F Sokuyeka
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FOREWORD
South Africa is an information society, that is, a society which recognizes the creation,
distribution, use, integration and manipulation of information as a significant economic,
political, and cultural activity. The important role played by information as an important
factor in the process of government administration and management has also been
recognized by other governments world- wide including the Cederberg Municipality.

This recognition is because information feeds many kinds of activities that contribute to

serrice-celivery—soetros— = n ” -S0lving, Innovartion, good

governance and accountability. This information is kept in records. In the information
society and in the digital working environment recordkeeping and archiving are
demanding and exciting: records are in various formats and records managers have to

work in challenging multi-dimensional environments.

Records are created or received during the conduct of business and contain
information about and evidence of organizational activities. Public records is key to
accountability and good governance because they reflect the government's
functions, activities and procedures and the administrative processes that generate
them, as well as the facts, acts, and fransactions affiliated to them. In a nutshell,
records enable Cederberg Municipality to function. The important role of records in
Cederberg Municipality therefore cannot be under-estimated. Records prove what
you did, why you did it and the resulls. To be useful however, records must be

managed effectively.

The focus of records management is on the creation, evaluation, storage, access,
retrieval, dissemination, use and disposition of records in any form or media. Records
management is therefore not media specific or limited by time and space. Hence the
Cederberg Municipality Archives has adopted the Records continuum model which
intfergrates records management with business processes and society; upholds the

continuous use of records; and addresses management of both paper and electronic

records. The advent of technology however, has led some to assume that records

management technologies and electronic records are to some degree, different and

Records Management Policy of Cederberg Municipality



supersede paper records. The reason being that traditionally, the use of information
technologies was not considered to be part of records management, but in essence,
they are, in so far as the technologies are used for creafing, maintaining, using or
disposing recorded information. Records managers therefore must stay abreast of

current and emerging technologies; evaluate their potential impact on records
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While the professional role of records managers is instrumental in every aspect of
managing records, their role is that of providing guidance, training and oversight to
records management practices in their respective offices. Records management is the
responsibility of every public official involved in one or more aspects of records
management. This policy seeks therefore, to provide a high-level direction for
managing records fo all employees of Cederberg Municipality in terms of the Provincial
Archives and Records Service of the Western Cape Act, 2005 (Act 3 of 2005).

Despite the crucial role played by records and records management, there is a
consensus amongst researchers that many organizations including government
departments pay little attention to the management of records .This policy will
hopefully draw attention to the importance of records and enhance sound records

management practices in the Cederberg Municipality.

Director: Elrico Alfred
Finance and Administrative Services

Date:

Records Management Policy of Cederberg Municipality
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Abbreviations

1. Purpose
The purpose of the policy is to provide direction to Cederberg Municipality
management of records for good governance, accountability as well as corporate

and social memory.

2. Scope
This policy is applicable to management of records regardless of form or media,
created or received in all governmental bodies, that is, any legislative, executive,
judicial or administrative organ of state (including a statutory body) at provincial

regional and local level in the Western Cape Province.

3. Guiding model
This policy upholds the Records Continuum model as it has been realized that records
can be used continuously if they are considered to be of value at the time they are
created. Archival principles are applied throughout the life of a record. In the
electronic environment, technical issues involved in keeping electronic records arise at
the moment of their creation. In addition, the model highlights the importance of
records and archives management for both managerial and cultural responsibilities.
Adoption of this records management model is aimed at integrating and
institutionalizing records and archives management with business processes in the

Cederberg Municipality.

Records Management Policy of Cederberg Municipality



According to the records management continuum model, there are four stages of
records management, namely,
e creation orreceipt;
e cClassification;
* establishment of retention/disposal schedules and their subsequent
implementation;

e maintenance and use (in the creating office, inactive storage or

archives).

All four stages are interrelated, forming a continuum in which both records managers
and archivists are involved, to varying degrees, in the ongoing management of
recorded information. Fundamental to this model are the integration of recordkeeping
processes into the organization's business systems and processes; and the continuing
use of records regardless of media or form for transactional, evidentiary, and memory

puUrposes.

4. Policy statements

4.1 Creation or receipt of records

4.1.1Records creation and receipt is the responsibility of all staff, hence records
management in Cederberg Municipality shall be integrated with the activities
that promote the core mission and vision of the organization instead of being

considered as an add-on section.

4.1.2Records are created internally or received from external sources and bear
evidence of internal and external activities of an organization. This evidential
quality of records distinguishes them from any other type of information

resource which may be produced and retained solely for reference purposes.

4.1.3Records creation can occur in many ways using a variety of devices, such as

personal computers, laptops and hand-held devices.

Records Management Policy of Cederberg Municipality



4.1.4Records are important resources for planning, decision-making, accountability,
good governance, research and to support service delivery. Creators of

records must bear this in mind when records are created.

4.1.5Records created in Cederberg Municipality must be usable, accurate,
authentic, have integrity, and be reliable and since their evidentiary value

may be at risk of not being accepted. In order for a record to be authentic,

reliable; have evidential weight and legal admissibility,

i.  the record must bear all of the following:

e thelogo and address of the creating organisation:;

* record creation date;

o file reference number (from file plan approved by WCARS);

e author/s of the record;

e Qqddressee;

e signature of the author or delegate. In the case of electronic records,
Sections 13(4) and 28(2) of the Electronic Communications and
Transaction Act, 2002 (Act 25, 2002)apply;

indication of attachments and or links to other records: and

subject matter

ii. The record must be whole and unaltered or reformatted. If for example,
someone alters the minutes of a meeting after they have been approved,
the minutes can no longer be considered an accurate record of the
meeting. Complete and accurate records lead to efficiency and

effectiveness; ensure straightforward audits and reduced legal risks.
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ii.  Processes associated with individual records such as version control must
e documented to reduce the risk of working from or updating the wrong

version of a document or sending out the wrong version.

iv.  An electronic records management system used to create; provide
access to and manage records (including hardware, software and

network infrastructure must:

a. be reliable, that is, be capable of continuous operation.
Documentation to prove reliability must be kept and provided
when needed;

b. have security measures in place to protect records from
unauthorized access, alteration or disposal;

C. be capable of implementing all records management processes
according to the Records Management Continuum Model;

d. be capable of retaining the authenticity, reliability and integrity of
records should there be a system change; migration or
discontinuation.

e. be approved by WCARS as stipulated in the Provincial Archives
and Records Service of the Western Cape Act, 2005.

v. ECM/MyContent is the approved electronic records management system for
Cederberg Municipality departments.  While Collaborator  Content

Management system is approved for use by local governmental bodies
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4.1.6A record is created as evidence of decisions, actions and fransactions. Records
must therefore be created at the time of the transaction or incident to which
they relate, or soon afterwards, such as documenting the minutes of a
meeting from recordings made during the meeting. Reliability therefore will be
apparent if there is evidence that the records were created and captured as
part of a legitimate business process. The operational context or business

process within which a record has been generated or managed should also

oEVISIoE.

4.2 Records classification

Records classification is an important method of procedural control over records
creation (thus contributing to the reliability of records), as well as a critical means for
the identification of records in context over time and space (thus confributing to
establishing and maintaining the records authenticity). Records classification facilitates
efficient management and retrieval of records and lays a foundation for other records

management processes such as scheduling, disposition and transfer.

4.2.1 Records classification shall be performed when the record is created since the
individual creating the record is in the best position to provide its proper
classification. Records Managers however are responsible for the overall

maintenance and management of the records classification scheme.

4.2.2 Records managers shall compile records classification schemes which must be
approved by the Cederberg Municipality Archives and Records Service before

embarking on records management processes.

4.2.3 Amendments and additions can be done to records classification schemes when

the need arises in consultation and approval by the WCARS.
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4.2.4 WCARS has adopted the Uniform File Plan as a transversal records classification
scheme for use by Cederberg Municipality government departments. The benefit
of the Uniform File Plan is mainly to standardize records management in the
Cederberg Municipality government departments and provide easier access to
governmental records. The Uniform File Plan shall be the only records classification
scheme used in the ECM/MyContent.

4.2.5 Other Cederberg Municipality other than Cederberg Municipality government

departments shall use records classification schemes approved by WCARS.

4.2.6 Records classification schemes must be used to assign file reference numbers to

records created and received.

4.2.6 Records Control Schedules shall be developed for records other than

correspondence.
4.3 Retention/disposal

4.3.1 Due to the evidentiary nature of records, it is important that they are retained
Records shall be kept for as long as they are needed to satisfy operational; legal;

regulatory; research or historical requirements.

43.2 Allrecords irespective of medium in which they are stored shall have a retention

period.

4.3.3 Scanned records are meant for reference purposes and easier access and are
not meant to be retained permanently. Retention periods assigned to their
original paper-counter-parts shall be applicable. This also applies to print-outs of
born-digital records. If this is not done, physical and electronic storage, system

performance, access and retrieval times can be compromised.

10
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4.3.4 The records managers of Cederberg Municipality shall develop a records

4.2 5

inventory to provide an indication of the number, format and type of records
within that body and where they are stored; series description and
recommended retention. The records inventory shall also be used to develop

and updatie records retention schedules and analyse the value of records.
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4.3.6

437

4.3.8

possible, the archival value of the record shall be determined during the
appraisal process to ensure that the identified archival records are maintained

properly until they are transferred to the WCARS.

Records retention schedules shall be developed by records managers to record
refention periods. The Head of the government body shall nominate a team
with decision-making powers and business professional knowledge o develop
retention periods for the body. The retention schedules shall be reviewed
regularly to effect changes which affect management of records, for example
when new directorates or sections are created. The retention schedule can also

be used to note the security classification of records.

Destruction of records poses a risk to any organisation and therefore must be
approached with caution. Officials must not destroy any record without
approval of the Head of the governmenial body. The records manager must
with the authorization of the Head of the government body, obtain writien

destruction approval from WCARS on behalf of the governmental bodly.

The file plan of the governmental body must be two vears and older before

application for disposal can be approved by WCARS
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4.3.9

4.3.10

Transfer of records to the archive; another governmental body; another office:
electfronic records management system, or to commercial offsite storage
{including off-site data centres and cloud storage) shall take place in
consultation with WCARS.

Commercial offsite storage areas are not recommended for storage of
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43.11

4.4

4.4.1

4.4.2

—

ensure that there is a proper flow of records to prevent blockage. However, if a
need arises for off-site storage to be used, this shall be done in consuliation with
WCARS.

When approval has been granted to transfer records to the archive,
arrangement for transfer of such records shall be made with the WCARS prior to

the transfer of the records.

Maintenance and use

Records managers shall develop o records management policy and procedures
to ensure the overall administration of records management processes of the
governmental body. The policy and procedures shall be approved by the
WCARS.

It is however every official's responsibility to ensure that records in their care are

protected from perils and any harmful materials which can damage records.

4.4.3 Records shall not be kept in offices but in the registry for ceniral access, until their

disposal or transfer. Access and use shall be according to registry procedures of

the governmental body.
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4.4.4 Inactive records shall be stored in the prescribed storage areas approved by
WCARS. These records shall be organised logically to facilitate easier retrieval
when needed, and fransferred to the archive or destroyed at the appropriate

time.

4.4.5 Security measures shall be in place in and around the registry and records storage
areas to prevent unauthorised access

4.4.6 Security classified records shall be managed and used according to Chapter 4 of
the Minimum Information Security Standards (MISS) and ISO/IEC 27002:2005.

Records managers shall provide access to these documents to all staff,

4.4.7 Records manager shall conduct regular records inspections in their respective
Cederberg Municipality to ensure safety and security of records in use by officials

and ensure that proper records management practices are in place.

4.48 WCARS shall conduct periodic records management audits to monitor

compliance to the Act and this policy by Cederberg Municipality.

4.4.9 Records managers and Information Technology Officers shall develop disaster
management and disaster recovery plans and submit them to WCARS for

approval before implementation.
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4.5 Training

4.5.1

All records management staff, including records managers, registry heads, work
study officials, trainers and registry staff must attend the Western Cape Archives
and Records Service's Records Management Course and Registry Clerks Course

as well as any other fraining that might be offered from time to time to equip
ithem.for thai specific responsibiliii

i
/ i

PN

staff shall in turn train other officials within Cederberg Municipality.

4.5.2 Records managers and IT practitioners are encouraged to embark on continuing

4.5.3

4.54

professional development so as to keep up with trends and rapid changes in

records management, relevant legislation and technology.

Records management is the responsibility of everyone who creates records,
therefore training is compulsory to all staff of governmenial bodies. All staff shall
be frained to use an electronic records management system and nofified of

updates and changes.

Records managers shall take advantage of information and communication
technology to enhance staff iraining, such as e-learning, electronic records

management guides and manuals.
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5. Roles and responsibilities

5.1

5.2

The Head of the Cederberg Municipality Archives and Records Service is
responsible for the proper management of public records. The Municipality shall
appoint a records manager as stipulated in Section 9.5(a) of the Provincial
Archives and Records Service of Western Cape Act, 2005.

The records manager shall be responsible for ensuring that the Municipality

5.3

5.4

5.5

complies with The requirements of the Act.

The Cederberg Municipality with several components can appoint Assistant
Records Managers for each component. These Records Managers however
remain accountable to the Records Manager of the Cederberg Municipality.
The Records Manager in collaboration with the [T Department must ensure that
records in the custody of the Cederberg Municipality are properly managed,
accessed and secured.

Records management is an essential role of all employees, every employee
therefore is responsible for creating and keeping such records as may be
necessary to fully and accurately record the functions, fransactions, operations,

decisions, administration and management of the Cederberg Municipality.

6. Monitoring and review of policy

The Head of the Department shall periodically monitor implementation of

this policy by the Cederberg Municipality

i.  The policy will be reviewed annually to accommodate new developments

and changes.
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Definition of key terms

Act:

Classification:

Qff.site

Provincial Archives and Records Services of the Cederberg
Municipality Act, 2005(No.3 of 2005)

systematic arrangement of records in groups or
categories according to established criteria

Storage:

Record:

A remote storage facility or site equipped to provide protected

stforage for magnetic/optical media, microfim, and paper records.

recorded information arising from transactions. It is created as g
by-product of social and organisational activity in the course of
transacting business of any kind, whether by governments,
businesses, community organisations or private individuals. It is
therefore defined by its contextuality and tfransactionality. The
documentation of transactions may be in any storage media and
is increasingly an electronic process, such as, emails, internet
confent blogs, wikis, media sharing services, social networking
systems, collaborative tools or any information that is paper

based.

Records classification

scheme

a tool used to classify records based on the business activities that
generate records and also referred to as a file plan. Records
classification schemes are not based on organizational structure
but reflect and support the organization's business functions and

activities.
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Records

management: The caopturing and maintaining of accurate, complete, reliable
and useable documentation of activities of an organization in
order to meet legal, evidential, accountability and social/cultural

requirements
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