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Date: 

15 October 2007
To
:
THE EMC, EXECUTIVE DEANS, CHIEF DIRECTORS, DIRECTORS, CAMPUS DIRECTORS AND HEADS OF ALL DIVISIONS AND DEPARTMENTS

CIRCULAR:
6/2007
Notice of the implementation of the fixed line limit on all landline telephones on 1 January 2008

1.
The EMC has approved in principle on 10 September 2007 the roll out of the PIN (Personal identification number) and BID (Business identification number) as well as a default limit of R75.00 per telephone user for all official calls made per month, excluding the line rental.  Should the HOD of a department/directorate decide that the R75.00 limit (on the BID) will not be sufficient, due to the inherent nature of a staff member’s work, a higher limit, as set out hereafter, may be approved, with the authorisation of the EMC member concerned.

Where higher limits need to be approved, the following monthly values will be applicable for the fixed limit category for BID dialing. The HOD must complete a form for each staff member in the department/directorate.
R75.00

R150.00

R300.00

R500.00

R750.00

R1000.00


A temporary increase in fixed category limits can be implemented, with the necessary written recommendation from the Dean / Head of Directorate / Department and the written authorisation by the applicable member of EMC in exceptional cases such as peak registration times, student unrest and negotiations, system upgrades and implementations and other emergency situations.
2. The limit will be set per PIN and BID.
3.
PIN dialing (private calls) will have a default monthly limit of R75.00. Each staff member has to complete the necessary documentation, to give TUT permission to deduct the full amount of PIN identified call costs directly from their salaries, as stated and regulated by section 34 of the Basic Conditions of Employment Act, Act 75 of 1997.  According to Section 34, an employee must give written consent before a deduction is made from his or her salary. Deductions can only be made from employees who have completed this debit order form.
4.  The staff member must be aware that the full amount will be deducted from their salaries the following month.

Only the following monthly values will be applicable for the PIN dialing. 

R 75.00
5. 
If the user, however, reaches the PIN dialing limit the device (PIN) will be blocked for all outgoing calls.  [The user will be notified that this will happen as they will receive alerts when 80% and 100% of the limit is reached].
6.
Staff members who do not wish to receive a PIN code for private dialing, will only receive a BID code for business dialing. Staff members will be able to make private calls by using a TELKOM World Call Card. To connect directly to the TELKOM for this option, staff members can dial 8999.
7.
If the user, however, reaches the BID dialing limit the device will be blocked for all outgoing calls.  [The user and HOD will be notified that this will happen as they will receive alerts when 80% and 100% of the limit is reached].  If a limit should be increased or a device reopened, point 8 of this document will be applicable.
8.
No limit will be increased or a device that has been blocked re-opened without the necessary motivation from the HOD of that department / directorate and written authorisation by the applicable member of EMC.  The Telecommunication Department in ICT Services will then overwrite the default limit, as requested by the HOD.
9.
The telephone month runs from the 23rd of a month, to the 22nd of the following month.

10.
All devices will be opened automatically once the new month starts.
11.
Currently, the fax numbers are associated with a department. The fax line will be blocked for internal extensions only.  Staff members, who need to use the fax, will have to use their PIN or BID. 
12.
The traffic class of service will be assigned to the PIN and BID and not to the extension.  In cases where there is no need for a PIN (Personal identification number) and BID (Business identification number), for example at the security office, with private businesses or other identified services, the traffic class of service will be assigned to the extension.
13.
The following traffic class of service is available:

· International

· National (Includes cell phone calls)

· Local (Pretoria and Johannesburg area). It allows only speed dial dialing to cell phones or other long distance numbers.
· Speed dialing as well as internal extensions
· Internal (It allows only  internal extension dialing)

14.
It should be noted that speed dials, although it is a short code, is actually dialing cellular numbers or long distance calls.  There are thus costs associated with dialing speed dial numbers.
15.
It should be noted that the redial functions as currently used, will not function with the PIN and BID implementation.  This function will be null and void. Staff members with digital phones, will be able to program a key on the phone for this function.  This option, however, is not recommended, as the PIN or BID will appear on the telephone report, and the PIN and BID will not be confidential.  Abuse may occur.

16. 
It should also be noted that the PIN and BID will be implemented at the Nelspruit, Polokwane and Emalahleni campuses once the new PABX equipment has been installed. 
17.
ICT Services will provide quarterly reports to the HOD, the EMC member as well as EMC of actual BID identified costs above the R75.00 limit for information and possible corrective action.
18.
Finally it should be noted that any amounts that haven’t been used in one month can not be rolled over to the next month and also doesn’t become available for private usage.  The policy remains applicable:


“The abuse of TUT’s telecommunication services, which shall include but not be limited to charging personal long distance calls to TUT, conducting business related to outside employment or business ownership, making or receiving an excessive number of personal calls, or disclosing confidential information over the phone, may result in disciplinary action being taken against the staff member concerned, including termination of the service. …..”
Prof J Molefe

Deputy Vice-Chancellor (Institutional Planning and Operations)







