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1. DEFINITIONS AND INTERPRETATIONS
1.1 Definition

1.1.1 “Access fee” means a fee prescribed for the purposes of saction 22(6) of the

Promotion of Access to Information Act hereto referred as PAIA.
1.1.2 “Data subject” means the person to whom personal information relates.

1.1.3 “Deputy Information Officer” means the designated individual in the public or
private body who is responsible for assisting the Information Officer with the PAIA

Request.

1.1.4 “Guide” means the guide on how to use PAIA by any person who wishes to
exercise any right contemplated in the Promotion of Access to Information Act 2 of 2000
(PAIA} and the Protection of Personal Information Act 04 of 2013, as contemplated in
section 10 of PAIA.

1.1.5 “Human Rights Commission” means the South African Human Rights
Commission referred to in section 181 (1) (b) of the Constitution.

1.1.6 “Information Officer” means the Head of Department of the Limpopo Department

of Public Works Roads and Infrastructure.

1.1.7 “Information Regulator” means the Information Regulator established in terms of

section 39 of the Protection of Personal Information Act, 2013.

1.1.8 “Internal appeal” means an internal appeal to the relevant authority in terms of
section 74 of PAIA.

1.1.9 “Minister” means the Cabinet member responsible for the administration of justice.
1.1.10 “Person” means a natural person or a juristic person.

1.1.11 “Personal information” means information relating to an identifiable natural

person, including, but not limited o ~
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(a)  information relating to the race, gender, sex, pregnancy, marital status, national,
ethnic or social origin, colour, sexual orientation, age, physical or mental health, well-

being, disability, religion, conscience, belief, culture, language and birth of the person.

(b) information relating to the education or the medical, financial, criminal or

employment history of the person.

{(c) any identifying number, symbol, email address, physical address, telephone

number, location information, online identifier or other assigned to the person.
(d)  the biometric information of the person
(e)  the personal opinions, views, or preferences of the person.

(f) correspondence sent by the person that is implicitly or explicitly of a private or
confidential nature or further correspondence that would reveal the contents of the original

correspondence.
(g)  the views or opinions of another individual about the person; and

(hy  the name of the person if it appears with other personal information relating to the
person or if the disclosure of the name itself would reveal information about the person

but excludes information about an individual who has been dead for more than 20 years.
1.1.12 "Public body” means —

(a)  any department of state or administration in the national or provincial sphere of

government or any municipality in the local sphere of government; or
(b)  any other functionary or institution when

(i) exercising a power or performing a duty in terms of the Constitution or a provincial

constitution; or
(i) exercising a public power or performing a public function in terms of any legislation.

1.1.13 “Record” of, or in relation to, a public or private body, means any recorded
information —

{a) regardless of form or medium,
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(b)  inthe possession or under the control of that public or private body, respectively;
and

(c)  whether or not it was created by that public or private body, respectively.
1.1.14 “Request for access”, in relation to ~

(a) a public body, means a request for access tc a record of a public body in terms of
section 11 of the Act.

1.1.15 “Request for access”, in relation to —
(a)  apublic body, means

(i) any person (other than a public body contemplated in paragraph (a) or (b)(i) of the
definition of 'public body', or an official thereof) making a request for access to a record

of that public body; or
(i) a person acting on behalf of the person referred to in subparagraph (i).
(b) a public body, means

(i) any person, including, but not limited to, a pubtic body or an official thereof, making

a request for access to a record of that private body; or
(ii) a person acting on behalf of the person contemplated in subparagraph(i);

1.1.16 “Responsible party” means a public or private body or any other person which,
alone orin conjunction with others, determines the purpose of and means for processing
personal information.

1.1.17 “Third party’, in relation {0 a request for access to —

(a) a record of a public body, means any person (including, but not limited to, the
government of a foreign state, an international organisation or an organ of that

government or organisation) other than —

(i) the requester concerned; and

(i) a public body; or @(
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(b}  arecord of a private body, means any person (including, but not limited to, a public
body) other than the requester.

1.1.18 “The Act” means the Promotion of Access to Information Act 2 of 2000 as

amended, and includes any regulation made and in force in terms of section 92.

1.2 Interpretation

1.2.1 any reference to any statute, regulation or other legislation shall be a reference to
that statute, regulation, or other legislation as at the signature date, and as amended or

substituted from time to time.

1.2.2 if any provision in a definition is a substantive provision conferring a right or
imposing an obligation on any party then, notwithstanding that it is only in a definition,
effect shall be given to that provision as if it were a substantive provision in the body of
this Manual

1.2.3 where any term is defined within a particular clause other than this, that term shall

bear the meaning ascribed fo it in that clause wherever it is used in this document

1.2.4 where any number of day's is to be calculated from a particular day, such number
shall be calculated as excluding such day and commencing on the next day. If the last
day of such a calculated falls on a day which is not a business day, the last day shall be
deemed to be the next succeeding day which is a business day.

1.2.5 any reference to days (other than a reference to business days), months or years

shall be a reference to calendar days, months, or years, as the case may be

1.2.6 the use of the word "including" followed by a specific example/s shall not be
construed as limiting the meaning of the general Wording preceding it and the eiusdem
generis rule shall not be applied in the interpretation of such general wording or such

specific example/s.

1.2.7 insofar as there is a conflict in the interpretation of or application of this Manual
and the Act, the Act shall prevail.

vii
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1.2.8 this Manual does not prove to be exhaustive or to comprehensively deal with every
procedure provided for in the Act. A requester is advised to familiarise his/her/itself with

the provisions of the Act before lodging any request with the Regulator.

2. LIST OF ACRONYMS AND ABBREVIATIONS

CONSTITUTION . Constitution of the Republic of South Africa, Act No. 108 of

1996
D10 . Deputy Information Officer
10 » Information Officer
MINISTER : Minister of Justice and Correctional Services
PAIA : Promotion of Access to [nformation Act No.2 of 2000
PAJA : Promotion of Administrative Justice Act No.3 of 2000
PFMA . Public Finance Management Act No. 1 of 1999 as amended
POPIA : Protection of Personal Information Act No. 4 of 2013
REGULATOR . Information Regulator

SAHRC . South African Human Rights Commission

vii
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3. OVERVIEW AND OBIJECTIVES OF THE MANUAL

The Promotion of Access to Information Act 2 of 2000, (PAIA) gives effect to section
32 of the Constitution, which provides that everyone has the right to access information
held by the Sfate, as well as information held by another person (or private body) when
such privately held information is required for the exercise and protection of rights.
More broadly, PAIA aims to underline the importance of access to information in a
democratic society by fostering a culture of transparency and accountability. PAIA
does this by requiring public (government} and private (non-government) bodies to
create both a manual describing the type of records they hold, and procedures for
others to access that information.

PAIlA also sets limits on the types of information that can be accessed i.e., information
requested might not be granted under various circumstances. This manual is compiled
in accordance with Section 14 of PAIA and offers an oufline of the Limpopo
Department of Public Works ,Roads and Infrastructure information which is accessible
to the public. This includes its structure, functions, and objectives; contact details; the
procedure for requesting information; Information that is automatically available; fees
payable when requesting access to any of these records. In addition, PAIA reinforces
the confidentiality of this information by providing that it must not be disclosed in terms
of the Act, except to the person to whom it relates or that person’s authorised
representative. Furthermore, PAIA provides for confidentiality of various aspects of the
Department 's business operations, where this would be appropriate or applicable.
The sections that follow describe the Department's procedures for requesting access
to its records. This is consistent with the emphasis the Department places on fostering
a culture of transparency, within the ambit of the law, as well as its adherence fo the

principles of accountability, integrity, and responsibility to stakeholders.

4. PURPCSE OF PAIA MANUAL

4.4  This manual can be used by members of the public to —
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4.1.1 establish the nature of the records which may already be available at the
Limpopo Department of Public Works, Roads and Infrastructure hereto referred as the
Department, without the need for submitting a formal PAIA request.

4.1.2 understand how to make a request for access to a record of the Department.

4.1.3 access all the relevant contact detaiis of the people who will assist the public

with the records they intend to access.

4.1.4 know all the remedies available from the Depariment regarding request for
access to the records, before approaching the Courts.

4.1.5 describe the services available to members of the public from the Department
and how to gain access to those services.

4.1.6 outline the description of the guide on how to use PAIA, as updated by the
Department and how to obtain access to it.

4.1.7 understand if the Department will process personal information, the purpose of
processing personal information, the description of the categories of data subjects and
of the information or categories of information relating thereto.

4.1.8 know if the Department has planned to transfer or process personal information
outside the Republic of South Africa and the recipients or categories of recipients to
whom the personal information may be supplied; and

4.1.9 know whether the Department has appropriate security measures o ensure the
confidentiality, integrity and availability of the information which is to be processed.

5. STRUCTURE OF THE LIMPCPO DEPARTMENT OF LIMPOPO DEPARTMENT
OF PUBLIC WORKS, ROADS AND INFRASTRACTURE. Limpopo Department of
Public Works, Roads and Infrastructure has five District offices, namely Capricomn,
Mopani, Sekhukhune, Vhembe and Waterberg and Polokwane as its Head office.

The Department is headed by the Member of the Executive Council (MEC) as the
political head and the Head of Department as the Accounting Officer. it has six Chief
Directors responsible for Sustainable Resource Management, Road’s infrastructure,

Education, Health, Financial Management as well as Cooperate services.

10
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6. KEY CONTACT DETAILS FOR ACCESS TO INFORMATION OF THE LIMPOPO
DEPARTMENT OF AGRICULTURE AND RURAL DEVELOPMENT

6.1 Information Officer

Name : Mr. Phukuntsi MJ
Tel : 015 2847593

Email I phukuntsim@dpw.limpopopo.gov.za

i1
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6.2 Deputy Information Officer (NB: if more than one Deputy Information Officer is
designated, please provide the defails of every Deputy Information Officer of
the body designated in terms of section 17 (1) of PAIA)

Name ; Mr. Lefawane ME

Tel : 0152847175

Email : lefowane me@dpw.limpopo.gov.2a
Fax Number : N/A

6.3  Access fo information general contacts

Email : dow.limpopop.qov.za

6.4 Head Office

Postal Address: Limpopo Department of Public Works, roads and  Infrastructure
Private Bag 9490

POLOKWANE

0700

Physical Address: 43 Kerk Street

Polokwane Central

POLOKWANE

Q700

Telephone 015 2847252

Email Rogersfraderika@dpw limpopo.gov.za
Website : dpw. limpopo.gov.za

7. REMEDIES AVAILABLE IF PROVISIONS OF PAIA ARE NOT COMPLIED
WITH OR IN RESPECT OF AN ACT CR A FAILURE TO ACT BY THE
DEPARTMENT

7.1 If the Department fails to comply with the provisions of PAIA, the requestor or

any aggrieved person may, in accordance with section 78 of PAIA and the Promotion

12



CONFHDENTIAL DOCUMENT

of Administrative Justice Act 3 of 2000 (PAJA), approach the Court with jurisdiction for
appropriate relief.

7.2 If the requester or third party is aggrieved by the decision of the Department,
he or she may, by way of an application and within 180 days, apply to a court for
appropriate relief in terms of section 82 of the Act.

7.3.1 Internal Remedigs

7.3.11 An internal appeal can only be lodged, in terms of section 74 of PAIA,
with the relevant authority.

7.3.1.2 Accordingly, a requester may lodge an internal appeal against a decision
of the Information Officer or Deputy Information Officer on the following grounds —

7.3.1.3.1 refusal to grant access to the records.

7.3.1.3.2 the tender or payment of the request fee in terms of section 22(1) of
PAIA; or

7.3.1.3.3 the access fee to be paid is too excessive; or

7.3.1.34 the tender or payment of a deposit in terms of section 22(2) of PAIA; or
7.3.1.35 the decision of the Information Officer to grant a request for access; or
7.3.1.3.6 an extension of period in terms of section 26(1) of PAIA; or

7.31.3.7 refusal to grant access to records in a particular form requested, in terms
section 29 (3) of PAIA.

7.3.1.3.8 failure to disclose records: or
7.3.1.3.9 refusal to grant request to waive the fees.

7.3.2 Athird party may lodge an internal appeal against a decision of the Information

Officer or Deputy information Officer to grant a request for access to a record.

7.3.3 In order to appeal against any decision(s) made by the Information Officer or
Deputy infarmation Officer, referred to in paragraph 7.3.1.2 above, a requester must
lodge an internal appeal by completing Form 4. Form 4, attached hereto, must be

submitted to the same Information Officer or Deputy information Officer that made the

13
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original decision, who is then required to forward it to the Executive Authority within

ten (10) working days after receiving an internal appeal.

7.34 Period within which to lodge an appeal

7.3.4.1 An internal appeal form must be delivered or sent to the Information
Officer or Deputy information Officer's address or electronic mail address, contact

details of which can be found in paragraph 6 above —
7.3.4.1.1 within 80 days after the decision was taken.

7.341.2 within 30 days of notice is given fo the third party of the decision
appealed against.

7.3.5 The Appeal must be submitted to the Information Officer who must in terms of
PAIA, forward it to the Executing Authority, within ten (10 days, together with —

7.3.5.1 his or her reasons for the decision concerned; and

7.35.2 the name, postal address, phone and fax number and electronic mail
address, whichever is available, of any third party that must be notified of the request,
in terms of section 47 (1) of PAIA.

7.3.6 The Appeal must be delivered or sent to any of the contact information listed in
paragraph 6 above,

7.3.7 The Department may, upon good cause shown, allow the late lodging of the
internal appeal. If the Executive Authority is not satisfied with the reasons advanced
for late lodging of the appeal; the request will be disallowed on written notice to the
person that lodged the internal appeal.

7.3.8 A requester lodging an internal appeal against the refusal of his or her request
for access may pay the prescribed appeal fee (if any or unless he/she is exempted
from paying fees). If the prescribed appeal fee is payable in respect of an internal

appeal, the decision on the internal appeal may be deferred until the fee is paid.

7.3.9 The Executive Authority must process and decide on the internal appeal within
thirty (30) days from the date on which the internal appeal was received by the
Information Officer or Deputy Information Officer.

7.3.10 External Remediss
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7.3.11The decision made by the Executive Authority, pertaining to any of the
decisions the requester or third party is aggrieved by, is final and the requester or third
party may, by way of an application, within 180 days apply to a court for appropriate
relief in terms of section 82.

8. GUIDE ON HOW TO USE PAIA AND HOW TO OBTAIN ACCESS TO THE GUIDE

8.1  The purpose of the Guide is to provide information that is needed by any person
who wishes to exercise any right contemplated in PAIA and POPIA.

8.2  This Guide will specifically assist a person, also called data subject, on how to
access her or his personal information in terms of section 23 of POPIA. The aforesaid
Guide contain the description of ~

8.2.1 the objects of PAIA and POPRIA.

8.2.2 the postal and street address, phone and fax number and, if available,

electronic mail address of —
8.2.2.1 the Information Officer of every public body, and

8.2.2.2 every Deputy Information Officer of every public and private body
designated in terms of section 17(1) of PAIA and section 56 of POPIA,

8.3 the manner and form of a request for -
8.3.1 access to a record of a public body contemplated in section 11 of PAIA; and
8.3.2 access to a record of a private body contemplated in section 50 of PAIA.

8.3.3 the assistance available from the Information Officer of a public body in terms
of PAIA and POPIA.

8.3.4 the assistance available from the Regulator in terms of PAIA and POPIA.

8.3.5 all remedies available in law regarding an act or failure to act in respect of a
right or duty conferred or imposed by PAIA and POPIA, including the manner of

lodging —
8.3.5.1 an internal appeal.
8.3.6.2 a complaint to the Regulator; and

15



CONFIDENTIAL DOCUMENT

8.3.5.3 an application to a court against a decision by the Information Officer of
a public body, a decision on internal appeal or a decision by the Regulator or a decision

of the head of a private body.

8.3.6 the provisions of sections 14 and 51 require a public body and private body,

respectively, to compile a Manual, and how to obtain access to a manual.

8.3.7 the provisions of sections 15 and 52 of PAIA providing for the voluntary
disclosure of categories of records by a public body and private body, respectively

8.3.8 the notices issued in terms of sections 22 and 54 of PAIA regarding fees to be

paid in relation to requests for access; and

8.3.9 the regulations made in terms of section 92 of PAIA

9. CATEGORIES OF RECORDS HELD BY THE DEPARTMENT

9.1 Records held by the Department are generated through each of its divisions,
the core operations processes under both PAIA and POPIA.

9.2 Each division of the Department generates substantive records which relate
specifically to the outputs of the division and operational records during organizational

operations.

9.3 The categories of records generated in the Department are classified in the

manner listed below —

9.3.1 according to the file plan for correspondence, files on strategic support, core

functions, and operational processes of the Department.

9.3.2 the Records Control Schedule for other records including publications and

audio-visual records and the electronic information systems of the Department.

9.4  Certain records of the Department are acquired in the course of work of the
Department and in certain instances records are received from public and private
bodies in accordance with PAIA and POPIA.

9.5 The Department reserves the right to transfer requests for records to relevant
bodies where these bodies were the primary holders or generators of the information

requested, or where the Department no longer has possession of such a record.
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9.6 The Department also reserves the right to create new categories of records
where this is necessary. This Manual will be updated to reflect changes in categories

of records accordingly.

9.7 Description of the subjects on which the Department holds records, and

the categories of records held on each subject

9.7.1 The Department holds the following records, which are available from the
Department and may be requested by way of the PAIA request process prescribed in
paragraph 9.7..3 below. Such records usually do not have information which can
reasonably be said to be of a confidential nature.

9.7.2 Mos{ records which fall into this category of information are available from the

registry of the Department.

9.7.3 Below is the list of records and information that may be formally requested in
terms of PAIA.

Strategic Annual  Reports, Strategic Plan, Annual | X
Documents, Performance Plan.

Flans,

Proposals

Human HR policies and procedures; - Advertised posts; - | X
Resources Employees records; - Learning and Development

e.g.. - Skills Development and Training - Plans -
Employment Equity Plan and - Statistics

Operational Protocols Agreements, Supply Chain Management, | X
Policies or | Procurement Plans, Specific Tenders & Contracts,
Plans or | Donations, Funds, Suppliers, Risk Management,

Procedures or | Audit, IT, Finance Management, Human Resources,

Frameworks Marketing and Branding Records Management,

17
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Legal, Policy, | Research Strategy and Plan - Research Papers
Research

Corporate Organizational and Business Plans; - Memorandum
Goverhance of Understanding; - Occupational Health and Safety

Plan; - Loss Control Register; - Evacuation

procedures

Manual and
Guide

Manual and Guide on how to use PAIA

Publicity and | Publications, Investigation and Assessment

Marketing Reports, Frequently Asked Questions (FAQ's) etc.

Materia

[nformation Incidents and Service Requests; - Asset Issuing and

Technology Custodian - Information; - System Event Logs; -
System Performance Logs; - Systems Maintenance
Check lists; - Monthly Operations Reports; - Service
Level Agreements; - ICT Policies and Procedure
Manuals; - Network maintenance; - System
Development lifecycle - documents

Publications Booklets, Books, Periodicals, Journals, Reporis,
Newsletters, Bulletins, Magazines, Pamphlets, E-
Pubiications

Media Press releases, Radio and TV Interviews,
Statements, Participation details, Official Speeches
and Messages, Gifts and Awards, Website content
and corporate identity and endographs.

Events, Presentations, Discussions, Documents

Functions,

Seminars and

Conference

18
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Registers File Plans, Records Control Schedule

Reports /| Conferences Research and Findings, Monitoring

Minutes /| and Evaluation, Statistics, Surveys, Submissions on

Decisions Legislation

Supply Chain ! BID Documents, Contracts, Purchase Orders,

Matters Quotations, Tenders, Terms of Reference and
Leases, List of applicants for Tenders, List of
Tenders Awarded

Investigation Subpoena based Hearings, Summons, warrants to

and search, and seize items, Enforcement Notices,

compliance Information Notices, HR Interventions, Public
Hearings, Plenary Reports and investigation report.

Finances Financial  Accounting,  Financial  Reporting,
Contracts and Tender Administration, Asset
Management / Register, Management Accounting,
Estimates, Statements, Budgets, Reports, Audit
Records, Revenue Statements, Reports and
Retumns

Audio-Visual Slides, Photographs, Films, Videos

Recordings

9.8
to records

9.8.1 The records listed in the categories below may be formally requested, but

access to parts of these records or the whole record may be refused on legal grounds

Categories of records that may be subject to the grounds for refusal of access

listed in sections 33 fo 46 and sections 62 to 70 of PAIA.

9.8.2 The Department reserves the right to refuse access to records where the

processing of the record will result in a substantial and unreasonable diversion of its

resources.
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0.8.3 Access will also be refused where requests are clearly frivolous and or

vexatious.

9.8.4 However, the Information Officer or Deputy Information Officer(s) may grant a
request for access to a record of the Department, if -

9.8.4.1 the disclosure of the record would reveal evidence of a substantial

contravention of, or failure fo comply with the law; and

9.8.4.2 the public interest in the disclosure of the record clearly outweighs the

harm contemplated in any of the grounds for refusal of access to records.

Security related information

Regulator internal communiques X
Records held by Legal Services X
Executive Management internal confidential communication | X
Research conducted by Service Providers for the | X
Department

Confidential client communications X
Privileged information held during investigations, X

conciliation, closed hearings, attorney client information, | X

third party information

Specific Human Resource Personnel information, including, | X
but not limited to files relating to disciplinary process and

records, medical information, and personal information

Certain Service Level Agreements X
Certain Tender Documentation X
Agendas and Minutes of Meetings and correspondence X
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Draft reports, policies, and discussions documents X

Research papers and Legal opinions - Enforcement | X
Notices; - setflement between the parties; - Assessment

report; - Information Notice; - Search warrants; and -

Subpoenas.
Invoices and proof of payments X
Certain forensic reports X

10. RECORDS OF THE LIMPOPO DEPARTMENT OF PUBLIC WORKS, ROADS
AND INFRASTRACTURE WHICH ARE AVAILABLE WITHOUT A PERSON
HAVING TO REQUEST ACCESS, IN TERMS OF SECTION 15(2) OF THE ACT

qe for a

Forms

appeal form (PAIA form 4)

Policies, Guidelines | PAIA Manua!l

Strategic Documents | Annual Reports; Strategic Plan; Annual Performance Plan.
(Plans and Report) | Service Delivery Improvement Plan
Employment Equity Reports

Approved Organizational structure.
Departmental file plans.

Audited financial statements.

Departmental policies and procedure Manuals,
Citizens ‘s report.

Promotion of Access to Information Manual.
Service Standards.

Service Delivery Charter.

Statement of commitment.
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Departmental Events Calendar.
MEC Budget Speech.
Departmenta! Circulars,

Public Service Forms.

Staff Contact details Directory.
Journals and magazines,
Tender Documents.
Newsletters.

Promotional materials.
Engineering planning reports.

Departmental tariffs schedules.

11.  PROCEDURE FOR ACCESS TO RECORDS HELD BY THE DEPARTMENT

11.1  Section 18 of PAIA prescribes the procedure to be followed in making a request
for access to information held by the Department. Section 23(1) of POPIA also
provides the procedure to access personal information. Manner of access to personal
information in terms of section 23 of POPIA should be in accordance with section 18
of PAIA

11.2 A requester or data subject must use the prescribed form, FORM 2, when

requesting access to a record or personal information. Form 2 is annexed hereto.

11.3 A requester is any person making a request for access to a record of the
Department and in this regard, PAIA distinguishes between two types of requesters

22
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for access to information, i.e., Personal Requester, (data subject) and Other

Requester.

11.3.1 A data subject is a requester who, having provided adequate proof of identity,
is seeking access to a record containing personal information about the data subject.
Subject to the provisions of‘PA]A and POPIA, the Department wili provide the
requested information or give access to any record regarding the data subject's
personal information within a reasonable time, (at a prescribed fee, if any) in a
reasonable manner and format and in a form that is generally understandable. The
prescribed fee for reproduction of the personal information requested will be charged
by the Department.

11.3.2 A person falling in the category of Other Requester is entitled to request access
to information pertaining to third parties. However, the Department is not obliged to
grant access prior to the requester fulfilling the requirements for access to information
in terms of PAIA and POPIA.

11.4  The Form 2 must be addressed and submitted to the Information Officer by

hand, post, per fax or e-mail, which details are set out in paragraph 6 above.

11.5 The requester must provide sufficient information of the record(s) requested for
the Information Officer or Deputy Information Officer, if any, to identify the record(s).
The prescribed form must be filled in with enough particularity to at least enable the

Information Officer to identify:

11.5.1 the identity of the requester.
11.5.2 particulars of record requested.
11.5.3 type of record.

11.5.4 form of access; and

11.5.5 manner of access.

11.6  Some additional important points to remember when completing the request
form:
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11.6.1 each section of the form contains instructions that should be followed to
improve the likelihood of the request being granted with minimal delay being

experienced.

11.6.21f records are requested on behalf of another person, please provide a copy of

the mandate authorizing you to act on behalf of another person.

11.6.3 a detailed description of the records being requested must be provided to
enable the Information Officer or Deputy Information Officer to identify it accurately.

11.7 The requester must indicate, as per section 29(2) of PAIA, the form of access
that is required.

11.8  The requester must indicate whether the requested record(s) is preferred in any

language.

11.8  The requester should indicate the way he/she wishes to be informed of the

decision on the request and the necessary particulars to be informed accordingly.

11.10 The requester will receive the information in such manner as indicated. Section
29(3) of PAIA indicates that making available the information will depend on whether
the request will not interfere unreasonably with the effective administration of the
Depariment, be detrimental to the preservation of the record(s) or infringe any
copyright not owned by the State.

11.11 The requester must indicate, as per section 29(2) of PAIA, the form of access
that is required.

11.12 The requester must indicate whether the requested record(s) is preferred in any

language.

11.13 The requester should indicate the way he/she wishes to be informed of the

decision on the request and the necessary particulars to be informed accordingly.

11.14 An oral request for access to a record(s) may be made if the requester does
not have a formal education or has a disability. The Information Officer or Deputy
Information Officer will assist the requester to complete the prescribed form on behalf

of such a requester and provide him/her with a copy of the completed form.
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11.15 The requester will be nolified of the prescribed fee payable, if there is any, the
method of payment and the office to which he/she can make such payment or submit
proof of payment before a request for information is processed further. Please note

that the requester is exempted from paying an access fee to the Regulator if —

11.15.1 the requester is a single person whose annual income, after permissible
deductions, such as PAYE and UIF, is less than R14 712 a year, or

11.15.2 the requester is married and his/her joint income, after permissible
deductions, such as PAYE and UIF, is less than R27 192 per year

11.16 The request for information will, in terms of Section 25 of PAIA, be processed
by the Information Officer within 30 days after receipt of the request or as soon as is
reasonably possible, whereafter the Information Officer will inform the requester of
his/her decision, either to grant or reject the request for access to records. The
decision must, if it is reasonably possible, be communicated in the manner requested
by the requester.

11.17 Section 26 of PAIA prescribes the instances where the period of thirty (30) days
referenced in Section 25 of PAIA, may be extended once for a further 30 days. The
period of 30 days may be extended once for a further period of not more than 30 days,
if —

11.17.1 the request is for many records or requires a search through many

records and compliance with the original period would unreasonably interfere with the
activities of the Department.

11.17.2 the request requires a search for records in, or collection thereof from,
an office of the Department not situated in the same town or city as the office of the

Information Officer and cannot reasonably be completed within the original period.

11.17.3 consultation among divisions of the Department or with another public
body is necessary or desirable to decide upon the request and such decision-making
cannot reasonably be completed within the original period.

11.17.4 more than one of the circumstances contemplated in paragraphs
13.17.1, 13.17.2 and 13.17.3 exist in respect of the request making compliance with
the original period not reasonably possible; or:
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11.17.5 the requester consents in writing to such extension.

11.18 If the period has been extended, the information officer must as soon as
possible and within 30 days of first receiving the request inform the requester of that

extension.

11.19 If a request for access to a record has been refused, delayed, or granted subject
to unreasonable fees or is granted in an unacceptable form, the requester may lodge
an internal appeal as per Section 74 of PAIA.

11.20 Section 74 of PAIA allows for appeals against the decision of the Information
Officer and the appeal processes (which are not compulsory).

11.21 According to Section 78 of PAIA, a requester or third party referred to in Section
74, may only apply to a Court for appropriate relief in terms of Section 82 of the Act,
after having exhausted the intemal appeal procedure against a decision of the
Information Officer. As indicated in paragraph 9.3 above, appeal processes are not
compulsory and the requester or third party may, at any time, within the prescribed
period of 180 days, approach the court for appropriate relief.

12. PROCESSING OF PERSONAL INFORMATION

121 The Department will process personal information of data subjects under its

care in the following ways

12,1.1.1 Staff administration and Job applicants.

12.1.1.2 Keeping accounts and records.

12.1.1.3 Procurement process.

12.1.1.4 Visitors to any premises of the Department

12.2 Categories of Data Subjects and their Personal information

12.2.1 The Department may process records relating to suppliers, shareholders,

contractors, service providers, staff and clients:
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fForeign Persons /

Entities

Name; contact details (contact number(s), fax number, email

address); physical and postal addresses.

Intermediary /
Advisor/
Consultant

Names of contact persons; Name of Entity; Physical and Postal
address and contact details (contact number(s), fax number,

email address); Registration Number.

Contracted

Service Providers

Names of contact people; name of entity; name of directors and
shareholders, physical and postal address and contact details
(contact number(s), fax number, email address); financial
information; registration number; founding documents; tax
related information; authorized signatories, broad-based black
economic empowerment (B-BBEE) status, affiliates entities,

business strategies.

Employees /
Members /
Committee
Members

Gender, pregnancy, marital status; race, age, language,
education information (qualifications); financial information;
employment history; 1D numbers; physical and postal address;
contact details (contact number(s), fax number, email address);
criminal record; well-being and family members, medical,
nationality, ethnic or social origin, physical or mental health,
disability, biometric information of the person, employment

history, professional affiliation and references.

12.3 The recipients or categories of recipients to whom the personaf

information may be supplied by the Department

The Department may supply the personal information of data subject to the

Service Providers who render the following services —

12.3.1 Conducting criminal checks.

11.3.2 Conducting qualification verifications.

12.3.3 Forensic investigation and any other investigation relating to the activities of the

Department.

12.3.4 Auditing.
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12.3.5 Administration of the Government Employee Pension Funds and medical aids;
and

11.3.4 the Department may also supply the personal information of data subjects to -

12.3.5 any regulatory authority or tribunal, in respect of any matter or part thereof, that
falls under their jurisdiction.

12.3.6 law enforcement agencies, such as the National Prosecuting Authority or South
African Police Service, for criminal investigation.

12.3.7 to Courts, in respect of any matter taken on judicial review.
12.4 General Description of Information Security Measures

12.41The Department continuously establishes and maintains appropriate,
reasonable technical and organisational measures by taking appropriate, reasonable

technical and organisational measures to prevent —

12.4.1.1 loss of damage to or unauthorised destruction of personal information;
and
12.4.1.2 unlawful access to or processing of personal information.

12.42The Department has taken reasonable measures, as contained in the
paragraph below, to —

12.4.2.1 identify all reasonably foreseeable internal and external risks to personal
information in its possession or under its control.

12.42.2 establish and maintain appropriate safeguards against the risks
identified.

12.42.3 regularly verify that the safeguards are effectively implemented; and
12.4.2.4 ensure that the safeguards are continually updated in response to new

risks or deficiencies in previously implemented safeguards.
12.5 Measures taken by the Department includes, amongst others —
12.5.1 Access Control

12.5.2 Data Encryption.
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12.5.3 Defensive Measures.

12.5.4 Robust Monitoring, Auditing and Reporting capabilities

12.5.5 Data Backups.

12.5.6 Awareness and Vigilance; and

12.5.7 Agreements are concluded with Operators to implement security controls.
13. PRESCRIBED FEES

13.1 Section 22(1) of PAIA states that fees payable for access to records of the
Department are to be prescribed. The prescribed fees are as set out in annexure A,

attached hereto.

13.2 A requester who seeks access to any record may be required to pay a fee,

unless exempted, as referred to in paragraph 13.3 below.
13.3 The requester does not need to pay an access fee to a public body if —

13.3.1He or she is a single person whose annual income, after permissible
deductions, such as PAYE and UIF, is less than R14 712 a year, or

13.3.2He or she is married and the joint income with his or her partner, after
permissible deductions, such as PAYE and UIF, is less than R27 192 per year.

14, AVAILABILITY OF THE MANUAL
14.1  The Manual of the Department is made available:

14.1.1 on the website of the Department

14.1.2at the head office of the Department for public inspection during normal
business hours.

14.1.3 to any person upon request and upon the payment of a reasonable amount,

14.1.4 Afee for a copy of the Manual, as contemplated in annexure A, shall be payable
for each A4 size photocopy made.

15.  RECORDS THAT CANNOT BE FOUND OR DO NOT EXIST
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15.1 Requesters have the right to receive a response in the form of an affidavit or
affirmation where records cannot reasonably be located, but to which a requester

would have had access had the record been avaijlable.

15.2  Requesters also have the right to receive a response in the form of an affidavit

or affirmation where requested records do not exist,
16. DISPOSAL OF RECORDS

16.1 The Department reserves the right to lawfully dispose of certain records in
terms of authorities obtained from the Provincial Archivist.

16.2  Requesters will be advised whether a particular record has been disposed of
where this is relevant to the records requested.

16.3 In accordance with section 24(1) of POPIA, the Department may, upon receipt

of the request from a data subject —

16.3.1 correct or delete personal information about the data subject in its possession
or under its control that is inaccurate, irrelevant, excessive, out of date, incomplete,

misleading, or obtained unlawfully; or

16.3.2 destroy or delete a record of personal information about the data subject that
the Department is no fonger authorised to retain in terms of section 14 of POPIA.

17. UPDATING OF THE MANUAL

The Department will, if necessary, update and publish this Manual annually.
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REPUBLIC OF SOUTH AFRICA

DEPARTMENT OF

PUBLIC WORKS, ROADS & INFRASTRUCTURE

ANNEXURE A
FEES
Fees in Respect of Public Bodies

ltem | Description - . . 1 Amount
g _ _'E. The. request fees are payable by every requester. .R100.00
. _.2. Phctocopier of Ad-gize page R1.80 per page or part thereof

3. | Printed copy of Ad-size page R1.50 per page or part thereof

4. | Fora copy of in a ccmputer — readable form on:

{iy Flash drive {to be provided by the
requester}
{in Compact disk
» |f provided by tha requester

+ |i provided to the requester R40.00

R40.00
R 60.00

5. | For a transcription of visual images per A4 Ad-size | Service to be outsourced. Wil

page depend on quotation from service
- - provider.
. 8..| Copy of visual images
7.4 Transcription of an audio record, Ad-size page R 24.00
8.

- 104 Copy of audie recording on:

(i) Flash drive {to be provided by the | R40.00
requester}
(i) Compact disc
o |f provided by the requester
e Ifto be provided to the requester
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R40.00
R60.00
11] To search for and prepare the record for disclosure | R100.00
for each hour or part of an hour, excluding the first
heur, reasonably required for such search and
preparation,
To not exceed the total cost of
R300.00
12] Deposit; if search exceeds 6 hours One third of the amount per request
calculated in terms of item 2 to 8.
Postage, e-mail or any other electronic transfer Actual expense, if any.

13.
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ANNEXURE B

FORM 2

REQUEST FOR ACCESS TO RECORD
[Regulation 7]

NOTE:
1. Proof of identity must be aftached by the requester.
2. Ifrequests made on behalf of another person, proof of such authorisation, must be atfached to
this form.

TC: The Information Officer

(Address)
E-mail address: o '
Fax number:
Mark with an “X*
D Request is made in my own name D Request is made on behalf of another person,
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, _cfu _rng 4
(Ifthe provrded space s inadequate, please continué on a separaf
be signed

“Provide fuﬁ details of the record to which access is reque fed,
“enable the recprd to be_locared '
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mﬁéecorc:{ s in writter ornpnntéd form

Record comprises virtual images (this includes photographs, slides, video recordings, computer-
generated images, sketches, efc)

Record consists of recorded wards or information which can be reproduced in sound

Record is held on a computer or in an electronic, or machine-readable form

Printed copy of rec'brd' (}n!éwd.f;hg“copfes bf éhj/'v}'ﬁua fmégés, tfan.scnbtfons.éhd'r'hformé.ﬁo'h held on
computer or in an electronic or machine-readable form)

Written or printed transcription of virtual images (this includes photographs, slides, video recordings,
computer-generated images, sketches, efc)

Transcription of soundtrack (written or printed document)

Copy of recerd on flash drive (including virtual images and soundtracks)

Copy of record on compact disc drive (including virtual images and soundtracks)

Copy of record saved on cloud storage server

Perscnal inspection of record at registered address of 'publ'{‘dfprivafé-bod'y (iﬁ&dﬁmé]ﬁfénfhg '{(ﬂ)‘ :recor ed
words, information which can be reproduced in sound, or information held on computer or in an electronic
or machine-readable form)

Postal services to postal address

Postal services to street address
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Courier service to street address

Facsimile of information in written or printed format (including transcriptions)

E-mail of information {including soundtracks if possible)

Cloud shareffiie transfer

Preferred language
(Note that if the record is not available in the language you prefer, access may be granted in the lanquage
in which the record is available)

PART[CU LARS OF RIGHT:TO BE EXERCISED OR PROTECTE

If the prowded space .'S madequate pfsase contmue a separate page and atfach .'t to this Form The reqruester must srgn
: : o aﬂ the addffrona! pages o S _

-:_!ndlcate whlch
'_’{exerclsed or.

s fequired for -the - exercise or
'iprotect!on ofthe rsght o
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You will be notified in writing whether your request has been approved or denied and if approved the
costs relating to your request, if any. Please indicate your preferred manner of correspondence:

| Electronic communication (Pl

Signed at this day of 20

Signature of Requester / person on whose behalf request is made

FOR OFFICIAL USE

Signature of Information Officer
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ANNEXURE C

INTERNAL APPEAL FORWM
FORM 4

[Regutation 9]

Reference Number: ... ..ol il

'_ Name ,of..Poino eodyf"-r - }-:_ S

' Name and Surname of Information -
'Oﬁlcer o ,

PARTICULARS OF COMPLAINANT WHO LODGES THE INTERNAL APPEAL -~ -

FuII Names

ldenﬂty Number

_ Postal Address

| Tel(B) Facsimile -

Contect Numbers - selular

E-Mal Addréss'— T

s the mternal appeaf Iodged on behalf of another person? 1 Ye_e S e No.i_:_'i.

lf answeris "yes oapacsty in whrch an mternal appeal on behalf
| of another person is lodged: (Proof of the capaorty m Which
appeaf s !odged if apphoab.’e must be atfached )

_ PARTECULARS OF PERSON ON WHOSE BEHALF THE INTERNAL APPEAL IS LODGED -
- S (h" lodged by a thrro‘ party) i
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Postal Addiess

Conmethurers |-

ExVial Address |

DECISION AGAINST WHICH THE INTERNAL APPEAL IS LODGED
(Mark the appropnate box w;th an "X'j

Refusal of request for access _' |

Decision regarding fees pres’cribed .in terms of seetion 22 of the 'Act T

Decision regarding the exten5|on of the period within which the request must he dealt W|th in
terms of sechon 26(1) ef the Act : - e

_De013|on in terms of seotlon 29(3) of the Act 'to refu'ee'acees_s i.n' thefform"r_eqtlested_b_y_ the
requester TS e e T T e T R e

Dects_zo_n to gra__nt request for access - . - -

GROUNDS FOR APPEAL -
(Ifthe prowded space is inadequats, please continue on a separate page and attach it to th.'s fonn all
: : - the addmonal pages must be s:gned) ' : :

State the grounds on Wh[Ch the_
mternat appeal Is based
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You will be ntified in writing of the decision on your internal appeal. Please indicate your preferred
manner of netification:

Postai address . - Facsimile | - Electronic c:om'r'nur_r_icetion {Please specify). R

Signed at this day of 20

Signature of Appeliant/Third party

FOR OFFICIAL USE
OFFICIAL RECORD OF INTERNAL APPEAL

Appeal received by. . : DAL SR
(state rank, name and surname of fnformerron S
_Offrcer) P R '

Date received:

Appeal aecompanled by the reasons for the mformatlon officer's decision and, where Yes:
applicable, the particulars of any thrrd party to whom orwh|ch the record relates, submltted o

bythe rnformatronoffacer j_ REEROLE e P
OUTCONE O APPEAL

Refq'sar of "r'efqr_r_e'st_jfgjr' | Yes . ' New decrsron “

acaess. Confimed? |

-Fees (Sec 22)
'Confrrmed’?' '
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Signed at ' this day of 20

Relevant Authority
MANUAL ON THE PROMOTION OF ACCESS TO INFORMATION FOR LIMPOPO

DEPARTMENT OF PUBLIC WORKS, ROADS AND INFRASTRACTURE

>
Mr. Phukuntsi MJ
INFORMATION OFFICER




