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1.	DEFINITION OF TERMS 
In this guide unless the context requires otherwise – 
	
	TERM
	DEFINITION / DESCRIPTION

	1.
	Access fee
	A fee prescribed for the purposes of reproduction and for search and preparation, and for time reasonably required in excess of the hours prescribed to search for and to prepare the record for disclosure

	2.
	Act
	Means the Promotion of Access to Information Act 2 of 2000 (PAIA)

	3.
	Application
	Means an application to a court for an appropriate relief after exhausting internal process

	4.
	Constitution
	Means the Constitution of the Republic of South Africa, 1996 (Act 1088 of 1996)

	5.
	Court
	(a) 	the Constitutional Court acting in terms of section 167 (6) (a) of the Constitution of the Republic of South Africa, 1996; or 
(b) 	(i) a High Court or another court of similar status; or 
(ii) 	a Magistrate’s Court, either generally or in respect of a specified class of decisions in terms of PAIA, designated by the Minister; by notice in the Gazette and presided over by a magistrate or an additional magistrate designated in terms of section 91A, within whose area of jurisdiction 
(aa) 	the decision of the information officer or relevant authority of a public body or the head of a private body has been taken; 
(bb) 	the public body or private body concerned has its principal place of administration or business; or
(cc) 	the requester or third party concerned is domiciled or ordinarily resident; 

	6.
	Data subject
	Means the person to whom personal information relates to;

	7.
	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;

	8.
	Guide
	Means the guide on how to use PAIA by any person who wishes to exercise any right contemplated in Promotion of Access to Information Act 2 of 2000 (PAIA) and the Protection of Personal Information Act 4 of 2013, as contemplated in Section 10 of PAIA.

	
	
	

	9.
	Head of
	Or in relation to a private body means-
(a) In the case of a natural person, that natural person or any person duly authorized by that natural person;
(b) In the case of partnership, any partner of the partnership or any person duly authorized by the partnership;
(c) In the case of a juristic person-
(i) The Chief Executive Officer or equivalent officer of the juristic person or any, person duly authorized by that officer; or
(ii) The person who is acting as such or any person duly authorized by such acting person;
(d) In the case of Political Party, the leader of that Political Party or any person duly authorized by that leader.

	10.
	Human Rights Commission
	Means the South African Human Rights Commission referred to in Section 181(1)(b) of the Constitution.

	11.
	Information Officer
	In the case of a municipality, means the Municipal Manager appointed in terms of Section 82 of the Local Government Structures Act, 1988 (Act 117 of 1998), or the person who is acting as such

	12.
	Internal appeal
	Means an internal appeal refers to the process whereby a requester is dissatisfied with the decision of the information officer or in an instance where his/her request was ignored and no response given within 30 days/extended period of 30 days.  An internal appeal must be lodged with the relevant authority where such process is applicable

	13.
	Minister
	Means the Cabinet member responsible for the administration of justice

	14.
	Official
	In relation to a public or private body, means-
(a) Any person in the employ (permanently or temporarily and full-time or part-time) of the public or private body, as the case may be, including the head of the body, in his or her capacity as such; or
(b) a member of the public or private body, in his or her capacity as such

	15.
	PAIA
	The Promotion of Access to Information Act, 2000, Act No.2 of 2000;

	16.
	PAIA request form
	Means the name given to the document submitted to a public or private body requesting access to information in terms of PAIA

	17.
	POPIA
	The Protection of Personal Information Act, 2013, Act No. 4 of 2013

	18.
	Person
	A natural or a juristic person

	19.
	Personal Information
	Means information about an identifiable individual, including, but not limited to-
(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 individual;
(b) information relating to the education or the medical, criminal or employment history of the individual or information relating to financial transactions in which the individual has been involved;
(c) any identifying number, symbol or other particular assigned to the individual;
(d) the address, fingerprints, or blood type of the individual;
(e) the personal opinions, views, or preferences of the individual, except where they are about another individual or about a proposal for a grant, an award, or a prize to be made to another individual;
(f) correspondence sent by the individual 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 individual;
(h) the views or opinions of another individual about a proposal for a grant, an award or a prize to be made to the individual, but excluding the name of the other individual where it appears with the views of opinions of the other individual; and
(i) in the name of the individual where it appears with other personal information relating to the individual or where the disclosure of the name itself would reveal information about the individual, but excludes information about an individual who has been dead for more than 20 years;

	20.
	Personal requester
	A requester seeking access to a record containing personal information about the requester;

	21.
	Political party
	Means-
(a)  Any entity that accepts donations principally to support or oppose any registered political party or its candidates, in an election as defined in Section 1 of the Electoral Act, 1998 (Act No. 73 of 1998);
(b) Any registered Political Party as defined in the Electoral Act, 198; or
(c) A natural person who is an independent candidate. 

	22.
	Private body
	(a) A natural person who carries or has carried on any trade, business or profession, but only in such capacity;
(b) Partnership which carries or has carried on any trade, business or profession; or 
(c) Any former or existing juristic person; but excludes a public body

	23.
	Public body
	(a) any department of state or administration in the national or provincial sphere of government or any municipality in the local sphere; 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  
(ii) exercising a public power or performing a public function in terms of any other legislation; 

	24.
	Record
	Any recorded information – 
(a) regardless of the form or medium; 
(b) in the 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

	25.
	Records automatically available
	Means records that can be accessed without a person having to request access in terms of PAIA

	26.
	Regulations in terms of the promotion of access to information
	Regulations regarding the promotion of access to information published in Government Notice no. R. 187 of 15 February 2002 (Government Gazette No. 23119), amended by Government Notice No. R. 1244 of 22 September 2003 (Government Gazette No.25411)

	27.
	Relevant authority
	In relation to-
(a) a public body referred to in paragraph (a) of the          definition of ‘public body’ in the national sphere of government, means-
(i) in the case of the Office of the Presidency, the   person designated in writing by the President; or
      (ii)  in any other case, the Minister responsible for that    public body or the person designated in writing by that Minister;
(a) a public body referred to in paragraph (a) of the definition of ‘public body’ in the provincial sphere of government, means-
     (i) in the case of the Office of a Premier, the person     designated in writing by the Premier; or 
     (ii) in any other case, the member of the Executive   Council responsible for that public body or the person designated in writing by that member; or
(b) a municipality, means-
(i) the mayor;
(ii) the speaker; or
(iii) any other person designated in writing by the Municipal Council of that municipality.

	28.
	Request fee
	The fee that must be paid by the requester before a request can be processed.

	29.
	Request for access
	In relation to-
(a) a public body, means a request for access to a record       of a public body in terms of section II; or
(b) a private body, means a request for access to a record of a private body in terms of section 50;

	30.
	Requester
	In relation to-
(a) a public 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
(ii) a person acting on behalf of the person referred to in subparagraph (i)
(a) a private body, means-
(i) any person including but not limited to, a public 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)

	31.  
	Third party
	In relation to 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 organization or an organ of that government or organization) other than-
      (i) the requester concerned; and
      (ii) a public body; or
(b) a record of a private body, means any person       (including, but not limited to, a public body) other than the requester, but, for the purposes of sections 34 and 63, the reference to ‘person’ in paragraphs (a) and (b) must be construed as a reference to ‘natural person’

	32.
	Working days
	Means any days other than Saturdays, Sundays or public holidays, as defined in section 1 of the Public Holidays Act, 1994 (Act, No. 36 of 1994).

	In this Guide, words importing any one gender shall include the other two genders, and the singular shall include the plural, unless the context indicates otherwise. 



























2. 	LIST OF ACRONYMS AND ABBREVIATIONS

1.1 	“MM”		Municipal Manager

1.2 	“Constitution”	Constitution of the Republic of South Africa, Act No.108 of 1996	

1.3 	“DIO”		Deputy Information Officer;

1.4 	“IO“		Information Officer;

1.5     “NLM”		Ndlambe Local Municipality

1.6      “MEs”		Municipal Entities

1.7    “MMC”		Members of the Mayoral Committee

1.8     “PAIA”		Promotion of Access to Information Act No. 2 of 2000 as Amended

1.9      “PFMA”		Public Finance Management Act No.1 of 1999 as Amended;

1.10    “POPIA”		Protection of Personal Information Act No.4 of 2013;

1.11    “Regulator”	Information Regulator. 











3.	 INTRODUCTION 
	The Promotion of Access to Information Act, 2 of 2000 (PAIA) gives effect to the public’s right to information from public and private bodies as contained in section 32 of the Constitution of the Republic of South Africa, 1996 (the Constitution).
	Section 9 of PAIA recognizes that the right of access to information is subject to certain justifiable limitations aimed at promoting the – 
(a) reasonable protection to privacy; 
(b) commercial confidentiality; and 
(c) effective, efficient and good governance.
	Section 14(1) of PAIA stipulates that the Information Officer of the Public body must compile a manual in at least three official languages containing information on the Public Body for public consumption. Ndlambe Local Municipality is a public body in terms of PAIA.
	This manual has been compiled for the Ndlambe Local Municipality as required in terms of Section 14 of PAIA and Regulation 4(c) of the Regulations relating to the protection of personal information. This manual aims to give effect to the public’s right to access information held by a public body as well as the protection of personal information processed by a public body. 
4.	THE PURPOSE OF THE PROMOTION TO INFORMATION ACT
	This PAIA Manual is useful for the public to:
4.1	establish the nature of the records which may already be available at Ndlambe Municipality, without the need for submitting a formal PAIA request;

4.2 	have an understanding of how to make a request for access to a record of the Ndlambe                        Municipality;

4.3 	access all the relevant contact details of the persons who will assist the public with the records they intend to access;

4.4 	know all the remedies available from the Ndlambe Municipality regarding request for access to the records, before approaching the Regulator or the Courts;

4.5 	describe the services available to members of the public from the Ndlambe Municipality, and how to gain access to those services;

4.6 	outline the description of the guide on how to use PAIA, as updated by the Regulator and how to obtain access to it;

4.7 	If the body will process personal information, the purpose of processing of personal information and the description of the categories of data subjects and of the information or categories of information relating thereto; 

4.8 	know if the Ndlambe Municipality 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

4.9 	know whether the Ndlambe Municipality has appropriate security measures to ensure the confidentiality, integrity and availability of the personal information which is to be processed.




















5. 	ESTABLISHMENT OF THE NDLAMBE MUNICIPALITY
5.1	The Ndlambe Municipality was established under the Local Government:  Municipal Structures Act 117 of 1998.  
5.2	Ndlambe Municipality’s Vision, Mission and Values:
	5.2.1	Vision

	Ndlambe Municipality strives to be a growing and investment friendly region that provides 	sustainable, efficient, cost-effective, adequate and affordable services to all citizens in a 	healthy and safe environment by 2025.
	
	5.2.2	Mission

	To achieve our vision by enabling optimal performance within each of the five key 	performance areas of local government within the context of available resources.

	5.2.3	Values

		Commitment, Transparency, Honesty, Trustworthiness, Care.

 5.3	Objectives / Mandate
The mandate and core business of the Ndlambe Local Municipality is underpinned by the Constitution and all relevant legislation and policies applicable to Local Government, including the Batho Pele Principles. The objectives of a municipality are as defined in Section 152 (1) of the Constitution:
5.3.1	to provide democratic and accountable government for local communities;
5.3.2	to ensure the provision of services to communities in a sustainable manner;
5.3.3	to promote social and economic development;
5.3.4	to promote a safe and healthy environment; and
5.3.5	to encourage the involvement of communities and community organisations in the matters of the local government.	
6.	STRUCTURE OF THE NDLAMBE MUNICIPALITY AND FUNCTIONS
6.1	As provided for in Section 151 (1) and (2) of the Constitution, a local municipality is a category B municipality and has executive and legislative authority of a municipality who is vested in its Municipal Council i.e. the Executive Mayor, members of the Mayoral Committee, the Municipal Manager and the Section 57 Managers.
6.2.	The Ndlambe Municipality is governed through the Mayoral Executive system which allows for the exercise of the executive authority through an Executive Mayor, in whom the executive leadership of the municipality is vested in; and who is assisted by a Mayoral Committee, as provided for by Section (b) of the Municipal Structures Act, 1998.
6.3.	The following Committees have been established by Ndlambe Municipality: -
	6.3.1	Council
	6.3.2	Executive Committee
	6.3.3	Portfolio Committees
	6.3.4	Audit & Performance Committee
	6.3.5	Appeals Authority Committee
	6.3.6	Bid Specification Committee
	6.3.7	Bid Evaluation Committee
	6.3.8	Bid Adjudication Committee
	6.3.9	Budget Steering Committee
	6.3.10	Local Labour Forum
	6.3.11	Liquor Licence Trading Hours
	6.3.12	Inter Governmental Relations (IGR)
	6.3.13	ICT Steering Committee
	6.3.14	Management Team
	6.3.15	Municipal Standard Charts of Account (MSCOA)
	6.3.16	Municipal Planning Tribunal
	6.3.17	Municipal Planning Appeals Committee
	6.3.18	Municipal Public Accounts Committee (MPAC)
	6.3.19	Rates & Valuation Committee
	6.3.20	Recess Committee
	6.3.21	Rules & Ethics Committee
	6.3.22	Training Committee
	6.3.23	Ward 1 – 9 Committees
	
		




	
6.4		Organisational Top Structure:









6.5	Functions	

The Ndlambe LM currently has different functions, based on the Municipal Systems Act, No 32 of 2000 and Act 117 of 1998.

6.5.1	The Administration and Municipal Manager:

6.5.1.1	In the provisions of the Structures Act Section 55, Systems Act Section 82, and MFMA Section 60; the administration of local government is headed by the Municipal Manager as the Accounting Officer of the Municipality.

6.5.1.2	Section 55 (1) of the Systems Act indicates that as head of administration, the Municipal Manager of a Municipality is subject to the policy directions of the municipal Council, and is responsible and accountable for:

6.5.1.2.1)	the formulation and development of an economical, effective, efficient and 	accountable administration that is equipped for the implementation of the 	IDP, municipal performance system and respond to the needs of the local 	communities;

6.5.1.2.2)	the management of the municipality’s administration in accordance with the Systems Act and other legislation applicable to the municipality;

6.5.1.2.3)	 the management of service delivery and its performance management system;

6.5.1.2.4)	 the management of staff subject to relevant government legislation and practices and advising the political structures and political office bearers of the municipality on such issues;

6.5.1.2.5)	managing communications between the municipality’s administration and its political structures and political office bearers and carrying out the political decisions;

6.5.1.2.6)	the administration and implementation of the legislation applicable to and developed by the municipality;

6.5.1.2.7)	facilitating community participation in the affairs of the municipality and implanting a system to assess satisfaction levels.

6.6	As accounting officer of the municipality the Municipal Manager is responsible and accountable for (Section 55 (2):

	6.6.1	all income and expenditure of the municipality;

	6.6.2	all assets and the discharge of all liabilities of the municipality; and

6.6.3	proper and diligent compliance with applicable municipal finance management legislation.

7. 	KEY CONTACT DETAILS FOR ACCESS TO INFORMATION OF THE NDLAMBE MUNICPALITY 
7.1	Information Officer:

Name:				Adv. Rolly Dumezweni	
[bookmark: _Hlk159422603]Tel:				(046) 6045556	
Email Address: 			rdumezweni@ndlambe.gov.za  / kkani@ndlambe.gov.za
Fax Number:			(046) 6242669

7.2	Deputy Information Officer:
	Name:				Lazola Maneli-Payi
	Telephone number:		(046) 6045505	
Email Address:			lmaneli@ndlambe.gov.za / treid@ndlambe.gov.za
Fax Number:			(046) 6242669

		
7.3	Access to information general contacts: 
	Email:				avanniekerk@ndlambe.gov.za	Comment by Sewela Seshoeni (Information Regulator): Consider a general email address dedicated to PAIA requests, which will be monitored by DIO’s. This will ensure that all request for access to information are attended to in the absence of Avan Niekerk.	Comment by Aubrina van Niekerk: This is the general email address for Records and in the absence of avanniekerk,  it will be attended to by jnel, mmarais or pmjoli@ndlambe.gov.za
7.4	Contact details for Access to Information of Ndlambe Municipality
	Postal Address:			P O Box 13, Port Alfred 6170
	Physical Address:		Causeway, Port Alfred 6170
	Telephone:			(046) 6045500
	Email:				avanniekerk@ndlambe.gov.za
	Website:			http://ndlambe.gov.za
	










8.	DESCRIPTION OF ALL REMEDIES AVAILABLE IN RESPECT OF AN ACT OR A FAILURE TO ACT BY THE NDLAMBE MUNICIPALITY
8.1	If the requester or third party is aggrieved by the decision of the Information Officer/Deputy Information Officer, he or she has the right to:
	a)	internal appeal, if applicable,
	b)	process for complaining to the Information Regulator or any regulatory body; and/or
	c)	process for approaching the Court with jurisdiction for appropriate relief.
8.2	Internal remedies
8.2.1	A requester may lodge an internal appeal against a decision of the Information Officer of Deputy Information Officer for refusal to grant access to the records or failure to disclose records.
8.2.2	In order to appeal against any decision(s) made by the Information officer or Deputy Information Officer, a requester or third party must lodge and internal appeal by completing Form 4 [Annexure C]
8.3	Period within which to lodge an appeal
8.3.1	An Internal Appeal form must be delivered or sent to the Information Officer or Deputy Information Officer’s address.  It can also be fax or mailed:
	8.3.1.1	within 60 days after the decision was taken,
8.3.1.2	within 30 days after notice is given to the third party of the decision appealed against or, if notice to the appellant is not required, after the decision was taken.
8.3.2	The information Officer or Deputy Information Officer will then in terms of PAIA, forward it to the office of the Speaker, within ten (10) days, together with –
· his or her reasons for the decision concerned; and
· 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 91) of PAIA.
8.3.3	The Office of the Speaker may, upon good cause shown, allow the late lodging of the internal appeal.  However, if the Office of the Speaker 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.
8.3.4	The Office of the Speaker will process and decide on the internal appeal within thirty (30) days from the date in which the internal appeal was received by the Information Officer of Deputy Information Officer.


8.4.	External Remedies
· A requester of third party may only submit a complaint to the Information Regulator after that requester of third party has exhausted the internal appeal procedure against a decision of the Information Officer/Deputy Information Officer.
· A complaint to the Information Regulator by a requester or third party must be lodged within 180 days of receipt of the decision from the body and must be submitted using a prescribed Form [Annexure D].
9. 	GUIDE ON HOW TO USE PAIA AND HOW TO OBTAIN ACCESS TO THE GUIDE	
9.1	The Regulator has, in terms of section 10(1) of PAIA, updated and made available the revised Guide on how to use PAIA (“Guide”), in an easily comprehensible form and manner, as may reasonably be required by a person who wishes to exercise any right contemplated in PAIA and POPIA.
9.2	The Guide is available in each of the official languages.
9.3	The aforesaid Guide contains the description of-

9.3.1	the objects of PAIA and POPIA;

9.3.2	the postal and street address, phone and fax number and, if available, electronic mail address of-

9.3.2.1	the Information Officer of every public body, and

9.3.2.2 every Deputy Information Officer of every public and private body designated in terms of section 17(1) of PAIA[footnoteRef:1] and section 56 of POPIA[footnoteRef:2]; [1:  Section 17(1) of PAIA- For the purposes of PAIA, each public body must, subject to legislation governing the employment of personnel of the public body concerned, designate such number of persons as deputy information officers as are necessary to render the public body as accessible as reasonably possible for requesters of its records. 
]  [2:  Section 56(a) of POPIA- Each public and private body must make provision, in the manner prescribed in section 17 of the Promotion of Access to Information Act, with the necessary changes, for the designation of such a number of persons, if any, as deputy information officers as is necessary to perform the duties and responsibilities as set out in section 55(1) of POPIA.
] 


9.3.3	the manner and form of a request for-

9.3.3.1	access to a record of a public body contemplated in section 11[footnoteRef:3]; and [3:  Section 11(1) of PAIA- A requester must be given access to a record of a public body if that requester complies with all the procedural requirements in PAIA relating to a request for access to that record; and access to that record is not refused in terms of any ground for refusal contemplated in Chapter 4 of this Part.
] 


9.3.3.2	access to a record of a private body contemplated in section 50[footnoteRef:4]; [4:  Section 50(1) of PAIA- A requester must be given access to any record of a private body if-
that record is required for the exercise or protection of any rights;
that person complies with the procedural requirements in PAIA relating to a request for access to that record; and
access to that record is not refused in terms of any ground for refusal contemplated in Chapter 4 of this Part.] 


9.3.4	the assistance available from the Information Officer of a public body in terms of PAIA and POPIA;

	9.3.5	the assistance available from the Regulator in terms of PAIA and POPIA;

9.3.6	all remedies in law available 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-

		9.3.6.1	an internal appeal; 

	   	9.3.6.2	a complaint to the Regulator; and 

9.3.6.3	an application with 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;

9.3.7	the provisions of sections 14[footnoteRef:5] and 51[footnoteRef:6] requiring a public body and private body, respectively, to compile a manual, and how to obtain access to a manual; [5:  Section 14(1) of PAIA- The information officer of a public body must, in at least three official languages, make available a manual containing information listed in paragraph 4 above.
]  [6:  Section 51(1) of PAIA- The head of a private body must make available a manual containing the description of the information listed in paragraph 4 above.
] 


9.3.8	the provisions of sections 15[footnoteRef:7] and 52[footnoteRef:8] providing for the voluntary disclosure of categories of records by a public body and private body, respectively; [7:  Section 15(1) of PAIA- The information officer of a public body, must make available in the prescribed manner a description of the categories of records of the public body that are automatically available without a person having to request access
]  [8:  Section 52(1) of PAIA- The head of a private body may, on a voluntary basis, make available in the prescribed manner a description of the categories of records of the private body that are automatically available without a person having to request access
] 


9.3.9	the notices issued in terms of sections 22[footnoteRef:9] and 54[footnoteRef:10] regarding fees to be paid in relation to requests for access; and [9:  Section 22(1) of PAIA- The information officer of a public body to whom a request for access is made, must by notice require the requester to pay the prescribed request fee (if any), before further processing the request.
]  [10:  Section 54(1) of PAIA- The head of a private body to whom a request for access is made must by notice require the requester to pay the prescribed request fee (if any), before further processing the request.
] 


	9.3.10	the regulations made in terms of section 92[footnoteRef:11]. [11:  Section 92(1) of PAIA provides that – “The Minister may, by notice in the Gazette, make regulations regarding-
(a) 	any matter which is required or permitted by this Act to be prescribed;
(b) 	any matter relating to the fees contemplated in sections 22 and 54;
(c) 	any notice required by this Act;
(d) 	uniform criteria to be applied by the information officer of a public body when deciding which categories of records are to be made available in terms of section 15; and
(e) 	any administrative or procedural matter necessary to give effect to the provisions of this Act.”
] 


9.4	Members of the public can inspect or make copies of the Guide from the offices of the public or private bodies, including the office of the Regulator, during normal working hours. 

9.5	The Guide can also be obtained-

9.5.1	upon request to the Information Officer or head of the private body, using Form 1 available at https://inforegulator.org.za/paia-forms/; 

9.5.2	upon request, to the Information Regulator, by sending Form 1 (a request for a copy of the Guide) to- PAIACompliance@infoRegulator.org.za; and

		9.5.3	from the website of the Regulator (https://inforegulator.org.za/paia-guidelines/).









10.	DESCRIPTION OF THE SUBJECTS ON WHICH THE BODY HOLDS RECORDS AND CATEGORIES OF RECORDS HELD BY THE NDLAMBE MUNICIPALITY
	Subjects on which the body holds records
	Categories of records held on each subject

	1.  Legislation 
	Policy, Parliamentary Legislation and Regulation, Provincial Legislation, Council by-laws, Council Regulations

	2. Organisation and Control
	Policy, Delegation of Authority, Records Management, Privatisation, Grading of Local Authority, Meetings of Heads

	3. Council and Council Matters
	Policy, Elections, Council Committees, Meetings, Matters concerning Councillors

	4.  Human Resources
	Policy, Sections, Determination of Conditions of Service, Staff Recruitment, Permanent Appointments, Staff Development, Financial, Payment of Allowances, Deductions, Loans, Pension Fund, Insurance, Voluntary Severance Packages (VSP’s), Staff Control, Staff Evaluation and grading, Evaluations, Assessment Committee, Moderating Committee, Appeals Committee, Performance Interventions, Integrated Employee Wellness, Observance of Calendar days, Counselling Services, HIV/Aids Management, Safety Health and Environment (SHE), Labour Relations, Initiating and coordinating Collective Bargaining, Affirmative Action, Employment Equity, Disciplinary decisions and measures

	5.  Finance
	Policy, Evaluations, Valuation Court, Taxes, Loans, External Loans, Internal Loans, Rates and tariffs, Determination, Subsidies received, Primary health care, Deposits, Funds and levies, Investment, Long-term, Short-term, Claims, Settlement of Accounts, Grant and pension fund:  Councillors, Collection of Moneys, Insurances, Accounting Responsibility, Enquiries, Losses, Banking account, Reports and Returns

	6.  Domestic Supplies and Services
	Policy, Fixed Assets, Movement, Disposal/Write offs, Registers and Listings, Reports, Domestic Services, Fleet Management, Vehicles, Hire, Plant, Hir, Spares, Tools and Equipment, Workshops, Communication, Information Technology, Support, Security Services, Firearm and Ammunition Control, Protection of Municipal Property, Language Services, Printing Service, Laboratory and Analytical Services, Analytical, Plant Maintenance Services

	7.  Buildings and Grounds
	Buildings, Acquisition, Purchase, Erection, Hire, Expropriation, Maintenance, Alienation, Grounds

	8.  Tenders, Quotations and Contracts
	Policy, Specific Tenders, Quotations and Contracts, Specific Contracts

	9.  Reports and Returns
	Policy, Reports, Annual Reports of the Sections, Returns

	10.  Publicity and Information
	Own Publicity and Information, Enquiries, Emblems of the Council, Enquiries and Permission to use, Publicity by Other Bodies:  Control, Information:  Other Bodies

	11.  Festivals and Social Matters
	Policy, Festivals, Social Matters, Other Receptions and Functions, Invitations, Letters of Thanks, Congratulations and Condolences, Awards to the Public

	12.  Composition and Meetings of Bodies   
       and Other Gatherings
   
	Policy, Routine Correspondence, Invitations, Minutes, Reports and Policy Decisions, National and Provincial, Regional, Local, International, 

	13.  Legal Matters
	Policy, Legal Opinions and Court Decisions, Appointment of Attorneys, Claims, Against the Council, Prosecutions, Contraventions:  Cases

	14.  Licences and Permits
	Policy, Trading Licences, Vehicle License, Occupational Licences, Permits

	15.  Town Planning and Control
	Policy, Reservation of Sites, Town Planning Schemes, Establishment of Townships, Control of Townships 

	16.  Essential Services
	Policy, Acquisition of sources, Main Pipe Lines, Meters, Non-municipal areas, municipal areas, Electricity, Roads and Streets, Closing, Construction and Maintenance, Sewerage, Sanitation, Cemetery and Crematorium, Maintenance 

	17.  Community Services
	Policy, Diseases and Plagues, Inspections, Education, Traffic Control, Road Use, Vehicle Control, Parking Allocation, Library Services, Buildings, Books and Periodicals, Housing, Civic Centre, Parks, Gardens and Open Spaces, Maintenance, Environmental Control, Sport and Recreation, Fire Brigade, Abattoir, Pound, Religion and Churches, Museums and Memorials




11.	THE LATEST NOTICE REGARDING CATEGORIES OF RECORDS OF THE NDLAMBE 	MUNICIPALITY WHICH ARE AVAILABLE WITHOUT A PERSON HAVING TO REQUEST 	ACCESS
	[bookmark: _Hlk188959895]Legislation:
	Website

	Promotion of Access to Information Act 2 of 2000;
	x

	Promotion of Access to Information Amendment Act 54 of 2002;
	x

	Protection of Personal Information Act 4 of 2013;
	x

	Promotion of Access to Information Amendment Act 31 of 2019;
	x

	The Political Party Funding Act 6 of 2018
	x

	Regulations:
	Website

	Government Notice No. R.187 in G23119 – 15 February 2002;
	x

	Government Notice No. R. 1244 – September 2003;
	x

	Government Notice No. R. 991 in GG28107 – 14 October 2005
	x

	Government Notice No. R 990 – 13 October 2006;
	x

	Government Notice No. R 46 – 1 Jun 2007;
	x

	Government Notice No. R 1222 in GG 39504 – 11 December 2015;
	x

	Government Notice No. R 1217 in GG 42717 – 19 September 2019;
	x

	Government Notice No. 1284 in GG 42740-4 October 2019;
	x

	Government Gazette 42110, RG 10897, GoN 1383, 14 December 2018 (POPIA: Regulations)
	x

	[bookmark: _Hlk188960203]Forms:
	Website

	PAIA Complaints Form to the Regulator;
	x

	POPIA Complaints Form to the Regulator;
	x

	PAIA Request for Access to Records Form (Form 2)
	x

	Policies, Guidelines, Code of Conduct:

	Website

	PAIA Manual
	x

	POPI Manual
	x

	Policies
	x

	By-laws
	x

	Notices
	x

	Code of Conduct

	x

	Strategic Documents:

	Website

	Strategic Plans;
	x

	Annual Reports;

	x

	Annual Performance Plan;
	x

	Strategic and Performance Plan
	x



	
	
	
	

	
	
	
	
	
	
	
	

	
	






	
	
	
	






12.    PROCEDURE OF ACCESS TO RECORDS HELD BY THE NDLAMBE MUNICIPALITY
12.1	Section 18 of PAIA prescribes the procedure to be followed in making request for access 			to information held by the Regulator.  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.
12.2	A requester or data subject must use the prescribed from, FORM 2, when requesting 			access to a record or personal information.  Form 2 is annexed hereto.
12.3	A requester is any person making a request for access to a record of the Regulator and in 		this regard, PAIA distinguishes between two types of requesters for access to information, 		i.e. Personal Requester, (data subject) and Other Requester.
	12.3.1	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 PAIA and POPIA, the Municipality will provide the 				requested information, or give access to any records with regard to the data 				subjects 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 Municipality;
	12.3.2	A person falling in the category of Other Requester is entitled to request access to 			information pertaining to third parties.  However, the Municipality is not obliged to 			grant access prior to the requester fulfilling the requirements for access to 				information in terms of PAIA and POPIA.
12.4	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 8 above.
12.5	The requester must provide sufficient information of the record(s) requested in order 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:
		12.5.1	the identity of the requester;
		12.5.2	particulars of record requested;
		12.5.3	type of record;
		12.5.4	form of access; and
		12.5.5	manner of access.

12.6	Some additional important points to remember when completing the request form:
		12.6.1	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;
		12.6.2	if records are requested on behalf of another person, please provide a copy of the 			mandate authorizing you to act on behalf of another person;
		12.6.3	a detailed description of the records being requested must be provided to enable 				the Information Officer or Deputy Information Officer to identify it accurately.
12.7	The requester must indicate, as per Section 29(2) of PAIA, the form of access that is 			required. 
12.8	The requester must indicate whether the requested record(s) is preferred in any 				particular language.

12.9	The requester should indicate the manner in which he/she wishes to be informed of the 			decision on the request and the necessary particulars to be informed accordingly.

12.10	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 Municipality, be 			detrimental to the preservation of the record(s) or infringe any copyright not owned by the 		State.

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

12.12	The requester should indicate the manner in which/she wishes to be informed of the 			decision on the request and the necessary particulars to be informed accordingly.

12.13	An oral request for access to 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 requester and 			provide him/her with a copy of the completed form.

12.14	The requester will be notified of the prescribed fee payable, if 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 Municipality if –

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

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

12.15	The requester 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.

12.16	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 –
		12.16.1	    	the request is for a large number of records or requires a search through 					a large number of records and compliance with the original period would 					unreasonably interfere with the activities of the Municipality;
		12.16.2		the request requires a search for records in, or collection thereof from, an 				office of the Municipality not situated in the same town as the office of the 				Municipality,   which may be kept at an off-site storage of the Municipality; 			             and cannot reasonably be completed within the original period;
		12.16.3		consultation among divisions of the Municipality or with another public boy 				is necessary or desirable to decide upon the request and such decision-					making process cannot reasonably be completed within the original 					period;
		12.16.4		more than one of the circumstances contemplated in paragraphs 13.16.1, 				13.6.2 and 13.6.3 exist in respect of the request making compliance with 					the original period not reasonably possible; or
		12.16.5		the requester consents in writing to such extension.
12.17	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.
12.18	If a request for access to a record has been refused, delayed or granted subject to 			unreasonable fees or is ranted in an unacceptable form, the requester may lodge an 			internal appeal as per Section 74 of PAIA.
12.19	Section 74 of PAIA allows for appeals against the decision of the Information Officer of the 		Municipality.
12.20	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 internal appeal procedure against a decision of the Information Officer.  
12.21	A requester, who is aggrieved by the decision of the Information Officer of the Municipality 	             can lodge a complaint against the Municipality to the Information Regulator.


		










13.  	SERVICES AVAILABLE TO MEMBERS OF THE PUBLIC FROM THE INFORMATION    		REGULATOR AND HOW TO GAIN ACCESS TO THOSE SERVICES
	The NLM aims to ensure fast, effective service and communication with our public.  If you need to 	telephonically speak to someone, or do not know whom you should contact,  please see the list of 	functions and associated services performed by the Ndlambe Local Municipality:
	Corporate Services:
· Adminstration Services including Committee Services, Archives & Registry Section,  Libraries & Maintenance of all municipal buildings eg.  Halls etc.
· Human Resources including Skills Development, Personnel Administration, Organisational Design,  Employee relations, individual performance management system, Employee Wellness and Occupational Health and Safety.
	Director Corporate Services:   Lazola Maneli-Payi
Telephone:		          (046) 6045508
	Email Address: 		          lmaneli@ndlambe.gov.za
	PA Email Address:	          treid@ndlambe.gov.za
	Community & Protection Services:
· Environmental Health and Safety 
· Cleansing
· Cemetries
· Pounds and Impounding
· Dog Control
· Fire & Emergency Services
· Traffic Services
· Waste Management
· Sportsfields
· Beaches
· Maintenance of Parks and Open Spaces
· Law Enforcement
· By-law
	Director Community & Protection Services:	Nombulelo Booysen-Willy
	Telephone:					(046)  6045528
	Email Address:					nbooysen@ndlambe.gov.za
	PA Email Address:				dnel@ndlambe.gov.za

	Financial Management:

· Income and Revenue Management

· Expenditure Management & Control

· Budget and budgetary Matters

· Supply Chain Mananagement

· Information and Communication Technology


Director Finance: 		Michael Klaas
Telephone:			(046) 6045580
Email Address:			mklaas@ndlambe.gov.za
PA Email Address:		ssakambana@ndlambe.gov.za


Infrastructure:

· Town Planning
· Estates
· Housing
· Sewer and Water
· Building Inspectorate
· Project Management
· Roads and Stormwater Maintenance
· Electricty distribution and street lighting
· Fleet Management

	Director Inffrastructure:		Noluthando Vithi-Masiza
	Telephone:			(046)  6045502
Email Address:			nvithi@ndlambe.go.za
PA Email Address:		aklaas@ndlambe.gov.za










14.	PUBLIC INVOLVEMENT IN THE FORMULATION OF POLICY OF THE EXERCISE OF POWERS OR PERFORMANCE OF DUTIES BY NDLAMBE MUNICIPALITY
14.1	The platform utilized for public participation may either be through public comments (postage, hand 	delivered or electronic) email:  avanniekerk@ndlambe.gov.za or written submissions.
14.2	The Municipality disseminates information to the public via electronic and print media, government 	gazette as well as social media for public comments.  Prior to Council adoption the document would 	be made available for viewing at municipal libraries, municipal website:  https://ndlambe.gov.za 	and all public platforms.
15.	PROCESSING OF PERSONAL INFORMATION
15.1	Purpose of Processing:
	The process of personal information must be done in accordance with the prescripts of 	confidentiality in line with the POPIA.  The purpose for processing personal information in the 	Municipality is for:
	15.1.1	Staff administration and Employment applications/appointments;
	15.1.2	Receiving of complaints;
	15.1.3	Investigation of complaints;
	15.1.4	Keeping of accounts and records;
	15.1.4	Procurement processes;
15.2	Planned transborder flows of personal information:
15.2.1	The IO has not planned transborder flows of personal information.  However, should it become necessary to transfer personal information to another country for any lawful purposes.  The Regulator will ensure that anyone to whom it pass personal information is subject to a law binding corporate rules or binding agreement which provides an adequate level of protection and the third party agrees to treat that personal information with the same level of protection as the Regulator is obliged under POPIA.
15.2.2	Any transfer of personal information cross border shall be with data subjects consent, however should it not be reasonably practicable to obtain data subjects consent, the Regulator shall transfer the personal information if-
	15.2.2.1	it will be for the data subjects benefit; and
             15.2.2.2	the data subject would have given consent should it have been reasonably practicable to obtain such consent.
	


15.3	Description of the categories of Data Subjects and of the information or categories of information relating thereto
	The Ndlambe Municipality may process records relating to Suppliers, Contractors, Service providers, Staff and members of the public.
	  
Categories of Data Subjects
	
Personal Information that may be Processed

	Natural Persons
	Names and surname; contact details (contact number(s), fax number, email address); Residential, postal or business address; Unique Identifier/Identity Number and confidential correspondence 

	Responsible parties, Juristic Persons / Public entities
	Names of contact persons; Name of legal entity; physical and postal address; contact details (contact number(s), fax number, email address); registration number; financial, commercial, scientific or technical information and trade secrets 

	Foreign Persons/ Entities
	Name; contact details (contact number(s), fax number, email address); physical and postal addresses.

	Intermediary/Advisory/Consultants
	Names of contact persons; Name of entity; physical and postal address; contact details (contact number(s), fax number, email address); registration number.

	Contracted Service Providers
	Names of contact persons; name of entity; name of directors, physical and postal address; contact details (contact number(s), fax number, email address); registration number; financial information; founding documents; tax related information; authorized signatories, broad-based black economic empowerment (B-BBEE) status, affiliated entities, business strategies.

	Employees 
	Gender, pregnancy; marital status; Race age, language, educational information (qualifications); financial information; employment history; ID number; physical and postal address; contact details(contact number(s), fax number, email address); criminal behaviour; well-being and their relatives  (family members) race, medical, gender, sex, nationality, ethnic or social origin, sexual orientation, age, physical or mental health, well-being, disability, religion, conscience, belief, culture, language, biometric information of the person.



15.4	The recipients or categories of recipients to whom the personal information may be supplied

	
Category of personal information
	
Recipients or Categories of Recipients


	Identity number and names, for criminal checks 
	South African Police Services 

	Qualifications, for qualification verifications
	South African Qualifications Authority


	Credit and payment history, for credit information
	Credit Bureaus
















15.5	General Description of Information Security Measures to be implemented by the responsible party to ensure the confidentiality, integrity and availability of the information

15.5.1	The Ndlambe Municipality continuously establishes and maintains appropriate, reasonable 		technical and organizational measures by taking appropriate, reasonable technical and 			organizational measures to prevent –
	15.5.1.1	loss of, damage to or unauthorized destruction of personal information; 					and
	15.5.1.2	unlawful access to or processing of personal information.
15.5.2	The Ndlambe Municipality has taken reasonable measures to: -
	15.5.2.1	identify all reasonably foreseeable internal and external risks to personal 					information in its possession or under its control;
	15.5.2.2	establish and maintain appropriate safeguards against the risks identified;
	15.5.2.3	regularly verify that the safeguards are effectively implemented; and 
	15.5.2.4	ensure that the safeguards are continually updated in response to new 					risks or deficiencies in previously implemented safeguards.
15.5.3	Measures taken by the Ndlambe Municipality includes, amongst others: -
	15.5.3.1	Access Control;
	15.5.3.2	Data Encryption;
	15.5.3.3	Defensive Measures;
	15.5.3.4	Robust Monitoring, Auditing and Reporting capabilities;
	15.5.3.5	Data Backups;
	15.5.3.6	Anti-virus and Anti-malware Solutions;
	15.5.3.7	Awareness and Vigilance; and
	15.5.3.8	Agreements are concluded with operators to implement security controls.






16.	PRESCRIBED FEE
16.1	Section 22(1) of PAIA states that fees payable for access to records of the Ndlambe Municipality 	are to be prescribed.  The prescribed fees are set out in annexure F, attached hereto.
16.2	A requester who seeks access to any record may be required to pay a fee, unless an exempted, 	as referred to in paragraph 16.3 below.
16.3	The requester does not need to pay an access fee to a public body if –
	16.3.1	He 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
	16.3.2	He or she is married and joint income with his or her partner, after permissible deductions, 		such as PAYE and UIF, is less than R27 192 per year.
17.	AVAILABILITY OF THE MANUAL

17.1	This Manual is made available in the following three official languages-

17.1.1	English;

17.1.2	Afrikaans;

17.1.3   Xhosa 

	17.2	A copy of this Manual or the updated version thereof, is also available as follows-

17.2.1	on https://ndlambe.gov.za, if any, of the public body;

17.2.2	at the Archive/Registry office of the public body for public inspection during normal 	business hours;

17.2.3	to any person upon request and upon the payment of a reasonable prescribed fee; 	and

17.2.4	to the Information Officer/Deputy Information Officer upon request.

[bookmark: _Toc70544945]17.3		A fee for a copy of the Manual, as contemplated in annexure B of the Regulations, shall be 	payable per each A4-size photocopy made. 



18.	UPDATING OF THE MANUAL

	The Ndlambe Municipality will, if necessary, update and publish this Manual annually.
	



Issued by


______________________________________________
Adv. Rolly Dumezweni
MUNICIPAL MANAGER























ANNEXURE A:  Request Form
FORM 2:
NDLAMBE MUNICIPALITY
REQUEST FOR ACCESS TO RECORD OF PUBLIC BODY

[Regulation 6]

NOTE:
1. Proof of identity must be attached by the requester.
2. If requests made on behalf of another person, proof of such authorization, must be attached to this form.


TO:	The Information Officer		                       or		             Deputy Information Officer
	Adv. Rolly Dumezeni					                  Lazola Maneli-Payi
             Municipal Manager					                  Director Coporate Services
             Email address:  rdumezweni@ndlambe.gov.za                              lmaneli@ndlambe.gov.za


Mark with an “X”

 Request is made in my own name    	 Request is made on behalf of another person


	
PERSONAL INFORMATION

	
Full Names
	

	
Identity Number
	

	
Capacity in which request is made (when made on behalf of another person)
	

	
Postal Address
	

	
Street Address
	

	[bookmark: _Hlk134430205]
E-mail Address
	

	
Contact Numbers
	Tel. (B):
	
	Facsimile:
	

	
	Cellular:
	

	Full names of person on whose behalf request are made (if applicable):
	

	Identity Number
	

	Postal Address
	

	Street Address
	

	E-mail Address
	

	Contact Numbers
	Tel.(B)
	
	Facsimile:
	

	
	Cellular:
	

	
PARTICULARS OF RECORD REQUESTED

Provide full particulars of the record to which access is requested, including the reference number if that is known to you, to enable the record to be located. (If the provided space is inadequate, please continue on a separate page and attach it to this forum.  All additional pages must be signed.)


	[bookmark: _Hlk134433180]


Description of record or relevant part of the record:
	


	
	


	
	


	
	


	
	


	Reference number, if available
	

	

Any further particulars of record
	

	
	

	
	

	
	

	
	

	[bookmark: _Hlk134431290]
TYPE OF RECORD
(Mark the applicable box with an “X”)


	Record is in written or printed from
	

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

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

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






	
FEES


	
a) A request fee must be paid before the request will be considered
b) You will be notified of the amount of the access fee to be paid
c) The fee payable for access to a record depends on the form in which access is required and the         reasonable time required to search for and prepare a record.
d) If you qualify for exemption of the payment of any fee, please state the reason for exemption

	

Reason
	


	
	


	
	






	
FORM OF ACCESS
(Mark the applicable box with an “X”)


	Printed copy of record (including copies of any virtual images, transcriptions and information 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, etc.)

	

	Transcription of soundtrack (written of printed document)

	

	Copy of record 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

	

















	
MANNER OF ACCESS
(Mark the applicable box with an “X”)


	Personal inspection of record at registered address of public/private body (including listening to recorded 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

	

	Courier service to street address

	

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

	

	E-mail of information (including soundtracks if possible)

	

	Cloud share/file transfer

	

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

	




	
PARTICULARS OF RIGHT TO BE EXERCISED OR PROTECTED

If the provided space is inadequate, please continue on a separate page and attach it to this Form.  The requester must sign all the additional pages.


	

Indicate which right is to be exercised or protected
	


	
	


	
	


	Explain why the record requested is required for the exercise or protection of the aforementioned right:

	







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:


	
Postal address
	
Facsimile
	
Electronic communication
(Please specify)

	

	
	



Signed at ____________________ this __________ day of ______________________ 20 ___________


            __________________________
          SIGNATURE OF APPLICANT / PERSON ON WHOSE BEHALF REQUEST IS MADE






FOR OFFICIAL USE

	Reference number:

	

	Request received by:
(State Rank, Name and Surname of Information Officer/Deputy Information Officer)

	

	Date received:

	

	Access fees:

	

	Deposit (if any):

	








_______________________
Signature of Information Officer










ANNEXURE B:  Outcome of Request and of fees payable

FORM 3
OUTCOME OF REQUEST AND OF FEES PAYABLE
[Regulation 8]

Note:
1. If your request is granted the -
(a)	amount of the deposit, (if any), is payable before your request is processed; and
(b)	requested record/portion of the record will only be released once proof of full payment is 			received.
2.	Please use the reference number hereunder in all future correspondence.

							Reference Number: ______________________

TO:   	__________________________


Your request dated _________________________________ refers.


1.  You requested:
	Personal inspection of information at registered address of public/private body (including listening to recorded words, information which can be reproduced in sound, or information held on computer or in an electronic or machine-readable form) is free of charge.  You are required to make an appointment for the inspection of the information and to bring this Form with you.  If you then require any form of reproduction of the information, you will be liable for the fees prescribed in Annexure D.
	



2.	You requested:
	Printed copies of the information (including copies of any virtual images, transcriptions and information 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, etc.)
	

	Transcription of soundtrack (written or printed document)
	

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

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

	Copy of record saved on cloud storage server
	



3. 	To be submitted:
	Postal services to postal address
	

	Postal services to street address
	

	Courier service to street address
	

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

	Email of information (including soundtracks if possible)
	

	Cloud share/file transfer
	

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



Kindly note that your request has been:

	


Approved

	


Denied, for the following reasons:
_______________________________________________________________________________


4.	Fees payable with regards to your request:
	 Item

	     Cost per A4 page or 
Part thereof/item     
	   Number of pages/items

	     Total


	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




5.  	Deposit payable (if search exceeds six hours):


	


 
 Yes                         	  			                             No     


	
	Hours of search
	
	Amount of deposit (calculated on one third of total amount per request)
	




The amount must be paid into the following Bank Account:

Name of Bank:					__________________________________________

Type of account: holder				__________________________________________

Type of account:				__________________________________________

Account Number:				__________________________________________

Branch Code:					__________________________________________

Reference Nr:					__________________________________________

Submit proof of payment to:			__________________________________________





Signed at ____________________ this __________ day of ______________________ 20 ___________


_________________________
Complainant/Representative/Authorised person of Third Party         
ANNEXURE C:   Appeal Form

FORM 4

LODGING OF AN INTERNAL APPEAL

[Regulation 9]

	
PARTICULARS OF PUBLIC BODY


	Particulars of the Ndlambe Local Municipality

	

	Name and Surname of the Information Officer

	

	[bookmark: _Hlk134455227]
PARTICULARS OF COMPLAINANT WHO LODGES THE INTERNAL APPEAL


	Full Name
	

	Identity Number
	

	Postal Address
	

	Street address

	

	E-mail Address

	

	Contact Numbers
	Tel                              Facsimile                        Cell

	Is the internal appeal lodged on behalf of another person?
	Yes
	
	No
	

	If answer is “yes”, capacity in which an internal appeal on behalf of another person is lodged: (Proof of the capacity in which appeal is lodged, must be attached)
	

	
PARTICULARS OF PERSON ON WHOSE BEHALF THE INTERNAL APPEAL IS LODGED 
(If lodged by a third party)


	Refusal of request of access

	

	Decision regarding fees prescribed in terms Section 22 of the Act

	

	Decision regarding the extension of the period within the request must be dealt with in terms of Section 26(1) of the Act

	

	Decision in terms of Section 29 (3) of the Act to refuse access in the form of the requester

	

	Decision to request grant for access

	

	
GROUNDS FOR APPEAL
(If the provided space is inadequate, please continue on a separate folio and attach it to this form.  You must sign all the additional folios)


	State the grounds on which the internal appeal is based
	


	
	


	
State any other information that may be relevant in considering the appeal

	

	
	




You will be notified in writing of the decision on your internal appeal.  Please indicate your preferred manner of notification:

	Postal Address
	Facsimile
	Electronic Communication (Please specify)

	
	
	



Signed at………………………………….. this ……………….. day ………………………………..20………….


………………………………
Signature of Appellant/Third Party


					FOR OFFICE USE
				OFFICIAL RECORD OF INTERNAL APPEAL


	Appeal received by (state rank, name and surname of information officer)
	
	

	Date received
	
	

	
	[bookmark: _Hlk160632252]Appeal accompanied by the reasons for the information officer’s decision and, where applicable, the particulars of any third party to whom or which the record relates, submitted by the information officer
	Yes
	

	
	
	No
	

	
	OUTCOME OF APPEAL

	Refusal of request for access. Confirmed?
	Yes
	
	New decision
(if confirmed)
	

	
	No
	
	
	

	Fees (Sec 22).
Confirmed?
	Yes
	
	New decision
(if confirmed)
	

	
	No
	
	
	

	Extension (Sec 26 (1)) 
Confirmed?
	Yes
	
	New decision
(if confirmed)
	

	
	No
	
	
	

	Access (Sec 29 (3))
Confirmed?
	Yes
	
	New decision
(if confirmed)
	

	
	No
	
	
	

	Request for Access granted
Confirmed?
	Yes
	
	New decision
(if confirmed)
	

	
	No
	
	
	




Signed at………………………………….. this ……………….. day ………………………………..20………….


………………………………
Signature of Relevant Authority
ANNEXURE D:	Prescribed Fee Structure


SCHEDULE OF FEES
Fees in Respect of Public Bodies
	Item
	Description
	Amount

	1.
	The request fee payable by every requester
	R100.00

	2.
	Photocopy of A4 size page
	R1.50 per page or part thereof

	3.
	Printed copy of A4 size page
	R1.50 per page or part thereof

	4.
(i)
(ii)
	For a copy in a computer-readable form on:
Flash drive (to be provided by requestor)
Compact Disc
· If provided by requestor
· If provided to the requestor
	
R40.00

R40.00
R60.00

	5.
	Transcription of visual images per A4 size page
	Service to be outsourced.  This fee will depend on the quotation from the service provider.

	6.
	Copy of visual images
	

	7.
	Transcription of an audio record, per A4 size page
	R24.00

	8.
(i)
(ii)
	Copy of an audio record on:
Flash drive (to be provided by requestor)
Compact Disc 
· If provided by requestor
· If provided to the requestor
	
R40.00

R40.00
R60.00

	9.
	To search for and prepare the record for disclosure for each hour or part of an hour, excluding the first hour, reasonably required for such search and preparation.  

To not exceed a total cost of -.
	R100.00 per hour



R300.00

	10. 
	Deposit:  If search exceeds 6 hours
	One third of the amount per request calculated in terms of items 2 to 8.

	11.
	Postage, e-mail or any other electronic transfer
	Actual expense, if any






END



EXECUTIVE MAYOR


DIRECTOR:  CORPORATE SERVICES


DIRECTOR:  INRASTRUCTURAL DEVELOPMENT


DIRECTOR:  COMMUNITY & PROTECTION SERVICES



MUNICIPAL MANAGER
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