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1.

LIST OF ACRONYMS AND ABBREVIATIONS

1.1 “Access fee" means a fee prescribed for the purpose of reproduction and for search
and reparation, and for time reasonably required in excess of the hours prescribed to
search for and to prepare the record for disclosure;

1.2 “Act” means the Promotion of Access to Information Act 2 of 2000, as amended from
time to time,

1.3 “MLM" means Makana Local Municipality

1.4 “Information Officer” means the Municipal Manager, head or equivalent officer
respectively, being the person acting on behalf of the MLM and discharging the duties
and responsibilities assigned to such person by the Act. The information Officer is duly
authorized to act as such;

1.5 “Manual” means this manual compiled in compliance section 14 of the Act;

1.6 “Personal Requester” means a Requesler seeking access lo a record conlaining
personal information about the Requester;

1.7 “Personnel” means any person who works for or provide services to or on behalf of
the MLM Municipality and receives or is enlilled to receive any remuneration. This
includes, without limitations, all permanent, temporary and part-time staff as well as
contract workers;

1.8 “Record” means any recorded information, regardless of form or medium, which is in
the possession or under the control of the MLM , irrespective of whether it was created
by the MLM or not;

1.9 “Request” means a request for access to a record of the MLM

1.1. “Requester” means any person (other than certain public bodies or an official

thereof)making a request for access to a record of the MLM and includes any person
acting on behalf of that person or requester,;

1.2. "POPIA" Protection of Personal Information Act No.4 of 2013

1.3. “SAHRC"” means the South African Human Rights Commission.

1.4. “Third Party” means any natural or juristic person who is nol the requester of the

information, nor the body to whom the information request is made.

1.5. “MM" means Municipal Manager

1.6. *DIO" means Deputy Information Officer;

1.7. “10" means Information Officer;

1.8. “Minister” means Minisler of Justice and Correctional Services,

1.9. “Regulator” means Information Regulator.



31.

3.2.

3.3

PURPOSE OF PAIA MANUAL

This PAIA Manual is useful for the public to-

2.1 check the nature of the records which may already be available at Makana Local
Municipality, without the need for submitting a formal PAIA request;

2.2 have an undarstanding of how to make a request for access to a record of the
Makana Local Municipality,

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

2.4 know all the remedies available from the Makana Local Municipality regarding
request for access o the records, before approaching the Regulator or the Courts;

2.5 the description of the services available to members of the public from the Makana
Local Municipality, and how to gain access to those services;

2.6 a descniption of the guide on how to use PAIA, as updated by the Regulator and
how to oblain access to it;

2.7 ifthe body wifl 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,

2.8 know whether the Makana Local Municipality has appropriate security measures
lo ensure the confidentiality, integrity and availability of the personal information
which is to be processed

ESTABLISHMENT OF THE MAKANA LOCAL MUNICIPALITY

Makana Local Municipality is defined in the Act as a public body, which definition
encompasses any department of state or administration in the national sphere of
government or any municipality in the local sphere of government.

The Makana Municipality is located in Makhanda in the Eastern Cape Province on the
southeaslern seaboard of South Africa and in the western part of the Eastern Cape
Province falling under the Sarah Baartman District Municipality.

Makana's area is bordered in the North-East by Amathole District Municipality, North-
West by Blue Crane Route Local Municipality, in the South by Ndlambe Local Municipahty
and in the South-Weslt by the Sundays River Valley Local Municipality, with the cities of
Port Elizabeth 120km to the West and East London 180 km East. It is the home of the



3.4

as.

3.6.

National Arts Festival and the seat of Rhodes University and other prominent and
internationally acclaimed primary and high schools which are found in Makhanda.

When the Demarcation Act of 2000 created a wall to wall municipalities, that integrated
Locat Councils with their rural communities. The new transformed organization
commenced its operations on the 1 January 2000 under a fulltime Executive Mayor
supported by a commitiee known as the Mayoral Committee.

MLM has six (6) local towns and areas under its jurisdiction. MLM concentrates its energy
on supporting and assisting the local communities to be viable, well managed and
successful entities. MLM also concentrate on high level strategic funclions such as
strategic planning, infrastructure development, tourism and economic development.

MLM supports the constitutional right of access to information and is committed to provide
any requester access to its records in accordance with the provisions of the Act.

DESCRIPTION OF MUNICIPAL STRUCTURE AND FUNCTIONS

The Administration of MLM compromises the following directorates:

a)
b)
c)
d)
e)
f)

K

38.

Office of the Municipal Manager

Directorate : Corporate & Shared Services
Directorate: Budget & Treasury

Directorate: Local Economic Development & Planning
Directorate: Engineering & Infrastructure Services
Direciorale: Public Safety & Community Services

The Municipality has legislative authority and is empowered to govemn, on ils own
initiative, the local governmental affairs of its community, subject to national and provincial
legislation, as provided for in the Conslitution and other relevant legislation.

The Municipality operates within a legislalive framework which consists of various
statutes, which include:

¢ The Constitution of the Republic of South Africa (Act 108 of 1996);
+ The Local Gavernment: Transitional Act (Act 209 of 1993);

The Local Governmenlt: Municipal Structures Act (Act 117 of 1998},

» The Laocal Government: Municipal Systems Act (Act 32 of 2000); and



The lLocal Government; Municipal Finance Management Act (Act 56 of 2003)

Other Statules which impacts on the governance of the Municipality include (the list is not
exhaustive):

39

The Water Services Acl (Act 108 of 1997);

The National Water Act (Act 36 of 1998);

The Electoral Act, 1998 (Act 73 of 1998),

The Promotion of Local Government Affairs Act (Act 91 of 1983);
The Electricity Act (Act 41 of 1987);

The Promotion of Access to Information Act (Act 2 of 2000);

The Promotion of Administrative Justice Act {Act 3 of 2000),

The Nalional Health Act {Act 61 of 2003);

The Occupational Health and Safety Act (Act 85 of 1993;

The Labour Relations Act (Act 66 of 1995),

The Basic Conditions of Employment Act (Act 75 of 1997);

The Employment Equity Act (Act 55 of 1998),

The Skills Development Act (Act 97 of 1998);

The Unemployment Insurance Act (Act 63 of 2001);

The Pension Funds Act (Act 24 of 1956);

The Housing Act (Act 107 of 1997);

The Prevention of llegal Eviction from and Unlawful Occupation of Land Act (Act 19 of
1998,

The Removal of Restrictions Act (Act 84 of 1967);

The Expropriation Act (Act 63 Of 1975);

The Limitation of Legal Proceedings (Provincial and Local Autharities) Act (Act 94 of
1970);

The Arbitration Act (Act 42 of 1985);

The Public Audit Act (Act 25 of 2004); and

The National Road Traffic Act (Act 93 of 1996).

The Municipality's function is to carry out its constitutional mandate, by striving within
its financial and administrative capacity to achieve the objects of local government, viz:
To provide democralic and accountable government for local communities;

To ensure the provision of services to communities in a sustainable manner,;

To promote social and economic development



« To promote a safe and healthy environment; and

s To encourage the involvement of communities and community organisations in the
matters of local government.

in terms of the aforesaid statutes the powers and functions of Makana Loc¢al Municipality
include, inter alia:
a) Ensuring inlegrated development planning;
b) Provision of potable water supply syslems;
¢) Bulk supply of electricily, which includes for the purposes of such supply, the
d) transmission, distribution and the generation of electricity ;
e) Provision of bulk sewage purification works and main sewage disposal systems;
f) Solid waste disposal sites, insofar as it relates to:
i. the determination of a waste disposal strategy,
ii. the regulation of waste disposal;
iii. the establishment, operation and control of waste disposal sites, bulk waste transfer
facilities and waste disposal facilities;
g} Municipal roads which form an integral part of a road transport system;
t) Development of Municipal airports;
i} Provision of firefighting services, which includes:
i. planning, coordination and regulation of fire services;
ii. specialized firefighting services such as mountain, veld and chemical fire services:
iii. coordination of the standardization of infrastructure, vehicles, equipment and procedures,
iv. training of the fire officers.
j} The establishment, conduct and control of cemeteries and crematoria,
%) Promation of local tourism;
1) Provision of Municipal public works relating to any of the above functions or
any other functions assigned to the municipality,
m) The receipt, allocation and distribution of grants made to the municipality,
n) The imposition and collection of taxes, levies and duties as retaied to the
above functions or as may be assigned in terms of national legislation



Vislon

Making Makana Local Municipality a “ Great place to be” by 2030

Vision Statement

“Makana Municipality strives to ensure sustainable, affordable, equitable and quality services

in a just, friendly, secure and healthy environment, which promotes social and economic
growth for all”.



4. STRUCTURE OF THE MAKANA LOCAL MUNICIPALITY
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5. AVAILABILITY OF THIS MANUAL
This manual is available in English.

A copy of this Manual or updated version thereof is available as follows"-

v The Municipality’s website www,makana.gov.za.

7 Al the Municipal Office at 86 High Street, Cily Hall, Square, Makhanda, during for
public inspection during normal business hours,

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

v to the information Regulator upon request.

A fee for a copy of the Manual, as contemplated in Annexure “A%", shall be payable per each
A4-size photocopy made.

6. CONTACT DETAILS

Kindly address all queries of requests relating to the provisions of the Act to the Information
Officer or Deputy Information Officer at the contact details listed below:

Name of the Public Body Makana Local Municipality
Information Officer Mr. Pumelelo Maxell Kate
Email address of Information Officer PAlA@makana.gov.za

Kindly address all queries or requests relating to the provisions of the Act to the Deputy
Information Officer and / or Administratos at the contact details listed below

DIRECTOR: CORPORATE & SHARED SERVICES

Narne of Public Body Makana Local Municipalily

Designated Deputy Information Officer Mr. Xolela Kalashe

Email address of Deputy Information wkalashe@makana.qoyv.za !

Officer PAIA@makana qov.za

Strest Address 86 High Street, City Hall, High Street,
Makhanda

Telephone Number 046 603 6103




LEGAL SERVICES

Name of Public Body Makana Local Municipality

Administrator Ms. Candice April

Email address of Depuly Information | Caprif@makana.goy.za f

Officer PAIA@makana.gov za

Street Address 86 High Street, City Hall, High Street,
Makhanda

Telephone Number 048 603 6099

7. GUIDE ON HOW TO REQUEST INFORMATION FROM MAKANA LOCAL
MUNICIPALITY

7.1. Below is the step-by step process chart flow, on how to reguest access {o the
records.



Complete and submit Form 2

PAIA request is PAIA request 10/D10 faits respond: LO'DI0 requests a
granted 15 refused this is then deemed 30 day extension
refused

AR Before 30 days
pass

1/D10 does not TN o PAIA request Is
respond and deemed e granted

refused s

Submit internal appeal Submit a complaint to

to the Appeal Authority the information
use Form 4 Regulator (Form 5)

Approach the Court

Appeal Authority does
not respond and refusal
is presumed

Appeal is Appealis
granted refused

Before 180 diays
pass

Not happy with the
Regulators decision

Approach the
Approach the Court

tnformation Regulator

{Form 5) (Before 180 days pass)




8.1.

8.2,

8.3.

DESCRIPTION OF ALL REMEDIES AVAILABLE IN RESPECT OF AN ACT OR A
FAILURE TO ACT BY THE MAKANA LOCAL MUNICIPALITY

Right of internal appeal (section 74)
A requester may lodge an internal appeal with the municipality against a decision of the
Information Officer or Deputy Information Officer, if:

s A request for access is refused;

¢ The fees charged are unacceptable;
The period within which a decision with regard to access to a record must be made, is
extended; and Access o a record is not provided in the requested form; and
A third party may lodge an internal appeal with the municipality against a decision by the
information Officer, Deputy Information Officer to disclose information relating to that
third party.

Appeal procedure and fees (section 75}
An internal appeal must be lodged on the prescribed form (Form B), which is attached
as Annexure "A7", within the following periods:

e A period of 60 (sixty) days,

¢ If notice to a third party is required i.t.0. Section 49 (1}(b), within 30 (thirly) days
after notice is given to the appellant of the decision appealed against or, if notice
lo the appellant is nol required, after the decision was taken,

The internal appeal
An internal appeal must.

s be delivered, posted, faxed or sent electronically to the Information Officer or
Deputy Information Officer;

¢ state the manner in which the applicanl wishes to be informed of the decision
on the internal appeal, in addition to a written reply;

« identify the subject of the internal appeal and give reasons for the appeal,

« if applicable, be accompanied by the prescribed appeal fee(s), and

¢ Specify a postal address, fax number or e-mail address.



The Information Officer or Deputy Information Officer must, within ten (10} working days
after the receipt of an internal appeal, submit it, together with hisfher reasons for the
decision, to the Relevant Authority, namely the Mayor/Speaker or any other person
designated by the Municipal Council in writing, for consideration.

If an internal appeal is considered against the refusal of a request for access lo a record
of a third party, the third party to whom or which the record relates, must be informed of
the internal appeal and hefshe may, within 21 days after being so informed, make written
representations why the request for access should not be granted or give written consent
for the disclosure of the record to the requester concerned.

Late appeals may be allowed, if good cause can be shown.
Decision on internal appeal and notice thereof (section 77)

When deciding on the internal appeal the Relevant Authority may confirm the decision
appealed against or substitute 2 new decision for it, within 30 days after the iniernal
appeal is received by the Information Officer/Deputy Information Officer.

The Relevant Authorily will immediately after the decision on an internal appeal give
nolice of the decision lo the appellant and any relevant third parly, state adequate
reasons for the decision, and that the appellant, third party or requester, as the case may
be, may lodge an application with a court against the decision on internal appeal within
60 days; or, if notice to a third parly is required, within 30 days after notice is given, and
also state the procedure for lodging the application.

If the Relavant Authority fails to give notice of the decision on an internal appeal to the
appellant within the periods indicated here above, it is regarded as having dismissed the
internal appeal.

8.4. Applications to Court {Part 4, Chapter 2 Of The Act)
A requester or third party may make an application to a Court regarding the decisions of
the Information Officer/Deputy Information Officer, but only after the internal appeal
process has been exhausted.

A requester may make an application to a Courl, if hefshe is



e Aggrieved by the decision of the Information Officer or Deputy Information
Officer to disallow the late lodging of an internal appeal;

» Aggrieved by the decision of an Information Officer or Deputy Information
Officer of a public body, other than the Information Officer of a national
department, provincial administration or municipality to refuse a request for
access;

« Aggrieved by the decision of an Information Officer or Deputy Information
Officer relating to fees required to be paid, the extension of the period within
which to deal with the request or the form of access in which the information
will be furnished.

+ Apply to a Court by way of an application for appropriate relief i.t.0. Section 82,
within 30 days.

9. MANDATORY GROQUNDS OF REFUSAL {GROUNDS OF EXEMPTION)

With mandatory grounds, the information Officer or Deputy Information Officer must
refuse a request because they apply lo the racord.

There are more mandatory grounds than discretionary grounds. The following are the
mandatory grounds of refusal, and the Information Officer or Deputy Information Officer
must refuse a request because they apply to the record —

9.1. Mandatory protection of privacy of third party who is a natural person;

The Information Officer of a public or private body must not allow a requester access to
the personal information of another person if it amounts to ‘an unreasonable disclosure’.
The seclions themselves indicate a few reasons when this does not apply, like when
records are already in the public knowledge, or where a person has given consent. The
consent issue is particularly important as it connects to another part of the process the
requester should be aware of, which relates 1o third party notifications, in terms of chapter
S of PAIA.

9.2. Mandatory protection of certain records of the South African Revenue Service;
The Information Officer of SARS must not allow a requester access lo records obtained,
or held, by SARS for its revenue collection purposes. However, records oblained or held
by SARS may not be refused if a request is done by personal requester or the person on
whose behalf the request is made.



9.3.

9.4

9.5.

9.7.

Mandatory protection of commercial information of third party;

The Information Officer of a body must not allow a requester access to the commercial
information of another person (in other words, who is not the requester or requestee. This
would include information like trade secrets, or that might threaten that third party's
comimercial interests.

Mandatory protection of certaln confidential information, and protection of certain
other confidential information, of a third party;

The Information Officers of both a public and private body must not allow a requester
access 1o a record if its release would amount to a breach of a duty of confidence owed
to a third party in terms of an agreement or contract.

Mandatory protection of safety of individuals, and protection of property;

The Information Officer of both a public or private body must not allow a requester access
to a record if its release could reasonably be expected to compromise the safety of an
individual. In the same seclions, it also stales that the Information Officer of a body may
refuse access if it would be likely to impair the security of a building or property.

Mandatory protection of potice dockets in bail proceedings, and protection of law
enforcement and legal proceedings;

The Information Officer of a public body must not allow a requester access to records like
bail proceeding records that are already protected by section 60 of the Criminal Procedure
Act. In the same section, it also states that an information Officer of a public body may
refuse access to records of law enforcement that reveal its methods, technigues,
procedures for prevenlion of crimes, or prosecution of crimes, as well as certain other
records relevant to legal proceedings that are happening.

Mandatory protection of records privileged from production in legal proceedings;
The Information Officer of a private body must not allow a requester access to a record if
the record is privileged from production in legal proceedings, unless the person enlifled
to the privilege has waived the privilege.

Mandatory protection of research information of third party, and protection of
research information of public or private body.



The Information Officer of a body must not allow a requester access to a record if the
record relates to research that is, or will be, undertaken by the body in question and its
release would be likely to expose the researcher, the third party or the matter under
research to a sericus disadvantage.

Please note that the above mandatory grounds for refusal of access to records are
somewhal the same for public and private bodies, excepl for the mandatory protection of
cerlain records of South African Revenue Service, of police dockets in bail proceedings,
of law enforcement and of legal proceedings, which are only applicable to public bodies.

If only part of the record is linked to an exemption ground, the Information Officer or
Deputy information Officer of both a public or private body is under an obligation to
consider whether partiat disclosure of information is possible whenever they determine
that full disclosure is not possible and they should take reasonable steps to sever or redact

that part that cannot be released to the requester and grant access to the rest of the
record.

10. DEEMED REFUSAL OF REQUEST IN TERMS OF SECTION 27 AND 58 OF PAIA

A failure to respond properly 1o a request within the corract timeframe is considered to be
a 'deemed refusal’. This is important, because PAIA allows the requester to challenge a
decision when no decision has been made and the request has been ignored. The
requester would merely stale in the internal appeal that no response was received.

Request for access to records is deemed to be a refusal after the expiry of 30 days or any
extended period and the public or private body fails to respond.

11, DISCRETIONARY GROUNDS OF REFUSAL

With discretionary grounds, an Information Officer or Deputy Information Officer may
consider whether or not to refuse a request because the grounds apply to the record
requesied. Because it is a discretion, the Information Officer must apply histher mind
objectively when considering the different grounds, which are:



11.1. South Africa’s defence, security and international relations:
The Information Officer may refuse access if the release of the information could
reasonably be expected to threaten the defence or security of the country. This could
also apply where the release of the information might harm South Africa’s relations with
another country, such as revealing records supplied in confidence.

11.2. Economic, financial and commercial interests:
The Information Officer may refuse access if ils release will be harmful to the economic
and financial status of the Republic;

11.3. Operations of public bodies:
The Information Officer of a public body may refuse access if the release of the
information could reasonably hamper operations, for example if it is trying to formulate
policy, or deliberate on an issue;

11.4. Manifestly frivolous or vexatious requests:
The Information Officers may refuse a request for information if they are of the opinion
that processing requests will be unreasonably time consuming and lead to a waste of
resources. In addition, they may refuse access to a record if the request is seen io be
made by a requester to unnecessarily annoy or provoke.

12. UPDATING OF THE MANUAL

The Makana Local Municipality will, f necessary, update and publish this Manual
annually.

Issued by

Mr. Pumelelo Maxwell Kate
Municipal Manager



ANNEXURES

A1. SUBJECTS AND CATEGORIES OF RECORDS HELD BY THE MUNICIPALITY
WHICH ARE AVAILABLE WITHOUT REQUEST FEE

The records as set out here are automatically available without a person having to request
access in lerms of the Act, but where appropriate, remain subject to review by the Information
Officer or Deputy Information Officer in terms of Section 15 (4) of the Act.]. All other records
must be formally requested as provided for in this manual. The only fee payable, if any, for
access 1o these records is the prescribed fee for reproduction. (See Tariff list)

Records that are available on the municipal website : hitp.//www makana.org.za/

It is the information that the requestor can have access to without submitting a formal request.
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A2. STANDARD FORM TO BE COMPLETED REQUEST FOR ACCESS TO RECORD OF
PUBLIC BODY {Section 18(1) of the Promotion of Access to Information Act, 2000

{Act No. 2 of 2000) [Regulation 6]
e
b1 .

REPUBLIC OF SOUTH AFRICA

FORMA
REQUEST FOR ACCESS TO RECORD OF PUBLIC BODY
(Section 18(1) of the Promotion of Access Lo information Act, 2000 (Act No. 2 of 2000))
Regulaton &)

[FOR DEPARTWERTAL USE

Recuesi received by g - {state rank,
name and sumame of informabon offtcer/deputy information officer) on T ; (dxe)
a il iR e ok : ; ; (phace).
Requestfes (f amy): R . el o
Depasit (f any). R T E

SIGNATURE OF INFORMATION OFFICERTDEPUTY RNFORMATION OFFICER

A Particutars of public bocy
The Information Officer/Deputy Information Officer



FORM A: REQUEST FOR ACCESS TO RECORD OF PUBLIC BODY

B. Partiodars of person requesting acoess to the record

{a) The particulars of the person who requeRts access to the rroord must be given below
{b) The address and/or fax number i the Republic to which the irformation is 10 be sent. must be grven.
(¢) Proof of the capacity in wihech the request is made. # 3pplicable. must be attached

Full names and samame:

wewymoewe: | [ [ | F U | [ [ [ | [ |
Postal address.

Telephone number: { ) Fax number (...}

E-mal adeiness:

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

C. Partioslars of person on whose behalf request is made

Thes section st be completed ONLY if a request for nformation is made on bahalf of anather person,

Full narmes and sumams:

wegewmeer. [ [ ] ] [ T [ 1T T | [ | | |

D. Particulars of record

{a) Provide fuf! parteulars of the record 1o which acoess | requested. induding the reference number # that 4 known
10 you, to enable the record to be located.

(b} # the provded space it nadequate, plesse continue on a separate folio and attach it to ths form. The requester
st sign 2 the additional folios.

1. Dascription of record or relavant pant of the recond:
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FORM A: REQUEST FOR ACCESS TO RECORD OF PUBLIC BODY
2 Reference number, f avalable
3. Any further parboul ars of ecord

E Fees

(3) A request for acoess 1o a record. other than a fecord contaming personal mformaton about yoursetf. will be
processed only after a request fee has been paxd

{b) You wall be notified of the amouni required to be paid as the request fee.

{¢) Tha fee payable tor access ¢ a record depends on the form in which acoass is required and the reasonable time
required to search for and prepare a record

(0) If you qualify for exemption of the payment o any fee. please state the reason for exemption

Reason for exemption from payment of fees.

F. Form of aooess 1o record

If you are preventsd by a disabidity to resd, view or listen to the record m the form of access provided for in € 10 4 below,
state yous disabiity and indicate in which form the record is required.

Drsability Form in which record
is requimd.

Mark the appropnate box with an X.

NOTES:

{a) Compliance with your request for access in the specified form may depend on the form in which the record is
available.

(b) Access in the form requested may ba refused in oertain circumstances. In such 3 case you wii be informed i
accwss will be granted in anothar form.

{c) The fee payabla for aboess to the record, if any, will be determinad partly by the formn in which acoess 15 requested

1. If the record is in witten or panted form
| copy of record® | | inspection of record | |
2. ¥ record consists of visudl images -
(this includes photographs. siides, video recondiings. computer-generated images, sketches, ecc )
view the enages copy of the images® transcnpton of the
images’
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FORM A: REQUEST FOR ACCESS TO RECORD OF PUBLIC BODY

3 I record consists of recorded words or information which can be reproduced i sound.

frsten to the soundirack transcripbon of soundtrack

{audio cassette) (written or printed dotumaent)
4 ¥ record Is held on computer of in an etectronic or machine-readable form

printed aopy of necord® princed copy of information ©copy In computer

dedivad from the record” readable form*
sty or compaat dizc)

“If you requested 3 copy or transcription of & record (above), do you wish the copy or | YES NG
ranscription to be posted to you?
Postage is payable.

Note that i the record is not available tn the language you prefer, acoess may be granted in the language in wiwch the
record is available.

In which language would you prefer the recond?

G. Notice of decision regarding request for acoess

You will be notified in witing whether your request has been approved ! derced If you wish to be informed in another
mannes. please specify the manner and provide the necessary parbadars to enable complianoe with your requast.

How would you prefer to be informed of the decision reganding your request for access to the record?

S!GNATURE OF REQUESTER/
PERSON ON WHOSE BEHALF REQUEST IS MADE
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MAKANA LOCAL MUNICIPALITY PAIA MANUAL

A3. TARIFF STRUCTURE // FEES PAYABLE
The Act provides for two types of fees:

» A reqguest fee, which is a standard fee and
¢ An access fee, which must be calculated by taking into account reproduction costs,
search and preparalion time and cost as well as postal costs

SOUTH AFRICAN HUMAN RIGHTS COMMISSION Tub {D51) AIT JA0)
Fus Q11 4030625

Physical Address Poatsl Addiass

33 Hoold Streot Prrvpte Rag X 2700

Brapmpork Fong ™ 3 Howghton

Brasmiontein b2l

zon human

rights

GCOMMULL R

NOUICE EN VERMS OF 'THE PROMUOTION OF ACCESS TO INFORMATION 2 OF 2004
RE FEES ASSOCIATI D WITH PAIA REQUESIS ART DETERMINED DY b
REGLT ATIONS ONT Y ANDNOT THROUGH OTHER APPLICARLE LAWS OR POLICIES

Thin Nelwe stises 10 skl Vhat thy Svath Afiscan JHutan
Rights { ommisiea {the Conuonaoun) hestbs donfirta thay
the cuntn aneciaresd with Al repacsis nade umders B
Promdtion 8F Acces< w inlormation Act 2 o 2000 4P ALAT ane
deters amed By b Regulatings nchating e PATA only and noe
by any oiber laws o rcgulations  Theelore, any denwandy
wacke by a public g pisale By lur the pasesrnt off
additienal (ees with regpect in PAIA requesds are invald

The Commiiwon v an imdependert pubhiic bady vapepis
mandated under PALA 10 owmitet the tmplenscrtsison of the
Act. fn sccoedance with §s reiponabilives m encure
comphance wiih PALA the Conpnan issucs thhy dofice &
brung clarny wooll umterewed panses thar o is oy the Misver
wb Iuntice and Comddutenal ey Lt sl bis (le power
W make devnwns geganding fows asugraied wabh PALA
secpients The Uomim <sman fimther donfirne that 4 a ue-Aduded
Tav (VAT w ouly payabi by Gwstukmions who fase
tepivaored & VA sondors

1. Thie Premotlan ol Aeced to lnfurmatlon et
PALY gives efloar e e coashiities 3l T G agw e ot
trfonpaticn gy prnaded e veder soutien 1D ab e
Comstiation.  Alhough  espemtun g 0 wquess sad
regronlacing mxends it an wowat s and mderly suwer Lhes
He And CTISES. Mo 9 ol the At apen aticadiy walls ti
the eablinbuaen of pumdatory e hanrne amd procednes
i ensure that acess (0 reconls @l hoth putix aral movae
bodies is e sl gt ds and  elfiienly e
tenseiably praailie 7 [enypluse alded]

Turhdimay seviumh 92 of the At granis (he Mmvie® of
Fustin #d Uosehtuhenal Deslepmnat e poee 10 mtake
regulativn porlanng b teer sowsiiated wath regui s niade 1o
husth public and provate boabies

1 Hegulations ta PAly

In Febeusny 202, the Minister of Pisieoc amb Caonniiubenal
Deselepnit subhished 0 s dedute of fees Tor PALA respuesis
Wn b Gasetie, which prossdad for the 0 lkowmg

Lees for Reguesiis: Bavemds

Requeters are tequired 1 pay a fer oz requesiig aweess 10
records Fiom bodh public amd povare bdies $hre o G
requesing Feaond« from o publie Budy 1 RME uhike the Toe fin
ieguentiig iecoids Trony & peaate body 1s RS0 30 v enpoitant
vy note thyt pooplc who Arc oquaost fy auts o the) peronsl
indermal o st vatnpt e pasing o ley Fundanioe poople
shws eari beat than K14, 712 per anaua it smgled aad R27 192
per atutant () marmied or have 0 hife partierh are ple exvempd
[rom pasar g e neguea foes

Tesp for Arsening Redondy

Reque~ters are alw requined 1o pay fees [nr sedesung the
ievonds of pubhic and pinae hedies, whielhy inlude fee
avduiany woith tlwe seaich (o, pregaratey of
reproduciien ff documents The hreshdonn ol bees for
requen 1o bath peblic end penake hadrevore as [hlhus

Fubtic Bodies:

* Lopy por Adpaye - pioents

®  Pergieg per Ad page - 47 cenae

s LopyansD - 10

v Tramwnption of wiswsl wnagos s AL page

R22

Copy ab o vewia) imaye - Roil

*  Trancnption of wiaadis eevonding par A4 pagu

xir

¢ Copyofanoudio euewding - K1Y

» Scarch spd picpaatien of whe reciad K
disclosuie = RUS por Dwowr o1 pan thewenl,
crchadiag thw first howr, noansbly equined G
e seur. b dad proepasstion

* Acieal postage fee

Privmie Hodieu:

+ LCopypir Adpogae RLIV

«  Prining por Ad page - VS aents

+ UopyoanaC) RID

+  Araesenpien uf vihuab amages pe? W pagpe

R

Copyafasalinage Bt

o Cluanscriplion of as sudee mecard ng per A ) page
=R

o Lopy vl nvasdio recendg K0

+ Srarch end prepmoamen of the groed dae
dischaury = RM per D ar part dbennl
encluding the ties) Fourr seasannliny eevoneaf 1y
1k search and preparaen

e Al pertfape Gy

L3 Rueghicred VAT Yenduis

The Commiien further vantinns that Valne-Added Tay
(VAT E only payahie by itsttaboms whn aoe iegeigoed
A VAT vemdors, da coge ted under svtien 20 of tlie Vobae
Added Lav Actul 1119)

Simerdly, o

Coop T
ARETET M Slushuon

Chair of ilie Soah Aftkan oo Bughts € n vrsdon

Tranttsming seededy Seqo iy wbl A .

Chalrpassan 21 ALAS =SS Dapuly Chalrperson P Corewa Comm;omrs.l- toapiy D HAaay, Jiowe D his

Chief Esecutve DMcad | Alrsent



Ad4. PERSONS EXEMPTED FROM PAYING THE FEES FOR REQUESTED

INFORMATION
PERSONS EXEMPTED FROM PAYING THE FEES FOR REQUESTED INFORMATION
Database Governmen Gazeties
Garstte No 8107
Notice No 1]
Regulaton 8325
Gazatte Mo
Gazete GOV
Date 20031014

Government Notice
DEPARTMENT OF JUSTICE AND CONSTITUTIONAL DEVELOPMENT

No. R 991 14 October 2005

PROMOTION OF ACCESS TO INFORMATION ACT, 2000 EXEMPT IONS AND
DETERMINATIONS FOR PURPOSES OF SECTION 22(8)

|. Brigifte Sytvia Mabandla, Minister for Justice and Constitutional Development, acling under

section
hereby-

o)

(b)

22(8) of the Promotion of Access to iformation Act, 2000 {Act No. 2 of 2000)

exempt the following persons from paying the access fee comempiated section 22 (6) of
the Act

) A single person whose annual income, after pertnissible deductions refemed to m the
Scheduled to this notice are made, does not exceed R 14 714 00 per annum, and

{n) marmied persons or a person and his o her life partner whose annual mcome, after
deductions referred 1o in the Schedule to this notice are mads, does not
excesd R27 192 D0 per annum and

determened thal -
(i) where the cost of colecting any fee contempiated in section 22 of the Act, exceeds
the amount charged, such fee does not apply,

{ii} tha access ftee contemplated m section 22(6) of the Act does not apply to the  personal
record of arequester: and

() the request fee contemplated in section 22{1) of the Act and the access fee
contemplated m sachon 22{6) of the Act do not spply to o record requested by o
mantenance mvestigation or inquiry in terms of the provisions of the Mamtenance Act
1998 {Act No. 99 of 1998) of the reguiations made under sechion 44 of that Act.

SCHEDULE
For purposes of paragraph () (i) and (ii] of the nobice the following deductions are

parmusadie
{a)l  Employees tax in tenms of paragraph 2 of Part Il of the Fourth Schedule of the
Incoms Tax Act, 1962 (Act No 58 of 1962),

) contributions in terms of sechon 5 of the Unemployment Insurance Contrbutions
Act, 2002 (Act No 4 of 2000).

(ch compuisory contributions to o Group insurance Fund in terms of o count order or
in terms of a controct between an employer and his or her employee.



(d) contributions to any medical scheme registered under the provisions of the
Medical Schemes Act, 1998 (Act No. 131 of 1998), and allowed to be deducted mn
terms of secton 18 (1) (a) of the (ncome Tax Act, 1962 (Act No. 58 of 1962);

{e) confributions to pension funds in terma of section 13A of the Pension Funds Act
1958 (At No. 24 of 1956),

) rent or mortgage instaiments to the maxemum of R12 000.00 per annum,
(g) maintenance paxd in terms of a court order, and
) achool fees, except school fees paid to a prvate achool.

B.S. MABANDLA MP
Minister for Justice and Constitutional Development



MAKANA LOCAL MUNICIPALITY PAIA MANUAL
A5. RECORDS THAT MAY BE REFUSED ACCESS TO

Section 9 (b)(ii) recognises that the right to access to information must be given effect o in a
manner which balances the right with any other rights, including such rights contained in the
Bill of Rights in the Constitution. The Information Officer/Deputy Information Officer may
refuse access o certain records under the circumstances as provided for in sections 33 to
46 in Chapter 4 of the Act.

The Information Officer/Deputy Information QOfficers may refuse access to records under the
circumstances as provided for in Part 2, Chapter 4 of the Act.
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A6. INTERNAL APPEAL FORM

{Section T3 of the Prowwtion of A e Srulk atior Aol 2000 (Act No. 2 of 2000))
[(Raguilsiion 8)

STAYE YOUR REFERENCENUMBER

A, Particulars of public body
The Information Officer/Deputy Infosmation OfMcer

B. Particuiars of requeaster/third party who todges the internal appeosl

{a) The particuiars of the person who fodge the internal appeal must be given below
{b) Proof of the capacily in which appeal Is lodged, If applicabie. must be atteched
{c) If the appelant is a third porson and not the person who onginally requested the
information, the particuiars of the requester must be given at C below

Full names and sumame

identity number

Postal address

Fax number:

Capacity n which an intemal appeal on behall of another parson is lodged

C. Particutars of requester

This saction must be completed ONLY i a thind party (other than the requester) lodges
the intemal appeal

Fuli nameas and sumame”

identity number:

D. The decision against which the internal appeal is lodged

Mark the decision ageainst which the internal appeal is fodged with an X in the appropnate
Do

Relusal of request for acowss
Decislon regarding lees prescabed m terms of section 22 of the At
mmmmthamuuwmmmmmmmmtm

Decizion In ters of sachion 29(3) of the Acl io refuse access in the form
requested by
Decision (o grant request for accesas
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MAKANA LOCAL MUNICIPALITY PAIA MANUAL

E. Grounds for appeal

if the provided space is inadequate, please contihue on a separate follo and attach it to
this form_ You must sign afl the additional folios

State the grounds on which the intemal appeal is based

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

F. Notice of decision on appeal

You will be notified in writing of the decision on your intemal appeal. ¥ you wish to be
mformed in another manner, please specily the manner and provide the necessary
particulars o enable compliance with your neguest.

State the manner:

Patticulars of manner:

Signedat .................this. .. .. .dayof . .. .20
SIGNATURE OF APPELLANT:

FOR DEPARTMENTAL USE:
OFFICIAL RECORD OF INTERNAIL APPEAL
Appeal received on . - {date) by
(state rank, name and sumame of information dﬂcerfdeany information oﬂicer)

Appea! accompanied by the reasons for the information officer’s/deputy information
officer’s decision and, whare applicable, the particulars of any third party to whom or
which the record refates, submitted by the information officerfdeputy information officer of
(date) 1o the relevant authority

OUTCOME OF APPEAL:
DECISION OF INFORMATION OFFICER/DEPUTY INFORMATION OFFICER
CONFIRMEDNEW DECISION SUBSTITUTED NEW DECISION:

DATE:

RELEVANT AUTHORITY:

RECEIVED BY THE INFORMATION OFFICER/DEPUTY INFORMATION OFFICER
FROM THE RELEVANT AUTHORITY ON (date):
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