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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 1o 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 o 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 to a record containing
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 entitled to receive any remuneration. This
includes, without limitations, all permanent, temporary and part-time staff as well as
contracl workers;

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

1.9 “Request” means a request for access 1o 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 natura} or juristic person who is not the requester of the

information, nor the body to whomn 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 Minister of Justice and Correctional Services;

1.9. “Regulator” means Information Regulator.



3.1

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 underslanding of how to make a request for access 1o a record of the
Makana Local Municipality;

2.3 access all the relevant contact details of the persons who wil 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 to the records, before approaching the Regulator or the Courts;

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

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

2.7 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,

2.8 know whether the Makana Local Municipality has appropriate security measures
to ensure the confidentiality, inlegrity and availability of the personat information
which is to be processed.

ESTABLISHMENT OF THE MAKANA L.OCAL MURICIPALITY

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 governmenit.

The Makana Municipality is iocated in Makhanda in the Eastern Cape Province on the
southeastern 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
Wast by Blue Crane Route Local Municipality, in the South by Ndlambe Local Municipality
and in the South-West by the Sundays River Valley Local Municipality, with the cities of
Port Elizabeth 120km to the West and Eas! London 180 km East. It 1s the home of the



34.

3.5,

38.

National Arts Festival and the seal 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
Local Councils with their rural communities. The new transformed organization
commenced ils operations on the 1 January 2000 under a fulltime Executive Mayor
supported by a committee known as the Mayoral Commitlee.

MLM has six (6) local fowns 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 concenirate on high level strategic functions such as
strategic ptanning, infrastructure development, tourism and economic developmeant.

MLM supparts the constitutional right of access to information and is commilted to provide
any requester access 1o its records in accordance with the provisions of the Act.

DESCRIPTION OF MUNIGIPAL STRUCTURE AND FUNCTIONS

The Adminisiration of MLM compromises the following directorates:

a)
b}
c)
d)
e)

f)

37

38

Office of the Municipal Manager

Directorate : Corporate & Shared Services
Directorate; Budget & Treasury

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

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

The Municipalily operates within a legislative framework which consists of various
statutes, which include:
¢ The Constitution of the Republic of South Africa (Act 108 of 1996);
¢ The Local Government: Transitional Act (Act 209 of 1993);
« The Local Government: Municipal Structures Act (Act 117 of 1998};
» The Local Government: Municipal Systems Act (Act 32 of 2000); and



The Local Government: Municipal Finance Management Act (Act 56 of 2003)

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

39.

The Water Services Act (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 National 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 Equily 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 lllegal 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 Authorities) 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 Municipalily'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 democratic 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 promole a safe and healthy environment; and

¢ 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 Local Municipality
include, inter alia:
a) Ensuring integrated development planning;
b) Provision of potable water supply systems;
¢) Bulk supply of electricity, which includes for the purposes of such supply, the
d) transmission, distribution and the generation of electricity ;
e) Provision of butk sewage purification works and main sewage disposal systems,
f) Solid waste disposal sites, insofar as il relates to:
i. the determination of a wasle disposal strategy,
ii. the regulation of wasle disposal;
iii. the establishment, operation and control of wasle disposal sites, bulk waste transfer
facilities and wasle disposal facilities;
o) Municipal roads which form an integral part of a road transport system;
h) Development of Municipal airports;
i} Provision of firefighting services, which includes:
i. planning, coordination and regulation of fire services;
il. 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.
i) The establishment, conduct and control of cemeteries and crematoria;
) Promotion 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 dutias as related to the
above functions or as may be assigned in terms of national legislation



Vision

Making Makana Local Municipality & * Great place to be” by 2030

Vision Statement

“Makana Municipality strives to ensure sustainable, affordable, equilable and qualily services

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



4. STRUCTURE OF THE MAKANA LOCAL MUNICIPALITY

ﬁ MUNICIPAL MANAGER
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TREASURY
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DIRECTORATE:
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CORPORATE &
SHARED
SERVICES
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SERVICES
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DIRECTORATE:
PUBLIC SAFETY
& COMMUNITY
SERVICES




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;

v Al the Municipal Office at 86 High Street, City Hall, Square, Makhanda, during for
public inspection during normal business hours;

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

¥ to the Information Regulator upon request.

A fee for a copy of the Manual, as contemplated in Annexure “A3", shall be payable per each
Ad-size photocopy made.

6. CONTACT DETAILS

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

Namae of the Public Body | Makana Local Wlunicipality

| Information Officer “Mr. Pumelelo Maxell Kate

" Email address of information Officer PAlA@mMakana.qov.za

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

[ DIRECTOR: CORPORATE & SHARED SERVICES ]
| Name of Public Body ' Makana Local Municipality ]
| Designated Deputy Information Officer ' Mr. Xolela Kalashe
Email address of Deputy Information | xkalashe@makana gov.za = /

Officer I PAlA@makana.qov.za

Streel 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 Deputy Information | Caprilfmakana.gov.za !

Officer PAIA@makana gov.za

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

Telephone Number 046 603 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 request access to the
records.

wa



Complete and submit Form 2

PAIA request is PAIA request lOi.Dt.O fails respond: 10IDI0 requests a
granted is refused this is then deemed 30 gay extension
refused

Befare 60 days
pass

Before 30 days

101DI10 does not _ PALA request is
5 PAlA request is
respand and deemed granted
refused
rofused

Submit internal appeal Submit a complaint to
to the Appeal Authority the information
vse Form 4 Regulatar (Form 5)

Approach the Court

Appeal Authority does
not respond and refusad
is presumacd

Appeal is Appealis
granted refused

Before 180 days
pPiss

Not happy with the
Regulators decision Approach the Court

(Before 180 days pass)

Approach the
information Regulator
{(Form 5)




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 Arequest for access is refused;

+ The fees charged are unacceptable;
The peried within which a decision with regard to access to a record must be made, is
extended; and Access 1o a record is not provided in the requested form; and
A third parly may lodge an internal appeal with the municipality against a decision by the
information Officar, Deputy Information Officer to disclose information refating 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 80 (sixty) days,

« [f notice to a third party is required i.t.o. Section 49 {1){b), within 30 (thirty) days
after notice is given to the appellant of the decision appealed against or, if notice
lo the appellant is not required, afler 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;

o state the manner in which the applicant wishes 1o 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,

s if applicable, be accompanied by the prescribed appea! 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 his/her 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 1o a record
of a third party, the third party to whom or which the record relates, must be informed of
the internal appeal and he/she 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 internat appeal and notice thereof {section 77)

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

The Relevant Authority will immedialely after the decision on an internal appeal give
notice of the decision to the appellant and any relevant third party, 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 party is required, within 30 days after notice is given, and
also state the procadure for lodging the application.

If the Relevant 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 Court, if he/she is.



¢ Aggrieved by the decision of the Information Officer or Depuly 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
depariment, 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 approgriate relief i.t.0. Section 82,
within 30 days.

9. MANDATORY GROUNDS OF REFUSAL {GROUNDS OF EXEMPTION)

With mandatory grounds, the Information Officer or Depuly Information Officer must
refuse a request because they apply to the record.

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 o the record -

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

The Information Officer of a public or privale body must not allow a requester access to
the personal information of another person if it amounts to “an unreasonable disclosure’.
The sections themselves indicate a few reasons when this does nol apply, like when
records are already in the public knowledge, or where a person has given consent. The
consent 1ssue is particularly important as it connects to another part of the process the
requester should be aware of, which relates to 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 to records obtained,
or held, by SARS for its revenue collection purposes. However, records obtained 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.
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9.3.

8.4.

9.5.

9.6.

9.7.

Mandatory protection of commercial information of third party;

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

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

The Informaltion Officers of both a public and private body must not allow a requester
access (o a record if its release would amount o 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 sections, it also states thal 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 police 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 Informalion Officer of a public body may
refuse access to records of law enforcement that reveal its methods, technigues,
procedures for prevention 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 nol allow a requester access to a record if
the record is privileged from production in legal proceedings, unless the person entilled
1o the privilege has waived the privilege.

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



The Information Officer of a body must not allow a requester access lo a record if the
racord 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 matier under
research to a serious disadvantage,

Please note that the above mandatory grounds for refusa) of access to records are
somewhal the same for public and private bodies, except 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 Informalion Officer of both a public or private body is under an cbligation (o
consider whether partial 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 o 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 to a request within the correct timeframe is considered 10 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 discrelionary grounds, an Information Officer or Deputy Information Officer may
consider whether or not to refuse a request because the grounds apply to the record
requested. Because it is a discretion, the information Officer must apply histher mind
objectively when considering the different grounds, which are:



i1.1.

1.2

11.3.

1.4,

South Africa’s defence, security and international relations:

The Information Officer may refuse access if the release of the information coutd
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.

Economic, financial and commercial inlerests:

The Information Officer may refuse access if its release will be harmful to the economic
and financial status of the Republic;

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;

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 1o be
made by a requester to unnecessarily annoy or provoke.

12. UPDATING OF THE MANUAL

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

Mr. Pumaelelo 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 terms of the Act, but where appropriate, remain subject to review by the Information
Officer or Deputy Information Officer in terms of Seclion 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 to lhese 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
bt .

REPUBLIC OF SOUTH AFRICA

FORMA
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))
(Regutation 6)

[ FOR DEFRRTMERTAL USE

Rexest racaived by ; (stata rank,
name and sumame of infomaton afftcerfdeputy information offtosr) on - : (date)
. e : i (place).
Request fee (f any). R

Deposit (f any): [ P iy

Access {09 i ey

SIGNATURE OF INFORMATION OFFICERDEPUTY BNFORMATION OFFICER

A Particulars of public body
The Information Officer/Deputy informaton Officer

21



FORM A REQUESYT FOR ACCESS TO RECORD OF PUBLIC BODY

B. Particulars of person requesting acoess to the record

{2) The particulars of the person who requests acoess to the Moord must be given below
{b) The address and/or fax rumber m the Republic to whioh the information 15 1 be sent, must be grven.
(¢) Proof of the capacily in whech the request is made. f apphoable. must be atached

Full names and sumama:

wewyooee [ ] ] | F 1§ | | [ [ [ | |

Postal address.

Telephone number: { ) Fax number | 3

E-mad adcireass: 2 - .
Capacity in winch request 15 made. when made on behatf of anather person

€. Partioulars of person on whose behalf request is made

Thes section must be completed ONLY if a nequest for nformation is made on behalf of another person.

Full names and sumame:

weyewmbe. [ T T [ ] [ [ [ [ § [ J | |

D. Particulars of record

(a) Provide full parteufars of the record to which access is requested. including the reference number i that s known
3 you, to enable the recond Lo be Jocated.

{b) ¥ the provded space is inadequate, please continue on a separate folio and attach i 1o ths form The requester
must sign 21 the addtonal folios.

1. Description of record or relevant pan of the reconrd:

22



FORM A REQUEST FOR ACCESS TO RECORD OF PUBLIC BODY
2 Refecence rumber. d avalable
3. Any hurther parkcid ars of reoord.

E Fews

{3 A request for acoess 10 3 recond. other than 2 record contaning personal mformabon about yourself. wil be
processed only after a request fee has been paxd

(b} Youwl be notfled of the amount required to be pad as the request fes.

(c) The fes payablae for access io a record dapends on the form in which acoess is mquired and the reasonable time
required to search for and prepare a reoond

(d) If you qualify for exemption of the payment of any fee, please state the reason for exemption

Reason for exemption (rom payment of fees.

F. Form of aocess to record

¥ you are prevertsd by a disability to resd, view of listen to the necord in the form of access provided forin 1to 4 below,
state your disabeity and indicate in which form the record is required

Drsabiity Form in which record
i8 requined.

Mark ther appropnate box with an X.

NOTES:

(a) Compliance with your request for acoess i the specified form may depend on the form in which the record is
available.

(b) Access in the form requested may ba refused in oadtain circumMtances. In such a casa you will ba informed
access witl be granted in anothar fonm.
{c} The fee payable for access to tha record, if any, will be determined padly by the form m which access 13 reGuested

1. if the recond is in wntien or pnnted form
lwpydnwﬂf l I inspection of record l l
2. if record consists of visual images -
{this incfudes photographs. slides. video recondings. computergenerated images, shetches, ate |
view the images copy of the images' transenption of the
images’

23



FORM A: REQUEST FOR ACCESS TO RECORD OF PUBLIC BODY

3. f record consists of recorded words o information which can be reproduced in sound

Irsten 10 the soundirack transcripton of soundtrack®
{sudio casseite) (writen or printed doounent)
4 If record is held on computer or in an electronc or machine-readable form
printed copy of record® printed copy of infarmation oopy in computer
devrived from the record”™ readable form*

(stdTy or compact dise)
°if you requested 2 copy or transcription of a record (above), do you wish the copy or | YES NO
franscription to be posted to you?

Postage is payable

Note that # the recond 1s Aot available tn the language you prefer, access may be granted m the language in which the
record is avadable.

In which language would you prefer the recond?

Q. Notice of decision reganding request for access

You will be notifed in writng whether your request has been approved ! derved H you wash to be mformed in another
manner, please specify the manner and provide the necessiry partscudars to enable compliance with your request

How would you prefer to be informed of the decision reganding your request for access 1o the recond?

Sgnedat .. TN i this day of 4 you

S'GNATURE OF REQUESTER/
PERSON ON WHOSE BEHALF REQUEST IS MADE

rL]



MAKANA LOCAL MUNICIPALITY PAIA MANUAL

A3. TARIFF STRUCTURE // FEES PAYABLE
The Act provides for two types of fees:
+ A request fee, which is a standard fee and
» An access fee, which must be calculated by taking into account reproduction costs,
search and preparation time and cost as well as postal costs
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A4, PERSONS EXEMPTED FROM PAYING THE FEES FOR REQUESTED
INFORMATION

PERSONS EXEMPTED FROM PAYING THE FEES FOR REQUESTED INFORMATION

Database Governmend Garsties
Garetts No 28107
Notice No 20t
Regulaton 8325
Garntte No
Gazette GOV
Date 200531014
Government Notice
DEPARTMENT OF JUSTICE AND CONSTITUTIONAL DEVELOPMENT
No. R 991 14 October 2005

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

1. Brgitte Sylvia Mabandla, Miniater for Justics and Constitutional Development, acting under
section 22(8} of the Promotion of Access to Iformation Act, 2000 {Act No 2 of 2000)
hereby-

(@)  exempt the followng persons from paymyg the acceas fee contemplated section 22 (6) of
the Act

(@) A single person whose annual ncome, after permissible deducbons refemed to m the
Scheduled to this notice are made, does not exceed R14 714 00 per annum; and

(1) married persons or a person and his or her lfe partner whose annual income, after
permmessible deductions referred o in the Schedule to this notice are made, does not
exceed R27 192 00 per annum and

{)  determined that -

(i) where the cost of collecting any fee contemplaied in section 22 of the Adt, exceeds
the amount charged, such e does nat apply;

(i} the access fee contemplated m section 22(6) of the Act does not apply to the pevsonal
record of & requester: and

(&) the request fee contemplated in section 22(1) of the Act and the access fee
contempiated m sechon 22{6) of the Act do not apply to a record requested by a
maintenance nvestigaton or mquiry i terms of the provisions of the Mamtenance Act,
1998 (Act No. 99 of 1998) or the regulations made under section 44 of that Act.

SCHEDULE
1 For purposes of paragraph (8] () and (ii) of the noice the following deductions are
penmesahie

{a)  Employees’ tax in terms of paragraph 2 of Past Il of the Fourth Schedide of the
Income Tax Act, 1962 (Act No 58 of 1962),

M)  conbibutions in terms of sechon S of the Unempioyment tnsurance Contnbutiona
Act, 2002 {Act No 4 of 2002),

(4] computsory contribubons to o Group Insurance Fund i tesms of a court order or
n terms of a contract between an employer and his or her employee;

6



(d)  contibutions to any medical scheme registered under the provisions of the
Medical Schemea Act, 1998 (Act No. 131 of 1998), and allowed to be deducted mn
temms of secbon 18 (1) (a) of the Income Tax Act, 1962 {Act No. 58 of 1962);

{e) contributions o pension funds in terms of section 13A of the Pension Funds Act,
1958 (Act No. 24 of 1956),

1] rent or mortgage instalments to the maamum of R12 000.00 per annum,
{9) maintenance pa in terms of a court order, and
) school fees, except school fees paid to a pnvate school,

B.S. MABANDLA MP
Minister for Justice and Constitutional Development
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MAKANA LOCAL MUNICIPALITY PAIA MANUAL
AS5. RECORDS THAT MAY BE REFUSED ACCESS TO

Section 9 (b)(i}) recognises that the right o access to information must be given effect to 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 to certain records under the circumstances as provided for in sections 33 to
46 in Chapler 4 of the Act.

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

{Beotion 70 of the Fromotion of Acarss to Infarmution Aot 2000 (Act Mo 2 of 2000))
Regulation 3]

STATE YOUR REFERENCE NUMBER

A, Particuiars of public body
The Information Officer/Daputy infotmation OfMcer

B. Particulara of requester/third pasty who lodges the interns! appeal

(a) The particuiara of (he parson who dpe the internal appeal mist be given below

(b) Proof of the capacily in which appeaal is lodged, It applicetie. st be stieched

(c) If the appelant is a third porson and not the person who originally requested the
, the particuiars of the requester must be given at C below

Full namas and suUMame

tdeniity number

Postal address

Capacity in which an intemal appeal on behai! of another persoh is lodged

C. Particuiare of requester

Thia saction must be compieted ONLY T a thid party {(other than the requester) lodges
the intema appeal.

Full namas and sumame*

Identity number:

D. The decision againsat which the iInternal appeal is lodged
Mark the decision against which the internal appeal is lodged with an X in the appropriate

box'
Relusal of request Tor acooss
Decision regarding foes prescAbed m tenmns of section 22 of ibe Acl
g:;'l‘slon reoaminql-he exitension of the perniod within which the request must be

Decision In torms of sechon 20(3) of the Act to rofuse access ih gie form
by
Decision to grant request for access
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E. Grounds for appeal

if the provided space is inadequate, please continue on 3 separate follo and attach it to
this form. You must sign all the additional folios

State the grounds on which the intemal appeal is based

State any other information that may be retevant in considenng the appeal:

F. Notice of deciston on appeal

You will be notified in writing of the decision on your intemnal appeal. /f you wish to be
nformed in another manner, please specify the manner and provide the necessary
particulars to enatia compliance with your request.

State the manner:

Particulars of manner-..

Signedat .. this ... codayol aciisiniiia 20,

SIGNATURE OF APPELLANT:

FOR DEPARTMENTAL USE:

OFFICIAL RECORD OF INTERNAL APPEAL
Appeal recaived on .. 21 : - e B ... (date) by
{state rank, name and sumame of infformation officer/deputy information officer).

Appeal accompanied by the reasons for the information officer’s/deputy information
oflicer's decision and, where applicable, the particulars of any third party to whom or
which the recond retates, submitted by the information officer/deputy Information officer on
{date) to the relevant authority.

OUTCOME OF APPEAL:
DECISION QF INFORMATION OFFICER/DEPUTY INFORMATION OFFICER
CONFIRMEDMNEW 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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