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1.1

1.2

1.3

1.4

1.5

PREFACE

The Department of Cooperative Governance (hereinafter referred to as “DCoG") is a
government department classified as a public body in terms of the Promotion of Access to
Information Act (Act No. 2 of 2000) (hereinafter referred to as “PAIA"). PAIA gives effect to
the public’s rights to have access to information held by the State or any another person
provided the information is required for the exercise or protection of any rights, as contained
in section 32 of the Constitution of the Republic of South Africa, (Act No.108 of 1996)
(hereinafter referred to as the “Constitution”).

The DCoG fosters the culture of transparency, and accountability in its affairs by giving effect
to the right of access to records held by it in terms of PAIA and this also includes a right to
the protection of personal information held by it against the unlawful collection, retention,
dissemination, and use of such personal information in terms of the Protection of Personal
Information Act, (Act No. 04 of 2013) (hereinafter referred to as “POPIA™).

However, the public must also recognize that the right of access to information held by the
DCoG may be limited to the extent that the limitation is reasonable and justifiable in an open
and democratic society based on human dignity, equality, and freedom taking into account
all relevant factors as contemplated in section 36 of the Constitution.

This manual has been compiled for the DCoG and provides a comprehensive articulation of
the management of access to information in terms of PAIA and how to obtain access to

records held by the DCoG, while it also provides a framework for the processing of personal
information in terms of POPIA.

This manual -

e outlines the mandate of the DCoG, its functions and the types of records and personal
information that the DCoG holds and processes;

e contains information regarding the Guide indicated in section 10 of PAIA;

e deals with PAIA, specifies the types of records held by the DCoG, request procedure,
prescribed fees as well as the internal and external appeal procedures where
necessary;

» outlines the extent to which POPIA applies to the DCoG and the rights of the data
subjects regarding their personal information held by the DCoG; and

o confains information regarding the availability of this manual and approval thereof:
including Annexures A1, A2 and B as well as contact details of the DCoG, Information
Officer, Deputy Information Officers and email addresses that could be used for any
enquiries and requests that the reader wants to submit to the DCoG.
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2. GLOSSARY OF TERMS AND ABBREVIATION

Biometric data

means personal data about an individual's physical, physiological, or
behavioural fraits or characteristics used to uniquely identify and distinguish
them from other individuals. Examples of biometric data include hand
geometry, retinal scans, iris scans, fingerprint patterns, facial characteristics,
DNA sequence characters, voice recognition and hand-written signatures.

cD Chief Directorate
CFO Chief Financial Officer
Collection refers to the process of obtaining personal information from either an

individual directly such as via a registration form, applications, websites,
information systems or from anocther party, such as an enterprise client or
service provider.,

Cross-Border  Data | means the sharing of personal information/data across national borders.

Transfer

Data Subject means a natural person fo whom personal information/personal data relates,
and who can be Identifled, directly or indirectly, by reference to an
identification number or factors specific to his or her physical, physiological,
mental, economic, cultural, or social identity.

DCoG Department of Cooperative Governance

DDG Deputy Director-General

DG Director-General

Electronic means any text, voice, sound, or image sent over an electronic

communication communications network which is stored in the network or in the recipient’s
terminal equipment.

Employee means all permanent, non-permanent employees/independent contractors,
Executive Directors, entities working with the Department, and any other
individuals employed by the Department.

Information  officer | means an information office as contemplated in terms of section 1 of PAIA. In

{10) relation to the DCoG, means the Director-General.

Deputy Information | means the officials duly authorised by the Information Officer to ensure that

Officer (DIO) the requirements of PAIA and POPIA are administered in a fair, objective, and
unbiased manner.

Information means Information Regulator (South Africa) is an independent body

Regulator established in terms of Section 39 of POPIA.

Operator means a person who processes personal information for the DCoG in terms
of a contract or mandate, without coming under the direct authority of the
DCoG

PAIA means the Promotion of Access to Information Act 2, 2000 as amended.

PAIA Manual means this manual compiled in terms of section 14 of PAIA, incorporating

POPIA compliance requirements.

Personal information

means information relating to an identifiable, living, natural person, and where
applicable, an identifiable existing juristic person, including but not limited fo
race, gender, sex, sexual orientation, pregnancy, marital status, national,
ethnic, or social origin, colour, sexual orientation, age, physical or mental
health, well-being, disability, religion, conscience, philosophy beliefs, blood
type, culture, language, birth of the person, education or the medical,
financial, criminal or employment history of the person, any identifying
number, symbol, e-mail address, physical address, telephone number,
location information, online identifier, the biometric information of the person,
the personal opinions, views, or preferences of the person, correspondence
sent by the person that is implicitly or explicitly of a private or confidential
nature or further correspondence that would reveal the contents of the original
correspondence, the name of the person if it appears with other personal
information relating to the person or if the disclosure of the name itself would
reveal information ahout the person.

Personal Requester

means the person requesting access to a record containing personal
information about the requester.

POPIA

means the Protection of Personal Information Act, 2013 (Act No. 4 of 2013)

Prescribed Fee

means 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.
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Processing

means an operaticn or a set of operations which is performed upon Personal
Information whether by automatic or manual means, as such as a collection,
recording, organisation storage, adaptation or alteration, retrieval,
consultation, use, disclosure by transmission, dissemination or otherwise
making available alignment or combination, blocking, erasure, or destruction
of information.

Public Body

means any department of state or administration in the national or provincial
sphere of government or any municipality in the local sphere or any
functionary or institution when exercising a power or performing a duty in
terms of the Constitution of a provincial Constitution or exercising a public
power or performing a public function in terms of any other legislation.

PFMA

means the Public Finance Management Act, (Act No. 1 of 1999) as amended

Record

means any recorded information, regardless of form or medium, which is
under the control of the DCOG or not, including any Information produced,
recorded, or stared by means of any tape-recorder, computer, equipment,
whether hardware or software or both, or other, and any material
subsoquently derived from information so produced, recorded, or stored,
label, marking or other writing that identifies or describes anything of which it
forms part, or to which it is attached by any means.

Request

means a request for access fo a Record of the DCoG

Requester

means any person making a request for access to a record of the DCoG and
includes any person acting on behalf of that person or requester.

Responsible Party

means a public or private body or any other person which, alone or in
conjunction with others, determines the purpose of and means or processing
Personal Information/personal data in this case being the DCo(.

Sharing

means the release, transfer, provision of access to, or divulging of Personal
Information outside the Depariment holding such personal data. The term
“sharing’ is often used interchangeably with the terms “transfer" and
“disclosure”

3. PURPOSE

OF PAIA AND POPIA MANUAL

3.1 The purpose of this manual is to:

to enable the public to exercise their rights in terms of the PAIA;

to create an understanding of the functions performed and records kept by the
DCoG; and

to assist in fostering a culture of transparency and accountability and to promote
effective governance.

3.2 Moreover, this manual -

a)

d)

articulates the particulars of the POPIA Compliance to the extent required by the
Act, ranging from how the Act should be interpreted to the obligations of the
DCoG in processing personal information (including the forms that should be
used when requesting access to records held by the DCoG.

explains the procedure on how the public can get access to the records held by
the DCoG.

endeavours to supply the requester with a clear overview of the structure,
functions, services, and index of information of the DCoG to enable the requester
to identify the area of possible existence of the required information.

provides the required forms and fees applicable to the requester regarding the
processing of the personal data held by the DCoG.

3.3 This manual must be read as an integrated processing of information both under PAIA
and POPIA. It intersects at a point of regulating access to personal information by
providing for conditions for access to personal information.
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4. MANDATE OF THE DEPARTMENT OF COOPERATIVE GOVERNANCE

The mandate of the Department of Cooperative Governance is derived from the
Constitution and relevant legislation. As such the Minister for Cooperative Governance
and Traditional Affairs (CoGTA) is designated to administer various acts in CoGTA such

as.

Disaster Management Act, 2002 (Act No 57 of 2002.

Local Government: Municipal Systems Act, 2000 (Act No. 32 of 2000).
Local Government: Municipal Structures Act, 1998 (Act No. 117 of 1998).
The Intergovernmental Relations Framework Act (Act No. 13, of 2005).
Fire Brigade Services Act, (Act No. 99 of 1987).
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6. FUNCTIONS OF BRANCHES OF THE DEPARTMENT

6.1

6.1.1

Purpose: To facilitate and coordinate intergovernmental relations fo support the
development, implementation and monitoring of integrated plans and capacity

building programmes.

Functions:

» Manage inter-governmental relations in support of the developmental objectives

of government policies.

Local Government Operations and Support

The functions of the Department are pursued through the following five (5) Branches.
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Manage IGR agenda setting to ensure that the functions of the Department are
properly executed across all IGR structures.

Ensure improved service delivery through the development, implementation and
monitoring of integrated plans and capacity building programmes.

QOversee and coordinate Community Work Programme implementation and
operations.

6.1.2 Policy, Governance and Administration

Purpose: To provide support and direction on the establishment and maintenance of
efficient and effective municipal governance and administration policies and systems.

Functions:

Support and direct municipal funding and revenue support systems in
accordance with Chapters 8 and 9 of the Municipal Systems Act, the Municipal
Property Rates Act and the Municipal Finance Management Act.

Support and direct municipal governance and structures in accordance with
Chapter 7 of the Municipal Structures Act and Chapters 3 and 106 of the
Municipal Systems Act.

Support and direct municipal administration and capacity in accordance with
Chapter 7 of the Municipal Systems Act.

Develop and implement planning frameworks and systems as provided for in
Chapter 5 of the Municipal Systems Act, Municipal Demarcation Act and Spatial
Planning and Land Use Management Act.

Develop and implement data acquisition and analysis, knowledge management,
research, and evaluation systems in accordance with Chapters
6,10,105,107,108 of the Municipal Systems Act.

6.1.3 National Disaster Management Centre

Purpose: To promote an integrated and coordinated system of disaster management
with special emphasis on prevention and mitigation by all role-players and
stakeholders.

Functions:

Develop, strengthen, and manage the regulatory frameworks and oversee
institutional arrangements relating to disaster risk management.

Facilitate the development, assessment and implementation of multi-sectoral
disaster risk reduction frameworks and plans and promote education, training and
public awareness among role-players and communities to ensure disaster risk
avoidance and built community resilience.

Develop and oversee the implementation of all response and recovery strategies
and projects following a disaster in an integrated and development manner.

To establish and maintain information and communication and knowledge
management infrastructure and systems.

To establish and maintain intelligence, geographic information, and management
and early warning systems.

6.1.4 Corporate Services

Purpose: To provide integrated and innovative corporate management solutions and
services to enable the department to achieve its strategic and operational objectives.
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Function:

o Provide a strategic human resource management and development support
services.

e Provide ICT governance, business solutions, ICT infrastructure & services
management and knowledge, information & records management.

¢ Oversee and manage the provision of internal and external communication
services,

e Provide confract management, litigation support, faciliies, and security
management services to the department.

6.1.5 Chief Financial Officer

Purpose: To provide efficient and effective financial and supply chain management
support services.

Functions:

Oversee CWP Programme implementation and financial administration.
Provide financial management services to the Department.

Provide supply chain and asset management services.

Maintain an effective, efficient, transparent financial internal control system.

7. CONTACT DETAILS OF THE i0 AND DIOs

7.1 The Information Officer in terms of the DCoGs’ structure is the Director-General and
the Deputy Information Officers are as per the table below.

Information Officer

Director-General

Deputy Information Officers

Deputy Director-General: Policy, Governance and Administration
Deputy Director-General: Corporate Services

Deputy Director-General: Local Government Operations and Support
Deputy Director-General: National Disaster Management Centre
Deputy Director-General: Office of the Director-General

Note: the contact details of the 10 and DIO(s) for the DCoG are contained in Annexure B
attached to this manual.

7.2 For enquiries and receipt of requests, please refer to the following e-mail address:

¢ paia@cogta.gov.za
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8.

9.

9.1

9.2

8.2.1

922

9.2.3

GUIDE IN TERMS OF SECTION 10 OF PAIA

The Information Regulator has published the guide as is prescribed by section 10 of the PAIA.
The guide is available at the offices of the Information Regulator.

Physical Address Postal Address
JD House P.C Box 31533
27 Stiemens Street Braamfontein
Braamfontein Johannesburg
Johannesburg 2017

Telephone: +27(0) 10 023 5200

E-mail: inforeq@ijusiice.gov.za

Website: hitps://www . jusiice.gov.za/inioreg/contact. himl

PROMOTION OF ACCESS TO INFORMATION ACT (PAIA)

Automatic/Voluntary Access

Automatic/voluntary disclosure refers to the categories of records held by the DCoG
that are automatically available without a person having to request access in terms of
PAIA and can be accessed at the following Department’s website: www.cogta.qov.za

Description of Records Held by the DCoG
Divisional Administration

This category mainly deals with information relating to administration and internal
documents

of the DCoG, and its divisions or Branches, namely, information that is included in the

business plans, expenditure and progress reporting, processes, procedures, and the
DCoG’s internal policies.

Contact Management and Stakeholders

This includes information about all key stakeholders and clients and the relationship that
the DCoG has with these as well as interactions. Requests, status requests and
complaints raised by stakeholder or client will also be kept as part of contact information.

Financial and Human Resources Administration
This information includes the DCoG's financial information such as budgets, financial
expenditure against budgets, financial position of budgeted incentives, salaries,

procurement activities, leave, skills and development plans for individuals, as well as
objectives for individuals and their performance against these.
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9.24

9.25

9.2.6

9.2.7

9.2.8

9.2.9

9.2.10

9.2.11

Suppliier Information

This category includes information about suppliers of goods and services to the DCoG
as well as the BEE status of such organisations or individuals. It forms part of the
procurement information.

Programme/Project Management

This is information related to the DCoG’s programmes and projects that vary from donor-
funded development, the DCoG's programmes events. This includes the planning,
budgeting, monitoring, deliverables, and cutcome details.

Regulatory and Legal

The DCoG administers a range of related acts, regulations, and policies. Moreover, it
has records of legal cases related fo cooperative governance issues.

Policies

There are policies related to local government aspects that drive the actions and
interventions of the DCoG. These policies are revisited and improved at regular intervals
and form the central framework for the regulatory information. They are also available to
alt the DCoG's Employees by means of the intranet, to familiarize themselves with the
functionality of all divisions and any change that may have an impact on the manner in
which they perform their work.

Provincial Governance
This category of records relates to the financial monitoring and evaluation of provincial
structures’ governance and financial functions as well as to the local government
oversight and monitoring.

Anti-corruption and fraud

This is information related to the provision and support of anti-corruption and fraud
management to external stakeholders.

Infrastructure and Economic Development

These records relate to the development and review of the Economic Framework and
the provision of support and facilitation of Local Economic Development. This also
includes the records on planning and support of economic development on local and
provincial level.

National Disaster Management

This category of records relates to the planning, development and implementation of
frameworks and management of national disasters.
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9212 Publications available

Publications available

Annual Reports

Acts

Bills

Policies

Strategic Plans

Medium Term Strategic Frameworks

The Integrated Development Framework
(IUDF)

The IUDF Implementation Plan

IUDF Background Papers

The Back-to-Basics Approach concept

Document
l.ocal Government Summit papers — Back to
Basics
9.3 Request Procedure
9.3.1 To process requests for information through the Access to Information PAIA, the

following processes have been implemented by the DCoG:

Step 1: Application process

o To request information, the request must be made in writing by completing the
request form {see Annexure A).

e submit it to the Information Officer by sending it to the address of the Information
Officer.

e An amount of R100.00 must accompany the request for information and the
request fee amount is not refundable.

8.3.2 This is payable by cheque, cash (if delivered by hand) or deposited into the Department's
bank account (proof of the deposit must accompany the request form):
Bank South African Reserve Bank
Account name Cooperative Governance and Traditional
Affairs
Account no 00080332382
Branch code 910145
Account type Paymaster General Account
Contact Person Thabo Malatji
E-mail thabom@cogta.gov.za
Telephone number | 012 334 5728

Note: a request shall not be processed before the “request fee” has been paid.

9.3.3 Requests that are not made in writing are not forbidden, therefore:
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e arequester who can't read or write may present the request orally and such a request
shall be recorded in writing and processed — the Deputy Information Officer shall
provide guidance on the matter.

¢ the Information Officer/ Deputy Information Officer is under an obligation to assist
any requester who experiences difficulties with making a request for access to
information.

Step 2: Validation and acknowledgement

The Information Officer of the DCOG receives and validates the request. The request is
then accepted, rejected, or transferred to the rightful keepers of the required information.
An acknowledgement is then forwarded to the requester to confirm the status of the
request.

Step 3: Information processing

If the request is granted, the Depariment will gather and prepare the information and
calculate the relevant cost involved (See paragraph 9.4 below).

Step 4: Final Notification

The requester will be informed of the completion of the request as well as the outstanding
fees payable to the Department.

Step 5 and Step 6: Payment and Delivery

Once the payment as stipulated in Step 4 is received (following the same payment
process as stipulated in Step 1), the information is released to the requester.

Flow chart: Formal request for access to records

Request for information on prescribed
form

Request forwarded to the information
officer or deputy information officer

Deputy information officer processes
Request
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8.4

Records/information made available, or request refused
(Decision must be communicated within 30 days of receiving request; 60
days apply if request requires a third-party notice)

Prescribed fees

For purposes of section 22(2) of PAIA, the following applies:

Description Amount
1. The request fee payable by every | R100.00
requester

2. Photocopy of Ad-size page

R1.50 per page or part thereof,

3. Printed copy of Ad-size page

R1.50 per page or part thereof.

4. For a copy in a computer-readable form
on;

e Flash disc (to be provided by
requester)

R40.00

5. For a transaction of visual images per
Ad-size page

6. Copy of visual images

Service to be outsourced. Will depend on
quotation from Service provider.

7. Transcript of an audio record, per Ad- | R24.00
size page
8. Copy of an audio record on: R40.00
o Flash drive (to be provided by
requester)
9. To research for and prepare the record
for disclosure for each hour or part of an
hour, excluding the first hour, | R100.00
reasonably required for such search and
preparation.
To not exceed a total cost of R300
HJHL

10. Deposit if research exceeds 6 hours.

One third of amount per request calculated in
terms of items 210 8

11. Postage, email, or any other electronic
fransfer.

Actual expense if any
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9.5

9.5.1

95672

9.5.3

9.6

9.6.1

9.6.2

Exemption and Determinations for the Purpose of Section 22(8)

The following persons are exempted from paying the access fee contemplated in section
22(6) of the PAIA:

* A single person whose annual income, after permissible deductions referred to
in the Schedule to this notice are made, does not exceed R 14,712.00 per
annum.

« Married persons or a person and his or her life partner whose annual income does
not exceed R 27,192.00 per annum.

«  Where the cost of collecting any fee contemplated in section 22 of the PAIA,
exceeds the amount charged.

The access fee contemplated in section 22(8) of the PAIA does not apply to the
personal record of a requester.

The request fee contemplated in section 22(1) of the PAIA, and the access fee
contemplated in section 22(6) of the PAIA do not apply to a record requested by a
maintenance officer or maintenance investigator for purposes of a maintenance
investigation or inquiry in terms of the provisions of the Maintenance Act, 1998 (Act
99 of 1998) or the regulations made under section 44 of that PAIA.

Transfer of Request

if a request for access is made in respect of information that is not in the possession of
the DCoG or the record subject matter is more closely connected with the functions of
another public body, the request will be transferred within 14 (fourteen) days of receipt
of the request to the other public body who could provide the information.

Upon making the transfer the requester will be nofified of the transfer and the reasons
for the transfer.

9.7 Refusall Granting of Requests

9.71

9.7.2

The Information Officer/ Deputy Information Officer may refuse a request for access to
information where the PAIA allows her/him to do so.

The PAIA provides certain grounds based (in sections 7, 12 and Chapter 4 of PAIA) upon
which a request must be refused, and these grounds of refusal include the following: -

a)
b)

c)

d)

e)

f)

records requested for criminal or civil proceedings after commencement of
proceedings.

disclosure would involve the unreasonable disclosure of personal information about
a third party, including a deceased individual.

trade secrets of a third party, financial, commercial, scientific, or technical
information, other than trade secrets of a third party, the disclosure of which would
likely to cause harm to the commercial or financial interests of that third party.
disclosure of which could reasonably be expected to put the third party at a
disadvantage in contractual or other negotiations or prejudice the third party in
commercial competition.

disclosure of the record would constitute an action for breach of a duty of confidence
owed fo a third party in terms of an agreement.

disclosure may endanger the life or physical safety of an individual.
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9.7.3

0.7.4

9.7.5

9.7.6

g) if access to that record is prohibited in terms of section 60 (14) of the Criminal
Procedure Act, 1977 {Act 51 of 1977).
h) If the record is privileged from production in legal proceedings unless the person
entitled to the privilege has waived the privilege.
i} if the record contains information about research being or to be carried out by or on
behalf of a third party, the disclosure of which would be likely to expose-
o the third party;

o aperson that is or will be carrying out the research on behalf of the third party;
or

o the subject matter of the research, to serious disadvantage.

The Information Officer/ Deputy Information Officer may not refuse a request if the
information-

a) About an individual who has consented in terms of the section 48 or otherwise in
writing to its disclosure to the requester concerned.

b} About the third party who has already consented in writing to its disclosure to the
requester.

¢) Given to the public body by the individual to whom it relates, and that individual is
informed by the public body before it is disclosed, and the information belongs to a
class of information that might already be publicly available.

d) Already publicly available.

e) About an individual’s physical or mental health, or well-being, who is under the care
of the requester and who is under the age of 18 years or in incapable of understanding
the nature of the request and further the disclosure would be in the individual’s best
interests.

f) About an individual who is deceased, and the requester is the individual's next of kin
or is making the request with the written consent of the of the individual’'s next of kin.

g) About an individual who is or was an official of a public body and the information
relates to the position or functions of the individual.

h) About the results of any product or environment testing (not preliminary testing) or
other investigation carried out by or on behalf of a third party, where the disclosure
thereof would reveal a serious public safety or environmental risk.

i) disclosure would reasonably be expected to place the third party at a disadvantage

in contractual or other negotiations or prejudice the third party in commercial
competition.

PAIA does not apply to a record:

.  of the Cabinet and its commitiees:;

li.  relating to the judicial functions of a court or a special tribunal; and
Ill.  of an individual member of Parliament or of a provincial legislature in that capacity.

(a)

The Information Officer/ Deputy Information Officer is required to inform the requester of
her/his decision, whether access is granted or refused, within thirty (30) calendar days.

The period mentioned above may be extended once for a further period of not more than
30 days, if: -

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 public body concerned;
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9.9

2.9.1

99.2

9.9.3

9.94

9.9.5

(b)

(c)

(d)

(e)

the request requires a search for records in, or collection thereof from, an office of the
public body not situated in the same town or city as the office of the information officer
that cannot reasonably be completed within the original period;

consultation among divisions of the public body or with another public body is necessary
or desirable to decide upon the request that cannot reasonably be completed within the
original period;

more than one of the circumstances contemplated in paragraphs (a), (b) and (c) exist
in respect of the request making compliance with the original period not reasonably
possible; or

the requester consents in writing to such extension However, the period may be
extended by another thirty (30) days where records are not readily available or there is
a delay due to the nature of their complexity and, if the period is extended, the requester
shall be infermed.

Granting Access

The requester must indicate on the form the manner of access sought.

The DCoG shall endeavour to give access in the form requested unless this would
tamper with the smooth running of its operations.

It shall also give due consideration to the preservation of the record and infringement
of copyright.

An access fee for the research, preparation, and reproduction of the requested record
is payable — refer to paragraph 9.4 of this manual.

Note — unless one qualifies for an exemption, a record shall not be forwarded to the
requester before the “access fee” has been paid.

Internal Appeal

A requester may lodge an internal appeal against a decision of the Information Officer to
refuse a request for access; regarding the request fee, a deposit on the access fee, or
the access fee; and regarding the extension for the period to deal with the request.

in lodging an appeal, the Requester must complete Form B under Annexure A2 of this
Manual and set out the grounds of appeal and any additional information he/she may
have to assist the appeal authority.

An internal appeal must be lodged within 60 days;

» if note to a third party is required by section 49(1)(b), within 30 days after notice is
given to the appellant of the decision against, or if notice to the appellant is not
required, after the decision was taken.

The relevant authority must issue a decision on the appeal within 30 days from the date
of the appeal and provide written reasons thereof.

A relevant authority may vary, confirm, or set aside the decision of the Information
Officer.

A schematic presentation of the Internal Appeal Process shall be as per the following diagram:
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External Appeal

A Requester who has been denied access to a record, may, within a period of 180 days
of the appeal decision denying him or her of the request, lodge an application with a
court of competent jurisdiction for the granting of the requested record.

'PROTECTION OF PERSONAL INFORMATION ACT (PQPIA)

Application of POPIA

POPIA applies to the DCoG as the responsible party when-
o it processes personal information of others; and
¢ enters the information in a record using automated or non-automated methods.

It also applies to any person who processes personal information for the DCoG in terms
of a contract or mandate.

Rights of the Data Subjects

The DCoG recognizes that every data subject has a right to protection of personal
information and for that subject's personal information to be processed in accordance
with the conditions for the lawful processing of personal information.

The rights of data subject shall, in this instance, include but not limited to:

o Right to request, where necessary the correction, destruction, or deletion of personal
information;

» Right to object to the processing of personal information; and

¢ Right to institute civil proceedings where there is a reason to believe that there has
been an interference with the subject’s right to personal information.
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10.3

10.3.1

10.4

10.5.

10.6

10.6.1

10.6.2

10.7

1.

Personal Information Processed by DCoG

The DCoG collects and processes personal information for, amongst others, the
following purposes:

Communication;

Finance and Supply Chain Management;

Human Resource Facilities and Security Management;

Contractual transactions and court processes;

National Disaster Management Centre;

CWP Programme; and

To administer legislation.

@0 ooooD

Transfer of Personal Information

The DCoG does not transfer personal information to another person or institutions unless
the data subject or legislation permits such transfer.

Cross-border transfer of Personal Information

The DCoG does not transfer personal information to another country, unless the data
subject or legislation permits such transfer.

Submission of a complaint in Terms of POPIA

Any person who wishes to submit a complaint contemplated in section 74(1) of the
POPIA must submit such a complaint to the Regulator on Part | of Form 5.

A responsible party or a data subject who wishes to submit a complaint contemplated in
section 74(2) of the POPIA must submit such a complaint to the Regulator on Part Il of
Form 5.

Civil Remedies

In accordance with section 99(1) of POPIA, a data subject or Regulator (at the request
of the data subject), may institute a civil action for damages in a court having a jurisdiction
against the DCoG for breach of any provision of POPIA as referred to in section 73 of
POPIA, regardless of whether there is intent or negligence on the part of the DCoG.

UPDATING AND AVAILABILITY OF THE MANUAL

This manual shall —
e be updated every two years;
e be published in at least three official languages; and
» is available on the DCoG’s website www.cogta.gov.za and upon request from the
Deputy Information Officers, of the Head of any Office of the DCoG.
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14. : PARTICULARS OF THE DEPARTMENT OF COOPERATIVE GOVERNANCE

141 Address and contact details
Physical Address Postal Address
COGTA Building Private Bag X 804
87 Hamilton Street Pretoria
Arcadia 0001
Pretoria
0007

Telephone: +27(0) 12 334 0600

E-mail: info@cogta.gov.za

paigi@coata.qov.za

Website: hitp://www.coata.gov.za

14.2 Contact details of the Information Officer and Deputy Information Officers

Information Officer

Director-General: E-Mail Addresses

Department of Cooperative Governance

ZandileZ@cogta.gov.za
Mr Mbulelo Tshangana

Deputy Information-Officer(s)

Deputy Director-General: E-Mail Addresses

National Disaster Management Centre sliass@ndmec.gov.za

Dr Elias Sithole

Deputy Director-General:

Chief Financial Officer FunaniV@ceogla.gov.za

Ms Funani Josephine Matlatsi
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Acting Deputy Director-General:

Corporate Services

Mr Mbulelo Sigaba

MbuleloS@couia.gov.za

Deputy Director-General:

Policy, Governance and Administration

Dr Kevin Naidoo

kevin@coaqta.gov.za

Deputy Director-General:

Local Government Operations and Support

Mr Scelo Duma

SceloD@cogia.gov.za

14.3 Enquiries

For enquiries and receipt of requests, please refer to the following e-mail address:

e paia@cogis.gov.za
e popia@cogta.gov.za
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