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LIST OF ACRONYMS AND ABBREVIATIONS

HOD Head of Department

CEO Chief Executive Officer

DIO Deputy Information Officer;

10 Information Officer;

Minister Minister of Health;

PAIA Promotion of Access to Information Act No. 2 of 2000 (as
Amended;

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

PFMA Public Finance Management Act 1 of 1999 (as Amended)

PAJA Promotion of Administrative Justice Act

Regulator Information Regulator.

MEC Member of Executive Council

LDoH Limpopo Department of Health;

MFMA Municipal Finance Management Act

MTEF Medium Term Expenditure Framework

IR Information Regulator

EAP Employee Assistance Programme

CsSD Central Supplier Database

SSA State Security Agency

MEI Management Iintegrity Evaluation

GEPF Govemment Employees Pension Funds

ICT Information Communication Technology

HRM Human Resource Management

RM Records Management
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PURPOSE OF PAIA MANUAL

This PAIA Manual is useful for the public to-

2.1

2.2

2.3

2.4

2.5

2.6

2.7

2.8

2.9

check the nature of the records which may already be available at Department of
Health, without the need for submitting a formal PAIA request;

have an understanding of how to make a request for access to a record of the
Department of Health;

access all the relevant contact details of the persons who will assist the public with

the records they intend to access;

know all the remedies available from the Department of Health regarding request
for access to the records, before approaching the Regulator or the Courts;

the desCription of the services available to members of the public from the

Department of Health, and how to gain access to those services;

a description of the guide on how to use PAIA, as updated by the Regulator and

how to obtain access to it;

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;

know if the Department of‘ Health has planned to transfer or process personal
information outside the Republic of South Africa and the recipients or categories of

recipients to whom the personal information may be supplied; and

know whether the Department of Health has appropriate security measures to
ensure the confidentiality, integrity and availability of the personal information which

is to be processed.
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3. ESTABLISHMENT OF THE DEPARTMENT OF HEALTH
The section and the legisiation under which the public body is esfablished.

Limpopo Department of Health is established according to National Health Act No. 61 of
2003

OBJECTIVES/MANDATE

1. Constitutional Mandate

2. Legislative and Policy Mandate

3. Health Sector Policies and Strategies over the five-year planning period.

4, STRUCTURE OF THE DEPARTMENT OF HEALTH AND FUNCTIONS

4.1 Structure
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MEMBER OF THE EXECUTIVE COUNCIL

DEPARTMENT OF HEALTH

PURPOSE: TO PROMOTE HEALTH
SERVICES IN THE LIMPOPO PROVINCE
FUNCTIONS:

1. Provide:

a) health services

b) financial management services

¢) corporate services

d) hod support

e) risk management

f) corporate communication

g) media liaison

h) MEC management support

i) startegic planning, policy and monitoring
j) tertiary and academic development

MEC MANAGEMENT SUPPORT

PURPOSE: TO PROVIDE MANAGEMENT
SUPPORT. TO THE OFFICE OF THE MEC
FUNCTIONS:

1. Provide:

a) parliamentary services

b) personal services to the MEC

¢} registry services

[

HOD SUPPORT

PURPOSE: TO PROVIDE SUPPORT TO THE
OFFICE OF THE HOD

FUNCTION:

1. Provide:

a) hod management support

b) social cluster co-ordination

¢) EXCO/HoD resolutions/reports co-ordination

MEDIA LIAISON

PURPOSE: TO PROVIDE MEDIAL LIAISON
SUPPORT SERVICES

FUNCTION:

1. Manage the MEC's media activities, including
press releases,

interviews and press conferences, i..e public
relations

2. Provide researchand speech writing

CORPORATE COMMUNICATIONS

PURPOSE: TO PROVIDE STAKEHOLDER AND
EVENTS

MANAGEMENT SERVICES

FUNCTIONS:

1. Provide:

a) events management , stakeholder management
and liaison services

b) external and internal communication

RISK MANAGEMENT SERVICES

PURPOSE: TO PROVIDE RISK MANAGEMENT
SERVICES

FUNCTIONS:

1. risk management support services

2. anti-fraud, anti-corruption and compliance
services

STRATEGIC PLANNING, POLICY AND
MONITORING

PURPOSE: TO PROVIDE STRATEGIC
PLANNING, POLICY

| AND MONITORING SERVICES

FUNCTIONS:

1. Provide:-

a) policy, strategy and planning services

b} transformationn and transversal services

TERTIARY AND ACADEMIC HEALTH
DEVELOPMENT

PURPOSE: TO PROVIDE TERTIARY AND
ACADEMIC HEALTH DEVELOPMENT

-1 FUNCTIONS:

1. Provide:

1. Develop and maintain academic health services
2. Collaborate and support academic development
3. Co-ordinate with the Medical School
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BRANCH: HEALTH SERVICES CHIEF DIRECTORATE: INFRASTRUCTURE
_ AND TECHNICAL SUPPORT SERVICES
PURPOSE: TO MANAGE HEALTH CARE
SERVICES PURPOSE: TO MANAGE THE PROVISION OF
FUNCTIONS: INFRASTRUCTURE AND TECHNICAL
1. Provide: SUPPORT SERVICES
a) health care support programmes | FUNCTIONS:
b) health special programmes Provide:-
¢) hospital services a) infrastructure planning
d) district management services b) infrastructure delivery
¢) health technology
d) engineering and technical support
BRANCH: FINANCIAL MANAGEMENT BRANCH: CORPORATE SERVICES
PURPOSE: TO PROVIDE FINANCIAL PURPOSE: TO PROVIDE CORPORATE
MANAGEMENT SERVICES SERVICES
FUNCTIONS: FUNCTIONS:
1. Provide: 1. Provide:
a) financial budgeting and revenue — a) human resources management and
b) financial accounting development
¢) supply chain management b) human resource planning and research
c}government information management and
technology services
d) legal services

4.2 NAMES OF COMMITTEES

»  Audit Committee

* Risk Management Committee
»  PAIA Committee and

»  Security Committee
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KEY CONTACT DETAILS FOR ACCESS TO INFORMATION OF THE DEPARTMENT
OF HEALTH

5.1.

5.2.

9.3

5.4.

Information Officer

Name: Dr. Mhlongo Florence Thokozani
Tel: 015 293 6294
Email: hodsupport@dhsd.limpopo.gov.za

Deputy Information Officers

Name: Mr. Ravuluvulu Alufheli Peter

Tel: 0152936463

Email: Alufheli.Ravuluvulu@dhsd.limpopo.gov.za
Name: Ms. Mohlaka Rachel Mamaila

Tel: 0152936018

Email: Mamaila.Mohlaka@dhsd.limpopo.gov.za
Name: Mr. Rachuene Ernest Sebataolo

Tel: 0152936018

Email: Enerst.Rachuene@dhsd.limpopo.gov.za

Access to information general contacts

Email: Mmabatho.Ramoncha@dhsd.limpopo.gov.za

Mapula.Madiga@cdhsd.limpopo.qov.za

Makwena.Selepe@dhsd.limpopo.gov.za

Head Office

Postal Address: Private Bag x9302, Polokwane, 0700

Physical Address: 18 College Street, Polokwane
Telephone: 0152936000

Email: PAIA@dhsd.limpopo.gov.za
Website: www.doh.limpopo.gov.za
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6. DESCRIPTION OF ALL REMEDIES AVAILABLE IN RESPECT OF AN ACT OR A
FAILURE TO ACT BY THE DEPARTMENT OF HEALTH

a) Internal appeal
A requester or a third party may lodge an internal appeal against a decision of the
information officer or deputy information officer. The appeal may be lodged with the
MEC of the department, or the person designated in writing by the MEC, on any of

the following grounds:

= arefusal to grant access; or

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

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

= the tender or payment of a deposit in terms of section 22(2) of PAIA; or

» the decision of the Information Officer to grant a request for access; or

= an extension of period in terms of section 26{1) of PAIA; or

= refusal to grant access {o records in a particular form requested, in terms
section 29 (3) of PAIA;

= failure to disclose records; or

v refusal to grant request to waive the fees.

= A decision taken in terms of section 22; 26(1) or 29(3}

Part 4, Chapter 1 of the Act provides procedures to be followed on internal appeals
against decisions of information of_ficer or deputy information officer of certain public
bodies.

b) Process for complaining to the Information Regulator (IR) or any regulatory body;
and/or .

Chapter 10, section 74 and 75 of the POPI Act provides procedures to be followed when
lodging/submitting a complain to the Information Regulator or any regulatory body
against any interference with the protection of the personal information of a data subject
by information officer or deputy information officer of certain public bodies. Section 74

outlines that: -

* Any person may submit a complaint to the Regulator in the prescribed manner
and form alleging interference with the protection of the personal information of

a data subject;
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= A responsible party or data subject may, in terms of section 63(3), submit a
complaint to the Regulator in the prescribed manner and form if he, she or it is
aggrieved by the determination of an adjudicator.

c) Process for approaching the Court with jurisdiction for appropriate relief.

A requester or third party referred to in section 74(1) and (2) may only apply to & court
for appropriate relief in terms of section 82 after that requester or third party has
exhausted the internal appeal procedure against a decision of the information officer of
Limpopo Provincial Treasury as provided for in section 74.

Part 4, Chapter 2 of the Act provides procedures to be followed on process for

approaching the Court with jurisdiction for appropriate relief appeals against decisions
of information officer or deputy information officer of certain public bodies.

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

7.1. The Regulator has, in terms of section 10(1} of PAIA, updated and made available
the revised Guide on how to use PAIA (“Guide”), in an easily comprehensible form
and manner, as may reasonably be required by a person who wishes o exercise
any right contemplated in PAIA and POPIA.

7.2. The Guide is available in each of the official languages.

7.3. The aforesaid Guide confains the description of-

7.3.1. the objects of PAIA and POPIA,

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

7.3.2.1.  the Information Officer of every public body, and
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7.3.2.2.  every Deputy information Officer of every public and private
body designated in terms of section 17(1) of PAIA' and
section 56 of POPIAZ

7.3.3. the manner and form of a request for-

7.3.3.1.  access to a record of a public body contemplated in section
11°%: and

7.3.3.2.  access to a record of a private body contemplated in section
504

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

7.3.5. the assistance available from the Regulator in terms of PAIA and POPIA;
7.3.6. all remedies in law available regarding an act or failure to act in respect of
a right or duty conferred or imposed by PAIA and POPIA, including the
manner of lodging-
7.3.6.1. an intemal appeal;

7.3.6.2.  acomplaint o the Regulator; and

7.3.6.3.  anapplication with a court against a decision by the information

officer of a public body, a decision on internal appeal or a

1 section 17(1) of PAIA- For the purposes of PAIA, each public body must, subject to legisiation governing the employment of
personnel of the public body concerned, designate such ntimber of persons as deputy information officers as are necessary to
render the public body as accessible as reasonably possible for requesters of ifs records.

2 Section 56(a} of POPIA- Each public and private body must make provision, In the manner prescribed in section 17 of the
Promotion of Access to Information Act, with the necessary changes, for the designation of such a number of persons, if any, as
depuly information officers as is necessary to perform the duties and responsibilifies as set out in section 55(1) of POPIA.

3 Section 11 (1) of PAIA- A requester must be given access to a record of a public body i that requester complies with ail the
procedural requirements in PAIA relating to a request for access to that record, and access to that record is not refused in ferms of
any ground for refusal contemplated in Chapter 4 of this Part.

4 Section 50(1) of PAIA- A requester must be given access to any record of a private body if-
a) thatrecord is required for the exercise or protection of any rights;
b)  that person complies with the procedural requiremenis in PAIA relating to a request for access to thaf record; and
¢} access to that record is nof refused in terms of any ground for refusal contemplated in Chapter 4 of this Part,
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decision by the Regulator or a decision of the head of a private
body;

7.3.7. the provisions of sections 145 and 516 requiring a public body and private
body, respectively, to compile a manual, and how to obtain access to a

manual;

7.3.8. the provisions of sections 157 and 528 providing for the voluntary
disclosure of categories of records by a public body and private body,

respectively;

7.3.9. the notices issued in terms of sections 229 and 5410 regarding fees to be

paid in relation to requests for access; and

7.3.10. the regulations made in terms of section 92"

7.4. Members of the public can inspect or make copies of the Guide from the offices of
the public or private bodies, including the office of the Regulator, during normal
working hours. The Guide can also be obtained-

7.4.1.  upon request to the Information Officer;

7.4.2. from the website of the Regulator (https://www.justice.gov.za/inforeg/).

3 Section 14(1) of PAIA- The information officer of a public body must, in at least three official languages, make available a manual
containing information listed in paragraph 4 above.

8 Section 51(1) of PAIA- The head of a private body must make available a manual containing the description of the information
listed in paragraph 4 above.

7 Section 15(1) of PAIA- The information officer of a public body, must make available in the prescribed manner a description of the
categories of records of the public body that are automatically available without a person having to request access

8 Section 52(1) of PAIA- The head of a private body may, on a voluntary basis, make available in the prescribed manner a description
of the categories of records of the private body that are automatically available without a person having to request access

9 Section 22(1) of PAIA- The information officer of a public body to whom a request for access is made, must by notice require the
requester to pay the prescribed request fee (if any), before further processing the request.

10 section 54(1) of PAIA- The head of a private body to whom a request for access is made must by notice require the requester to
pay the prescribed request fee (if any), before further processing the request.

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

Page 12 of 38



8.

PAIA MANUAL: DEPARTMENT OF HEALTH

DESCRIPTION OF THE SUBJECTS ON WHICH THE BODY HOLDS RECORDS AND
CATEGORIES OF RECORDS HELD BY THE LIMPOPO DEPARTMENT OF HEALTH

Subjects on which the
body holds records

Categories of records held on each subject

Strategic = Documents

and Plans

Annual Reports, Strategic Plan, Annual Performance
Plan.

Monitoring and Evaluation reports;

Service delivery improvement reports.

Departmental performance reports.

Departmental Policies

Newsletters.

Departmental Strategic Plan

Procedure /Process Manuals

Financial Administration

Budget reports and Medium-Term Expenditure
Framework (MTEF) submissions.

Revenue

Supply chain management/procurement

Purchase orders and requisitions for goods /services.
Asset register

Revenue report

Revenue policies

Hu/man Resources

HR policies and procedures;

Advertised posts;

Employees records;

Leaming and development e.g.: skills development and
training plans;

Employment equity plan and statistics;

Applications for employment forms;

Human Resource strategic plan;

Labour saving devices and telecommunication records;
Leave plans and records;

Records for Information technology equipment and
users;

Labour Relations records;

Staff recruitment and utilisation records;
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Subjects on which the | Categories of records held on each subject

body holds records

- Security and MISS inspection reports

- Employee Assistance Programme (EAP) records.

- HIV- AIDS reports.

- Organisational Structure

- Staff movement;

- Employees Travelling and Transport records;

- Staff establishment and Job evaluation records;

- Compensation of Occupational Injury on duty records;

- Exit interviews records;

Hospital Records - Patient Files
- Medical Information
- X-Rays

- Registers

Other Records - Photographs

- Films/Videos/Sound Recordings
- Minutes/Agendas

-  Reports

- Electronic Records

9. CATEGORIES OF RECORDS OF THE LIMPOPO DEPARTMENT OF HEALTH WHICH
ARE AVAILABLE WITHOUT A PERSON HAVING TO REQUEST ACCESS

Category Document Type Available on | Available
Website upon
request
Tender document - Advertised tender

- Procurement process

X
- Name of successful bidder | X
X
X

- Procurement notices

Strategic  Documents - Organisational profile | X
(Plans and Report) (Overview, Objectives,
Functions, Annual
Reports;
- Strategic Plan; X
- Annual Performance Plan; | X

- Quarterly Performance | X
Report
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Category Document Type Available on | Available
Website upon
request
- Financial Delegation X
Human Resources - Organisational Structure X
- Departmental contact | X
numbers
- Application Forms for X
employment
- Departmental Policies X
- Procedure /Process X
Manuals
- Batho-Pele principle X
pamphlets
- Advertisement for | X
Employment
- Circular X
- Departmental Events | X
Calendar
(a) Medical records - Copies of medical records | X

for purposes of on-
going medical care
(referral). (Medical
record: this term is used
interchangeable  with
“clinical record” and
refers to any document
or record in any form
whatsoever, which
accumulates in  the
course of patient care,
but excludes
documents compiled in
response to litigation or

pending litigation.)

This excludes medical
records of psychiatric

patients (available in

may be obtained via the
Deputy Information Officer
and may incur a prescribed

reproduction fee.
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Category Document Type Available on | Available
Website upon
request

terms of section 30 of
the Promotion of
Access to Information
Act).

(b) Medical records
and administrative
documents will be made
automatically available
to patients, their legal

guardians, or an
appointed legal
representative, only

after producing proof of
written permission
signed by the patient.
No information will be

given to any other third

party

(c) All health-
related publications
including booklets,
pamphlets and
brochures made

available to and by the
provincial Health
Department expressly
for free public
distribution.
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SERVICES AVAILABLE TO MEMBERS OF THE PUBLIC FROM THE LIMPOPO
DEPARTMENT OF HEALTH AND HOW TO GAIN ACCESS TO THOSE SERVICES

10.1. The Department’s clinical and hospital services are accessed in the following ways;

- Emergency cases are dealt with by the emergency medical services. The service
can be reached at telephone number 10177. In emergency cases the emergency
medical officer will transport the patient to the appropriate medical facility;

- Innon-emergency cases the prospective patient will call at the nearest clinic. If more
specialised treatment is required, the medical officer who treats the patient will also
provide a letter of referral to the district, secondary or tertiary hospital for further

treatment.

10.2. The various HIV/AIDS and other health programmes can be accessed via the
Department’s HIV/AIDS and Programme Development Directorates respectively.
For all services as well as for general enquiries, the public is referred to the
comprehensive list of contact numbers in the white pages telephone directory.

10.3. The Department offers the following services to the general public: -

SERVICES HOW TO GAIN ACCESS TO THE
SERVICE

Provision of bursaries according to Advertisement on DPSA website and

skills development needs for the local newspapers

Department

Uploading information on the
departmental website:
www.doh.limpop.gov.za

Vacancies

Learnerships /Internships on courses Induction programme;

relevant to the Department o
Provision of awareness

Update the Departmental Budget Uploading information on the
departmental website:
www.doh.limpopo.gov.za

Assets Management Advertisement on local newspapers
when doing auctioning;
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Informing potential buyers through
telephone during auctioning period
on specialised equipment, i.e. Health
equipment,

11. PUBLIC INVOLVEMENT IN THE FORMULAT_ION OF POLICY OR THE EXERCISE OF
POWERS OR PERFORMANCE OF DUTIES BY LIMPOPO DEPARTMENT OF
HEALTH. '

11.1. Limpopo Department of Health is a service delivery department, therefore, there is
no direct participation/involvement by members of the public with regard to the
formulation of policies the department uses. As a results, policies and regulations
are being adopted from the National Treasury, DPSA and Office of the Premier in
the province,

11.2. However, members of the public are also encouraged to submit proposals for the
development of a Code of Conduct or any legislative reform or representations on
any matter affecting the personal information of a data subject. The public are also
encouraged to participate in public consuitation and stakeholder's engagement
arranged by different stakeholders since the inputs and submissions of members of
the public are considered intensively during the formulation of the Regulations,
Guidelines and Codes of Conduct.

12. PROCESSING OF PERSONAL INFORMATION
121 Purpose of Processing

The purpose of processing personal information by Limpopo Department of Health
is for the following: -

12.1.1.  Fulfilling or executing its statutory obligations
12.1.2.  Staff administration and Job applicants;
12.1.3.  Keeping of accounts and records;

12.1.4, Procurement process; and
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12.1.5.  Complying with other relevant legislations, such as PFMA, Regulations

under it and National Treasury Instruction Notes

12.2 Description of the categories of Data Subjects and of the information or

categories of information relating thereto

Categories of
Data Subjects

Personal Information that may be Processed

Natural Persons

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

correspondence.

Responsible
parties, Juristic
Persons / Public

Entities

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

email address) and Registration Number.

Employees /
Members /
Committee

Members

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

Contracted Service

Providers

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

strategies.
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12.3
information may be supplied

The recipients or categories of recipients to whom the personal

Category of personal information

Recipients or Categories of Recipients

Identity number and names, for criminal

checks

South African Police Services

Qualifications, for qualification verifications

South African Qualifications Authority

Vetting Investigation

State Security Agency (SSA)

Company Registration and Compliance

Central Supplier Database (CSD)

Employment Reference Checks

Departmental Human Resource Management
(HRM) Unit

Administering of Employees Pension and
Medical Aid benefits

Government Employee Pension Funds (GEPF)

Capturing and organising of Personal

Information

Departmental Human Resource Management
(HRM) Unit

Administering the preservation of Personal

Information

Records Management (RM) Unit

Creation of User Account

Information Communication Technology (ICT)
Unit

Subjects on which the body holds

Categories of records held on each subject

records
Strategic Documents, Plans, Proposals Annual Reports, Strategic Plan, Annual
Performance Plan.
Human Resources - HR policies and procedures:
- Advertised posts;
- Employees records;
- Learning and development e.g.: skills

development and training plans
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Subjects on which the body holds
records

- Employment equity plan and statistics

12.4

12.4.1

12.4.2

12.5 Ge

Planned trans-border flows of personal information

Department of Health has not planned Transborder flows of Personal
information. However, should it become necessary to transfer personal
information to another country for any lawful purposes, the department will
ensure that anyone to whom it pass personal information is subject to a law,
binding corporate rules or binding agreement which provides an adequate level
of protection and the third party agrees to treat that personal information with

the same level of protection as the department is obliged to comply with POPIA.

Any transfer of personal information cross border shall be with data subject’s
consent, however, should it not be reasonably practicable to obtain data
subject’s consent, the department shall transfer the personal information if it will
be for the data subject’s benefit; and the data subject would have given consent

should it have been reasonably practicable to obtain such consent.

neral Description of Information Security Measures to be implemented by

the responsible party to ensure the confidentiality, integrity and availability of

the information

12.5.1

12.5.2

The department continuously establishes and maintains appropriate,
reasonable technical and organisational measures by taking appropriate,
reasonable technical and organisational measures to prevent loss of, damage
to or unauthorised destruction of personal information; and unlawful access to

or processing of personal information.

The department has taken reasonable measures in identifying all reasonably
foreseeable internal and external risks to personal information in its possession
or under its control; establish and maintain appropriate safeguards against the
risks identified; regularly verify that the safeguards are effectively implemented;
and ensure that the safeguards are continually updated in response to new risks

or deficiencies in previously implemented safeguards.
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12.5.3 Measures taken by the department includes, amongst others Access Control;
Data Encryption; Defensive Measures; Robust Monitoring, Auditing and
Reporting capabilities; Data Backups; Anti-virus; Awareness and Agreements

are concluded with Operators to implement security controls.

13. AVAILABILITY OF THE MANUAL

a. This Manual is made available in the following official languages-

i. English

ii. Sepedi
iii. Afrikaans
iv. Tshivenda
V. Xitsonga

b. A copy of this Manual or the updated version thereof, is also available as

follows-

i. On, if any, of the public on www.doh.limpopo.gov.za

ii. at the head office of the public body for public inspection during normal

business hours;

iii. to any person upon request and upon the payment of a reasonable

prescribed fee; and

iv. to the Information Regulator upon request.

c. A fee fora copy of the Manual, as contemplated in annexure B of the Regulations,

shall be payable per each A4-size photocopy made.

14. UPDATING OF THE MANUAL
The Department of Health will, if necessary, update and publish this Manual annually.

Issued by

Head of Department
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FORM 2
REQUEST FOR ACCESS TO RECORD
[Regulation 7]
Note:
1. Proof of identity must be attached by the requester.

2. If requests made on behalf of another person, proof of such authorisation, must be attached
fo this form.

To : The information officer _ Email: ..o

Mark with an "X"

l:| Request is made in my own name I:] Requestis made on behalf of another
person

. PERSONAL INFORMATION

Full names

Identity number

Capacity in which

request is made
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{when made on
behalf

of another
person)

Postal Address

Street Address

E-mail address

Contact numbers | Tel (W) Facsimile Cell

Full names of
person

on whose behalf
request is made

(if applicable)

Identity number

Postal Address

Street Address

E-mail address

Contact numbers | Tel (W) Facsimile Cell

PARTICULARS OF RECORD REQUESTED

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

Description of
record

or relevant part

| of the
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record

Reference
number,

if available:

Any further
particulars

of record:

TYPE OF RECORD

(Mark the applicable box with an "X")

Record is in written or printed form

Record comprises virtual images (this includes photographs, slides, video recordings,

computer-generated images, sketches, etc)

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

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

FORM OF ACCESS

{Mark the applicable box with an "X")

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

held on computer or in an electronic or machine-readable form)

Written or printed transcription of virtual images (this includes photographs, slides,

video recordings, computer-generated images, sketches, etc)

Transcription of soundtrack (written or printed document)

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

MANNER OF ACCESS

(Mark the applicable box with an "X")

Personal inspection of record at registered address of public/private body (including fistening
fo recorded words, information which can be reproduced in sound, or information held on

computer or in an electronic or machine-readable form)

Postal services to postal address

Postal services to street address

Courier service to street address

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

E-mail of information (including soundtracks if possible)

Preferred language:

(Note that if the record is not avaifable in the language you prefer, access may be granted in the
language in

which the record is avaifable)

PARTICULARS OF RIGHT TO BE EXERCISED OR PROTECTED

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

Indicate which right
is to be exercised

or
protected:.

Explain why the

record requested is

required for the
exercise or

protection of the
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aforementioned
right

FEES

a) A request for access to a record, other than a record containing personal information about yourself, wil
be processed only after a request fee has been paid.
b) You will be notified of the amount required to be_paid as the request fee.
¢) The fee payable for access to a record depends on the form in which access is required and the
‘reasonable time required to search for and prepare a record.

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

Reason

You will be notified in writing whether your request has been approved or denied and if
approved the costs relating to your request, if any. Please indicate your preferred manner of

correspondence:
Postal address ' Facsimile Electronic = Communication
(Please specify)
Signed at .....ccocvveevie this ..o dayof....... SRR 20
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Signature of requester / person on whose behalf request is made

FOR OFFICAL USE

Reference number:

Request received by:

(State Rank, Name and Surname of Information
Officer)

Date received:

Access fees:

Depo'sit (if any):

Signature of Information Officer
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FORM 4
LODGING OF AN INTERNAL APPEAL

[Regulation 9]

Reference NO. . veaae s

PERSONAL INFORMATION

PARTICULARS OF PUBLIC BODY

Name of Public
Body

Name and
Surname of
Information
Officer

PARTICULARS OF COMPLAINANT WHO LODGES THE INTERNAL APPEAL

Full names

Identity number

Postal Address

Contact | Tel (W) Facsimile Cell
numbers
Is the internal appeal lodged on behalf of another person? Yes No

If answer is "yes", capacity in which an internal appeal on
behalf of another person is lodged: (Proof of the capacity in

which appeal is lodged, if applicable, must be attached.)

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

Refusal of request for access

Decision regarding fees prescribed in terms of section 22 of the Act

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

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

Requester

Decision to grant request for access

GROUNDS FOR APPEAL o
(If the provided space is inadequate, please continue on a separate page and attach it to this form. Alf the
additional pages must be signed.)

State the
grounds on

which the

internal

appeal is based

State any other

information that
may be

relevant in
considering

the appeal

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

Electronic

(Please specify)

Communication

Signedat ... this ..o day of v

Signature of Appellant/Third party

FOR OFFICAL USE

OFFICIAL RECORD OF INTERNAL APPEAL

Appeal received by

(state rank, hame and surname of
Information officer)

Date received

and, where

relates,

submitted by the information officer

Appeal accompanied by the reasons for the information officer's decision

applicable, the particulars of any third party to whom or which the record

Yes

No

OUTCOME OF APPEAL

Refusal of request for Yes
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access. Confirmed? No New
decision
(if not
confirmed)
Fees (Sec 22). Yes New
decision
Confirmed? No
(if nof
confirmed)
Extension {Sec 26(1)). Yes New
decisicn
Confirmed? No
(if not
confirmed)
Access (Sec 29(3)). Yes New
decision
Confirmed? No
(if not
confirmed)
Req uest for access Yes New
_ decision
granted. Confirmed? No
' (if not
confirmed)
Signed at ..o, this ..., dayof ..o, 20
Relevant Authority
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ANNEXURE B

[Fees]

Fees in Respect of Public Bodies

Description

Amount

The request fee payable by every requester

R100.00

Photocopy of Ad-size page

R1.50 per page or part thereof.

Printed copy of Ad-size page

R1.50 per page or part thereof,

For a copy in a computer-readable form on:
(i) Flash drive (to be provided by requestor)
(ii) Compact disc

* If provided by requestor

* |f provided to the requestor

R40.00

R40.00

R60.00

For a transcription of visual images per Ad-size page

Copy of visual images

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

Transcription of an audio record, per Ad-size page R24.00
Copy of an audio record on:

(i) Flash drive (to be provided by requestor)

(i) Compact disc

« If provided by requestor R40.00

* If provided to the requestor
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6. Copy of visual images Service to be outsourced. Will
depend
on quotation from Service
provider.
7. Transcription of an audio record, per A4-size page -1 R24.00
8. Copy of an audio record on:
(i) Flash drive {to be provided by requestor) R40.00
(i) Compact disc
« If provided by requestor R40.00
* If provided to the requestor R60.00
9. To search for and prepare the record for disclosure
for each hour '
R145.00
or part of an hour, excluding the first hour,
reasonably required for
such search and preparation.
To not exceed a fotal cost of R435.00
10. Deposit: If search exceeds 6 hours One third of amount per
request
calculated in terms of items 2 to
8.
11. Postage, e-mail or any other electronic transfer Actual expense, if any.".

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

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

{Mark the applicable box with an "X"}

Personal inspection of record at registered address of public/private body (including listening
to recorded words, information which can be reprodu‘ced in sound, or information held on

computer or in an electronic or machine-readable form)

| Postal services to postal address

Postal services to street address

Courier service fo street address

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

E-mail of information (including soundtracks if possible)

Preferred language:

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

which the record is available)

PARTICULARS OF RIGHT TO BE EXERCISED OR PROTECTED

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

Indicate which right |
is to be exercised

or
protected:

Expiain why the

record requested is
required for the

exercise or

protection of the

aforementioned
right

Page 36 of 38



PAIA MANUAL: DEPARTMENT OF HEALTH

FEES

a} A request for access to a‘record, other than a record containing personal information about yourself, will
be processed only after a request fee has been paid.

b) You will be notified of the amount required fo be paid as the request fee.

¢) The fee payable for access to a record depends on the form in which access is required and the
reasonable time required to search for and prepare a record.

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

Reason

You will be notified in writing whether your request has been approved or denied and if
approved the costs relating to your request, if any. Please indicate your preferred manner of
correspondence:

Postal address Facsimile Electronic Communication

(Please specify)

SIGNEA Bt oo TSN =X/ S 20 oo,
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Signature of requester / person on whose behalf request is made

FOR OFFICAL USE

Reference number:

Request received by:

(State Rank, Name and Surname of Information
Officer)

'Date received:

Access fees:

Deposit (if any);

Signature of Information Officer
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