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1. LIST OF ACRONYMS AND ABBREVIATIONS 

 

1.1 “access fee”   a fee prescribed for the purpose of Section 22(6) or 54(6), 
as the case may be 
 

1.2 “court”   means –  
 

(a) The constitutional Court acting in terms of section 
167(6)(a) of the Constitution of the Republic of South 
Africa, 1996; or  
 

(b) (i) A High Court or another court of similar status; or  
 
(ii) a Magistrate’s Court, either generally or in respect 
of a specified class of decisions in terms of PAIA, 
designated by the Minister, by notice in the Gazette 
and presided over by a magistrate or an additional 
magistrate designated in terms of section 91A of PAIA, 
within the area of jurisdiction –  
 

(aa)  the decision of the Information Officer or relevant 
authority of a public body or the head of a private 
body has been taken;  

 
(bb)  the public body concerned has its principal place 

of administration or business; or  
 

(cc)  the requester or third party is domiciled or ordinary 
  resident; 

 
 

1.3 “data subject”   the person to whom personal information relates; 
 

1.4 “Department”  Department of Sport, Recreation, Arts and Culture,  
Province of the Eastern Cape  

 
1.5 “DIO”   Deputy Information Officer (who is the Head of  

Department of Sport, Recreation, Arts and Culture,  
Province of the Eastern Cape) 

 

1.6 “DSRAC”   Department of Sport, Recreation, Arts and Culture,  
Province of the Eastern Cape  

 

1.7 “Guide”   Information Regulator’s Guide to PAIA 
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1.8 “IO”   Information Officer (who is the Director General in the  
Office of the Premier, Province of the Eastern Cape)  

 

1.9 “Manual”   PAIA Manual of DSRAC 

 

1.10 “MEC”   Member of the Executive Council responsible for Sport,  
Recreation, Arts and Culture 

 

1.11 “PAIA”   Promotion of Access to Information Act No. 2 of 2000 

 

1.12 “person”    A natural or juristic person; 

 
1.13 “Personal information” Information relating to an identifiable natural person as set 

out in section 1 of PAIA 

 
1.14 “PFMA”   Public Finance Management Act No.1 of 1999, as 

amended 
 

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

 

1.16 “POPI Regulations”  The regulations for the protection of personal information 
issued in terms of Section 122(2) of the Protection of 
Personal Information Act, 2013 (Act No. 4 of 2013);  

 

1.17 “private body”   (a)  A natural personal who carries or has carried on 
any trade, business of profession, but only in such 
capacity;  

 

(b)  a partnership which carries or has carried on any 
trade, business or profession;  

 

(c)  any former or existing juristic body, but excludes a 
public body.  

 

1.18 “public body”   (a)  any department of state or administration of the  
national or provincial sphere of government or any 
municipality in the local sphere; or  
 

(b)  any functionary or institution when –  
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(i)  exercising a power or performing a duty in 
terms of the Constitution; or 

 
(ii)  exercising a public power or performing a 

public function in terms of any other 
legislation; 

 

1.19 “record”    any recorded information –  
 

(a)  regardless of the form or medium  
 
(b)  in the possession or under the control of that public 

or private body respectively; and  
 
(c)  whether or not it was created by that public or 

private body, respectively; 
 

1.20 “Regulator”  Information Regulator 

 

1.21 “Requester”  Any person making a request for access to a record of that  
public body or a person acting on behalf of the person  

    making a request for access to a record 

 

2. 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 DSRAC, without 
the need for submitting a formal PAIA request; 

 

2.2 have an understanding of how to make a request for access to a record of DSRAC; 

 

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

 

2.4 know all the remedies available from DSRAC regarding requests for access to the 
records, before approaching the Regulator or the Courts; 

 

2.5 know the description of the services available to members of the public from 
DSRAC, and how to gain access to those services; 
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2.6 have a description of the guide on how to use PAIA, as updated by the Regulator 
and how to obtain access to it; 

 

2.7 know if DSRAC 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 if DSRAC 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 
 

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

3. ESTABLISHMENT OF DSRAC 

 

3.1 DSRAC is a provincial government department established in terms of the 
Constitution of the Republic of South Africa, 1996 (“Constitution”) and schedule 3 of 
the Public Service Act (Proc. No. 103 of 1994), as amended.  
 

3.2 The primary legislative mandate of the Department is derived from the Constitution 
(Chapter 2 of the Bill of Rights, Sections 6, 15 (1), 16 (1) and 30; and Schedules 4 
and 5).   

 

3.3 DSRAC has a responsibility of promotion, development and the provision of the 
following services:- 

 

3.3.1 Functional areas of concurrent national and provincial legislative 

competence in terms of Schedule 4, Part A of the Constitution:- 

o cultural matters; 

o language policy and the regulation of official languages to the extent that 
the provisions of section 6 of the Constitution expressly confer upon the 
provincial legislative competence; 

 

3.3.2 Functional areas of exclusive provincial legislative competence in terms of 
Schedule 5, Part A of the Constitution:- 
 
o archives other than national archives; 

o libraries other than national libraries;  

o museums other than national museums; 

o provincial cultural matters; 
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o provincial recreation and amenities; and 

o provincial sport. 

 

 

3.3.3 There are several other pieces of legislation that have been promulgated to 
further support DSRAC’s constitutional mandate.  

 

VISION 

 

A United, Active and Winning Province through Sport, Recreation, Arts, Culture and 
Heritage. 
 

MISSION 

 

Developing, Preserving and Promoting Sport, Recreation, Arts, Culture and Heritage for 
Spiritual, Intellectual, Socio-Economic Upliftment of the people of the Eastern Cape. 
 

VALUES 

 

Value  What it Means to DSRAC  

Unity of 

Purpose 

✓ Working together, using different strategies and approaches, to achieve 
common goals 

Respect  ✓ Treating customers, the way you want to be treated 

Communication 
✓ Sharing precise and unambiguous communicative commonalities 

internally and externally in all forms 

Equity  ✓ Impartial, fair and just provision of services to all Eastern Cape citizens  

Accountability  
✓ Obliges to improved services, pursue excellence and answerable for 

actions 

 

4. STRUCTURE OF DSRAC AND ITS FUNCTIONS 

 

4.1. Structure 

 

DSRAC is structured into five programmes to fulfil its mandate as outlined above, 
namely (1) Administration, (2) Cultural Affairs, (3) Library and Archives Services,  
(4) Sport and Recreation and (5) District Operations. 
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Member of Executive Council  

Head of Department  

Chief Financial Officer 
General Manager:          

Corporate Services 

Chief of Staff 

General Manager:              

Cultural Affairs 

General Manager:               

District Operations         

 

General Manager:               

Sport and Recreation  
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5. CONTACT DETAILS FOR DSRAC 

 

HEAD OFFICE  

Postal Address Department of Sport Recreation, Arts and Culture 
Private Bag X0020 
Bhisho 5605 
Eastern Cape 

Physical Address Department of Sport Recreation, Arts and Culture 
Wilton Mkwayi Building 
No. 5 Eales Street  
Qonce 5600 
Eastern Cape 

E-Mail Address paia@ecsrac.gov.za 

WEBSITE www.ecsrac.gov.za 

 

6. KEY CONTACT DETAILS  

 

DEPUTY INFORMATION OFFICER1 CONTACT DETAILS 

Mrs Sibongile Mpofu  
Head of Department 
Department of Sport, Recreation, Arts 
and Culture  
 

Wilton Mkwayi Building  
No. 5 Eales Street  
eQonce 5600 
 
Tel: 043 492 0231  
 
Email: sibongile.mpofu@ecsrac.gov.za 
              paia@ecsrac.gov.za 
 

Ms. Ncumisa Fololo 
General Manager: Corporate Services  
Department of Sport, Recreation, Arts 
and Culture  
 

Wilton Mkwayi Building  
No. 5 Eales Street  
eQonce 5600 
 
Tel: 043 492 1307 
 
Email: ncumisa.fololo@ecsrac.gov.za 
              paia@ecsrac.gov.za 
 

 

 
1 Section 17 (1) of PAIA Section 17 (1) reads:  For the purposes of this Act, each public body must, subject to legislation 

governing the employment of personnel of the public body concerned, designate such number of persons as deputy 
information officers as are necessary to render the public body as accessible as reasonably possible for requesters of its 
records. 

mailto:paia@ecsrac.gov.za
http://www.ecsrac.gov.za/
mailto:paia@ecsrac.gov.za
mailto:paia@ecsrac.gov.za
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6.1. Requests must be hand delivered or emailed to the Deputy Information Officer of 
DSRAC, who has been delegated by the Information Officer of the Province to 
attend to all requests on behalf of DSRAC.  

 

6.2. Requesters are encouraged to forward requests for information by way of email 
where practically possible. When the postal services are utilised, it is imperative that 
registered mail be used. It is essential that the proof of registered mail must be 
retained and provided upon request.  

 

6.3. When letters are hand delivered, please ensure that the letters are stamped and 
signed at DSRAC as proof of delivery and date thereof. 
 

7. HOW TO MAKE A REQUEST FOR ACCESS TO INFORMATION  

 

7.1. The Procedure  

 

7.1.1. A requester must fill out Form 22 attached as Appendix A and submit it, 
duly completed, to the relevant Deputy Information Officer at the address 
provided in paragraph 6 above to enable a response to the requester.  
 

7.1.2. The Deputy Information Officer must assist a requester if a requester needs 
assistance with the process or with completing the forms, including illiterate 
or disabled requesters.3  

 

7.1.3. The form submitted to the Deputy Information Officer must contain all 
relevant information to enable the Deputy Information Officer to identify the 
specific information requested. 

 

7.1.4. The requester must also indicate whether he/she wants to secure a copy 
of the record, to peruse the record at the office of DSRAC or, alternatively, 
to secure the record in another form in which it exists.   

 

7.1.5. The request must not be for records which are subject to the refusal 
grounds as provided for under Chapter 4 of PAIA4. 

 

 
2 Form 2 was published in the 27 August 2021 PAIA Regulations in GG No. 45057 and has replaced the previous form used.  
3 Sections 18 and 19 of PAIA read with regulation 7 of the 27 August 2021 PAIA Regulations. 
4 Privacy of third party who is natural person (section 34 of PAIA), commercial information of third party (section 36 of PAIA), 

certain confidential information and protection of certain other confidential information of third party (section 37 of PAIA), 
safety of individuals, and protection of property (section 38 of PAIA), protection of police dockets in bail proceedings, and 
protection of law enforcement and legal proceedings (section 39 of PAIA), protection of records privileged from production in 
legal proceedings (section 40 of PAIA), economic interests and financial welfare of Republic and commercial activities of 
public bodies (section 42 of PAIA), protection of research information of third party, and protection of research information of 
public body (section 43 of PAIA), operations of public bodies (section 44 of PAIA), manifestly frivolous or vexatious requests, 
or substantial and unreasonable diversion of resources (section 45 of PAIA). 
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7.1.6. If, for practical reasons, access cannot be given in a required form but in 
another form, the fee must be calculated according to the way that the 
requester first asked for it.5 

 

7.1.7. The requester must indicate how he or she wishes to be informed of the 
decision by the Deputy Information Officer regarding the request for 
information in a particular manner (i.e. post, telefax, electronic mail) and 
must therefore provide the necessary details to be so informed. Please see 
important notes in respect of use of postal communication in paragraph 6 
above as it is critical to receipt and processing of the requests. 

 

7.1.8. If a requester asks for the information on behalf of somebody else, the 
capacity and proof of authority in which the request is being made must be 
indicated to the reasonable satisfaction of the Deputy Information Officer6, 
and such mandate should be in writing and duly signed.  

 

7.1.9. The Deputy Information Officer must make a decision within 30 days after 
receiving a request and notify the requester of the decision.7  

 

7.1.10. The Deputy Information Officer may extend the period of 30 days once for 
a further period of not more than 30 days. DSRAC must notify the requester 
of such extension and the reasons therefore.8  

 

7.2. Required attachments: 

 

A requester must be given access to records of DSRAC if that request complies with 
all the procedural requirements9, provided that access to that record is not refused 
on any of the grounds as provided in Chapter 4 of PAIA10.   
 

7.2.1. Completed Form 2 (Appendix A).  

 

7.2.2. If the request is made on behalf of another person or juristic person, then 
proof of the capacity in which the requester is making the request, must be 
attached to Form 2. 

 

7.2.3. Certified copy of identification of the requester.  

 

7.2.4. Proof of payment of the required fees.  

 
5 Section 29 (4) of PAIA. 
6 Section 18 (2) (f) of PAIA. 
7  Section 25 of PAIA.  
8  Section 26 of PAIA. 
9 Section 11 (1) (a) of PAIA.  
10 See Footnote 6 above for the grounds on which DSRAC can refuse access to information. 
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7.3. Fees 

 

7.3.1. A non-refundable request fee of R100.0011 (or as may be amended from 
time to time by way of written notice) is payable in respect of each and 
every request for access to information or internal appeal submitted to the 
Deputy Information Officer.  
 

7.3.2. When DSRAC receives a request, the requester must be notified, using 
Form 3 (Appendix B) whether the request is being granted or not and if 
the request is granted, the requester must be notified to pay the prescribed 
access fee deposit (if any) as set out in Appendix C12, before further 
processing the request.13 
 

7.3.3. Exemption may be granted in respect of requesters who meet the criteria 
for exemption as determined by PAIA14. This exemption does not apply in 
respect of persons that are legally represented, even in circumstances 
where contingency fee agreements have been entered into by the 
requester and his/her legal representation. 
 

7.3.4. Access to a copy of the records will be withheld until all the applicable fees 
have been paid in full. There is an exception for prior exempted requesters 
in this regard. 
 

7.3.5. A requester who is dissatisfied with the fees charged may lodge an internal 
appeal against such decision, as set out in paragraph 8.1 below.  

 

7.3.6. Fees must be paid into DSRAC’s bank account. The deposit must be 
correctly referenced, and proof of each payment must be submitted to 
DSRAC. 

 

7.3.7. The bank details for DSRAC’s PAIA fees: 

ABSA BANK 

Account Name  :  Department of Sport, Recreation, Arts and  

          Culture  

Account Number  :  41-0021-5161 

Branch Name  :  ABS EC PUBL SECTOR 

Branch Code  :  630097 

Reference number :  PAIA (Initial & Surname) 

 
11 Section 22 of PAIA read with regulations 7 and 8  and Annexure B of the 27 August 2021 PAIA Regulations. 
12 Published as Annexure B in 27 August 2021 PAIA Regulations. 
13 Section 22 (1) of PAIA. 
14 GNR.991 of 14 October 2005 issued under section 22 (8) of PAIA.  
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Proof of Payment :  sibongile.mpofu@ecsrac.gov.za  

    …paia@ecsrac.gov.za 

8. REMEDIES AVAILABLE 

 

8.1. Internal appeal 

 

8.1.1. Where a requester is dissatisfied with the outcome of a request for access 
to information, the requester may lodge an internal appeal against the 
decision of the Deputy Information Officer by completing and delivering 
Form 4 (Appendix D) within 60 days to the Deputy Information Officer.  
 

8.1.2. An internal appeal may be lodged against any one of the following 
decisions of the Deputy Information Officer: 

 

8.1.2.1. Refusing a request for access15; 

8.1.2.2. Fees charged16; 

8.1.2.3. Extension of period to deal with a request17; and 

8.1.2.4. Access in a particular form18. 

 

8.1.3. The requester must pay the prescribed internal appeal fee (where 
applicable) when lodging the appeal.19 The decision on the internal appeal 
may, however, be deferred until the fee is paid.20  

 

8.1.4. As soon as reasonably possible, but within 10 working days after receipt of 
an internal appeal, the Deputy Information Officer must submit the internal 
appeal to the MEC.21 

 

8.1.5. The MEC must make a decision on the internal appeal within 30 days after 
the internal appeal was delivered to the Deputy Information Officer.  

 

8.2. Complaint to the Information Regulator 

 

8.2.1. A requester may submit a complaint to the Information Regulator by duly 
completing and delivering Form 5 (Appendix E), but only after that 

 
15 Section 74 (1) (a) of PAIA. 
16 Section 74 (1) (b) read with section 22 of PAIA. 
17 Section 74 (1) (b) read with section 26 (1) of PAIA. 
18 Section 74 (1) (b) read with section 29 (3) of PAIA. 
19 Section 75 (3) (a) of PAIA. 
20 Section 75 (3) (b) of PAIA. 
21 Section 75 (4) read with section1 of PAIA. 
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requester exhausted the internal appeal procedure against a decision of 
the Deputy Information Officer of DSRAC.22 

 

8.3. Approach Court 

 

8.3.1. Although DSRAC recommends that requesters try to resolve disputes about 
access to information without approaching the courts, a requester may, if still 
aggrieved, approach a court after the internal appeal process. 

 

9. THE INFORMATION REGULATOR GUIDE  

 

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

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

 

9.3. The aforesaid Guide contains the description of- 

 

9.3.1. the objects of PAIA and POPIA; 

 

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

 

9.3.2.1. the Information Officer of every public body, and 

9.3.2.2. every Deputy Information Officer of every public and private body 
designated in terms of section 17(1) of PAIA23 and section 56 of 
POPIA24; 
 

9.3.3. the manner and form of a request for- 

9.3.3.1. access to a record of a public body contemplated in section 1125; 
and 

 
22 Section 77A of PAIA. 
23 Section 17(1) of PAIA- For the purposes of PAIA, each public body must, subject to legislation governing the employment of 

personnel of the public body concerned, designate such number of persons as deputy information officers as are necessary to 
render the public body as accessible as reasonably possible for requesters of its records.  

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

25 Section 11(1) of PAIA- A requester must be given access to a record of a public body if that requester complies with all the 
procedural requirements in PAIA relating to a request for access to that record; and access to that record is not refused in terms 
of any ground for refusal contemplated in Chapter 4 of this Part. 
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9.3.3.2. access to a record of a private body contemplated in section 5026; 

 

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

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

 

9.3.6. all remedies in law available regarding an act or failure to act in respect of 
a right or duty conferred or imposed by PAIA and POPIA, including the 
manner of lodging- 

 

9.3.6.1. an internal appeal;  

9.3.6.2. a complaint to the Regulator; and  

9.3.6.3. an application with a court against a decision by the information 
officer of a public body, a decision on internal appeal or a decision 
by the Regulator or a decision of the head of a private body; 
 

9.3.7. the provisions of sections 1427 and 5128 requiring a public body and private 
body, respectively, to compile a manual, and how to obtain access to a 
manual; 
 

9.3.8. the provisions of sections 1529 and 5230 providing for the voluntary 
disclosure of categories of records by a public body and private body, 
respectively; 

 

9.3.9. the notices issued in terms of sections 2231 and 5432 regarding fees to be 
paid in relation to requests for access; and 

 

9.3.10. the regulations made in terms of section 9233. 

 
26 Section 50(1) of PAIA- A requester must be given access to any record of a private body if- 

a) that record is required for the exercise or protection of any rights; 
b) that person complies with the procedural requirements in PAIA relating to a request for access to that record; and 
c) access to that record is not refused in terms of any ground for refusal contemplated in Chapter 4 of this Part. 

27 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. 

28 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. 

29  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 

30 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 

31  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. 

32  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. 

33  Section 92(1) of PAIA provides that –“The Minister may, by notice in the Gazette, make regulations regarding- 
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9.4. Members of the public can inspect or make copies of the Guide from the offices of 
the public or private bodies, including the office of the Regulator, during normal 
working hours. The Guide can also be obtained- 
 

9.4.1. upon request to the Information Officer; 

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

 

10. SUBJECTS ON WHICH DSRAC HOLDS RECORDS 

 

Subjects on which the body 

holds records 

Categories of records held on each subject 

Strategic Documents, Plans, 
Speeches and Official 
Statements 

Strategic Plans,  

Annual Performance Plans; 

Operational Plans,  

Service Delivery Improvement Plans,  

Annual Reports,  

Policy Speeches; 

State of the Province Addresses; 

 

Research Research Plans 

Research Reports 

Monitoring and Evaluation Records 

 

Human Resources and 
Corporate Services 

- HR Policies and Procedures; 

- Advertised Posts; 

- Recruitment Records 

- Employee Records; 

- Learning and Development e.g.: Skills 

Development and Training Plans; 

 
(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.” 

 

https://www.justice.gov.za/inforeg/
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Subjects on which the body 

holds records 

Categories of records held on each subject 

- Employment Equity Plan and Statistics; 

- Newsletters; 

- Corporate Information; 

- Media Statements; 

- Speeches and Messages; 

- Wellness Flyers and Posters; 

- Anti-fraud and Corruption Communications; 

- Booklets; 

- Pamphlets; 

- Video footage of official events. 

 

Finance Documents - Financial Statements; 

- Audit Reports; 

- Budgets; 

- Supply Chain Management documents which 
include bid specifications, bid advertisements, bid 
registers, bid submissions, bid evaluation reports, 
bid adjudication reports, letters of appointment, 
letters to unsuccessful bidders, and asset 
management records. 
 

Operational Documents - Policy and Procedure Documents; 

- Communications and Records pertaining to 
DSRAC’s Operations. 
 

Legal Services Documents - Contracts; 

- Legal Opinions; 

- Records related to Litigation and                      

Dispute Resolution Processes; 

- Litigation Statistics,  

- Minutes of Meetings, Agendas; 

- Litigation Education Manuals; 

- Legislation; 

- Standard Operating Procedures; 
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Subjects on which the body 

holds records 

Categories of records held on each subject 

- Training Materials. 

 

 

11. RECORDS OF DSRAC WHICH ARE AVAILABLE WITHOUT A PERSON HAVING TO 
REQUEST ACCESS34 
 

The records on the website of the Province of the Eastern Cape www.ecsrac.gov.za are 
available for viewing or downloading without a person having to make such a request in 
terms of the said Act. 
 

 

Category 

 

Document Type 

 

 

Available on 

Website  

 

Available 

upon 

request  

News - Newsletters and publications 

- Posters and banners 

- Booklets and pamphlets  

- Official Events and activities  

- National Arts Festival 

programme 

X  

General information - Profile of MEC  

- Profile of the HoD 

- DSRAC Mandate 

- Coat of Arms –  

- Public Entity and Statutory 

Institutions falling under 

DSRAC 

X  

Media - Media Statements 

- Photographs 

- Publications 

X  

 
34 Regulation 4.(4) of the PAIA 27 August 2021 Regulations indicates that a requester may request a copy of a record automatically 

available and must be provided with such a copy, upon payment of the fee for reproduction. 
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Category 

 

Document Type 

 

 

Available on 

Website  

 

Available 

upon 

request  

- Speeches 

- Videos 

Procurement - Bid documentation 

- Forms 

 

X Available 

Careers - Internship and Training – 

- Vacancies  

X  

Legislation /Regulations  - Constitution of the Republic of 
the South Africa, 1996 
 

- PFMA; 

- Legislation specific to DSRAC 

 Available 

 

 

12. SERVICES AVAILABLE TO MEMBERS OF THE PUBLIC AND HOW TO GAIN 
ACCESS TO THOSE SERVICES 
 

DSRAC is responsible for the promotion, development and the provision of cultural 
matters, archives, libraries, museums, heritage, sport and recreation and the regulation of 
use of official languages. DSRAC broadly consults and engages with various stakeholders 
and facilitates and oversees the implementation of specific focus area projects.  

 

13. PUBLIC INVOLVEMENT IN THE FORMULATION OF POLICY OR THE EXERCISE OF 
POWERS OR PERFORMANCE OF DUTIES BY DSRAC 

 

13.1. DSRAC is part of the executive arm of the Provincial Government of the Eastern 
Cape. 

 

13.2. Where policy formulation will result in legislation, DSRAC solicits public comment 
on the policy by publication in the Provincial Gazette for public comment and may 
also facilitate the holding of public hearings. 
 

13.3. Members of the public may furthermore indirectly influence policy formulation by 
communicating with their elected representatives and attending sessions of the 
Provincial Legislature. 
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14. PROCESSING OF PERSONAL INFORMATION 

 

14.1. Purpose of processing 

 

DSRAC processes personal information related to the functions and activities of 
DSRAC, which are set out in paragraph 12 above. 

 

14.2. Description 

 

A description of the categories of data subjects and of the information or categories 
of information relating thereto is set out in the table below: 
 

   

Categories of Data 
Subjects 
 

 

Personal Information that may be processed 

Natural Persons Name and surname; contact details (contact telephone 
number(s), fax number, email address); residential, 
postal and/or business address; unique identifying 
number; location information; race; gender; sex; 
pregnancy; marital status; national, ethnic or social 
origin; colour; sexual orientation; age; physical or 
mental health; well-being; disability; religion; 
conscience; belief; culture; language; birth; confidential 
correspondence; education; medical, financial, criminal 
or employment history including which may be required 
in the Department of Health’s Patient Registration 
System.  
 

Juristic Persons  Names of contact persons; name of legal entity; 
physical and postal address; contact details (contact 
number(s), fax number, email address); registration 
number; financial, commercial, scientific or technical 
information and trade secrets.  
 

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

 

Personal Information that may be processed 

conscience; belief; culture; language; biometric 
information of the person as is required in public service 
prescripts and policies. 
 

 

14.3. Recipients 

 

The recipients or categories of recipients to whom the personal information may be 
supplied is set out in the table below: 
 

 

Category of personal 
information 

 

Recipients or Categories of Recipients 

 

Identity numbers, names, 
addresses, employment and 
educational history for criminal 
checks  
 

South African Police Services and other law 
enforcement agencies  

Qualifications, for qualification 
verifications 
 

South African Qualifications Authority 
 

Identity numbers, names, and 
addresses 

Suppliers and service providers (including 
legal representatives in litigation matters) with 
whom DSRAC has a contractual relationship 
to have access to personal information 
 

Medical information Legal teams acting on behalf of the DSRAC 
 

Employee information Banks and other financial institutions, pension 
fund administrators, trade unions 
 

 

14.4. Transborder flow 

 

14.4.1. DSRAC has not planned for any transborder flow of personal information. 
Should it, however, become necessary to transfer personal information to 
another country for any lawful purposes, DSRAC will ensure that anyone 
to whom it passes personal information is subject to a law, binding 
corporate rules or a binding agreement which provides an adequate level 
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of protection, and the third party agrees to treat that personal information 
with the same level of protection as DSRAC is obliged to under POPIA.  
 

14.4.2. Any transborder flow of personal information shall be with the data subject’s 
consent or if the transfer is necessary for the conclusion or performance of 
a contract concluded between DSRAC and a third party in the interest of 
the data subject. However, should it not be reasonably practicable to obtain 
the data subject’s consent, DSRAC shall transfer the personal information 
if the transfer 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.  

 

14.5. Information Security Measures 

 

14.5.1. DSRAC continuously establishes and maintains appropriate, reasonable 
technical and organisational measures by taking measures to prevent: 
 

14.5.1.1. loss of, damage to or unauthorised destruction of personal 
information; and  
 

14.5.1.2. unlawful access to or processing of personal information.  

 

14.5.2. DSRAC has taken reasonable measures, as referred to in paragraphs 
14.5.1 and 14.5.3, to: 
 

14.5.2.1. identify all reasonably foreseeable internal and external risks to 
personal information in its possession or under its control; 
 

14.5.2.2. establish and maintain appropriate safeguards against the risks 
identified;  

 

14.5.2.3. regularly verify that the safeguards are effectively implemented; 
and  

 

14.5.2.4. ensure that the safeguards are continually updated in response to 
new risks or deficiencies in previously implemented safeguards. 
 

14.5.3. Measures taken by DSRAC include: 

14.5.3.1. Access Control;  

14.5.3.2. Data Encryption;  

14.5.3.3. Defensive Measures;  

14.5.3.4. Robust Monitoring, Auditing and Reporting Capabilities;  

14.5.3.5. Data Backups;  
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14.5.3.6. Anti-virus and Anti-malware Solutions;  

14.5.3.7. Awareness and Vigilance; and  

14.5.3.8. Agreements concluded with Operators to implement security 
controls. 
 

15. AVAILABILITY OF THE MANUAL 

 

15.1. This Manual will soon become available in the following four official languages- 

 

15.1.1. English; 

 

15.1.2. Xhosa 

 

15.1.3. Afrikaans 

 

15.1.4. Sesotho 

 

15.2. The Xhosa, Afrikaans and Sesotho versions of this manual are being translated and 
are expected to become available in 2022, when it will be published on DSRAC’s 
website.  
 

15.3. The English version of this Manual is immediately available as follows- 

 

15.2.1. on the website: https://ecsrac.gov.za; 

 

15.2.2. at the head office for public inspection during normal business hours; 

 

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

 

15.2.4. to the Information Regulator upon request. 

 

15.4. A fee for a copy of the Manual, as contemplated in Appendix C shall be payable 
per each A4-size photocopy made.  
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16. UPDATING OF THE MANUAL 

 

DSRAC will, if necessary, update and publish this Manual annually. 

 

 

 

 

Issued by 

 

 

 

_____________________       ________________ 
SIBONGILE MPOFU (MRS)       DATE 
HEAD OF DEPARTMENT  
DEPARTMENT OF SPORT, RECREATION, ARTS AND CULTURE 
 

23/05/2024
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APPENDIX A – FORM 2 

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 to this form.                  

                        

TO:  The Deputy Information 
Officer  

                

                                  

                                  

                                  

                                  

(Address)            

E-mail address:                                    

Fax 
number: 

                                   

                        

Mark with an "X"                     

                        

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

                        

PERSONAL INFORMATION  

Full names:    

Identity number:    

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

   

Postal Address:    

Street Address:    

E-mail Address:    

Contact numbers: Tel. (B):   Facsimile:    
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Cellular:    

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

   

Identity number:    

Postal Address:    

Street Address:    

E-mail Address:    

Contact numbers: 
Tel. (B):   Facsimile    

Cellular:    

PARTICULARS OF RECORD REQUESTED  

Provide full particulars of the record to which access is requested, including the reference number if that is known 
to you, to enable the record to be located. (If the provided space is inadequate, please continue on a separate 

page and attach it to this form. All additional pages must be signed.) 

 

Description of record 
or relevant part of the 
record: 

   

   

   

   

   

   

   

   

   

   

Reference number, if 
available: 

   

Any further particulars 
of record: 
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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)    

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

Copy of record saved on cloud storage server    

  

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

 

Personal inspection of record at registered address of public body (including listening to recorded 
words, information which can be reproduced in sound, or information held on computer or in an 
electronic or machine-readable form) 

   

Postal services to postal address    

Postal services to street address    

Courier service to street address    

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

E-mail of information (including soundtracks if possible)    

Cloud share/file transfer    

Preferred language:                                                                                                                                                                     
(Note that if the record is not available in the language you prefer, access may be granted in the 
language in which the record is available) 
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PARTICULARS OF RIGHT TO BE EXERCISED OR PROTECTED                                                                                                                                                                         
If the provided space is inadequate, please continue on a separate page and attach it to this Form. The requester 

must sign all the additional pages. 

 

Indicate which right is to be 
exercised or protected: 

   

   

   

   

   

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

   

   

   

   

   

                        

FEES  

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

 

Reason:    

   

   

   

   

   

   

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

 

Postal address Facsimile Electronic communication (Please specify)  

       

                        

Signed at __________________________this ____________day of _________________ 20 _____   
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Signature of requester / person on whose behalf request is made                  

                         

 
 

FOR OFFICIAL USE 

 

Reference number:    

Request received by: (state 
rank, name and surname of 
Deputy Information Officer) 

   

Date received:    

Access fees:    

Deposit (if any):    

                        

.....................................................................              

Signature of Deputy Information Officer                 
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APPENDIX B – FORM 3 

FORM 3 

OUTCOME OF REQUEST AND OF FEES PAYABLE 

[Regulation 8.] 

Note:      

1. If your request is granted the- 

 (a) amount of the deposit, (if any), is payable before your request is processed; and 

 (b) requested record/portion of the record will only be released once proof of full payment is received. 

2. Please use the reference number hereunder in all future correspondence. 

       

       

TO:           

            

            

            

       

Your request, dated ____________________, refers. 

       

1. You requested:  

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

OR 

2. You requested:  

Printed copies of the information (including copies of any virtual images, transcriptions and information held on 
computer or in an electronic or machine-readable form) 

Written or printed transcription of virtual images (this includes photographs, slides, video recordings, computer-
generated images, sketches, etc.) 

Transcription of soundtrack (written or printed document) 

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

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

Copy of record saved on cloud storage server 
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3. To be submitted:  

Postal services to postal address 

Postal services to street address  

Courier service to street address 

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

E-mail of information (including soundtracks if possible) 

Cloud share/file transfer 

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

the record is available) 

       

Kindly note that your request has been: 

       

   Approved   

       

   Denied, for the following reasons: 

    

    

    

    

    

    

       

4. Fees payable with regards to your request: 

Item 

Photocopy 

Printed copy 

For a copy of a computer readable form on: 

  (i)  Flash Drive 

    To be provided by requester  

  (ii)  Compact Disc 

    If provided by requester 

    If provided to the requester 

For a transcription of visual images per A4-size page 

Copy of visual images 

Transcription of an audio record, per A4-size 
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For a copy of an audio record 

  (i)  Flash Drive 

    To be provided by requester  

  (ii)  Compact Disc 

    If provided by requester 

    If provided to the requester 

Postage, e-mail or any other electronic transfer: 

TOTAL: 

       

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

       

    Yes   

       

Hours of 
search 

  

       

The amount must be paid into the following Bank account:  

Name of account holder: 

Department of Sport, 
Recreation, Arts and Culture 
Province of the Eastern Cape 

ABSA BANK   

Account number: 
41-0021-5161 

  

Branch Code: 
ABS EC PUBL 
SECTOR 
630097 

   

Reference Nr: 
PAIA (Name & 
Surname) 

   

Submit proof of payment to: 
sibongile.mpofu@ecsrac.gov.za 
paia@ecsrac.gov.za 
       

Signed at ___________________________ this ________ day of __________________ 20 ______ 

       

              

Deputy Information 
Officer  
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APPENDIX C – FEES 

ANNEXURE B                                                                                                                                                           
FEES 

                               

Fees in Respect of Public Bodies                      

Item Description Amount 

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

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

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

4. 

For a copy in a computer-readable form on:                               

(i)    Flash drive (to be provided by requester)        R40.00        

(ii)    Compact disc                         

  . If provided by requester           R40.00        

  . If provided to the requester                 R60.00             

5. For a transcription of visual images per A4-size page 
Service to be outsourced. Will 
depend on quotation from 
Service provider. 6. 

Copy of visual images 

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

8. 

Copy of an audio record on:                   

(i) Flash drive (to be provided by requester)        R40.00        

(ii) Compact disc                          

  . If provided by requester           R40.00        

  . If provided to the requester                 R60.00             

9. 

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

R100.00 

To not exceed a total cost of R300.00 

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. 

                               

Fees in Respect of Private Bodies                      

Item Description Amount 

1.       The request fee payable by every requester             R140.00             

2.       Photocopy/printed black & white copy of A4-size          
R2.00 per page or part 
thereof. 

3.       Printed copy of A4-size page                     
R2.00 per page or part 
thereof. 

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

        (iii) Flash drive (to be provided by requester)       R40.00        
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        (iv)  
Compact 
disc 

                        

          .  If provided by requester          R40.00        

          .   If provided to the requester               R60.00             

5.       For a transcription of visual images per A4-size page       Service to be outsourced. Will 
depend on quotation from 
Service provider. 6.       Copy of visual images                       

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

8.       Copy of an audio record on:                                       

        (v)  Flash drive (to be provided by requester)      R40.00        

        (vi)  
Compact 
disc 

                        

           .  If provided by 
requester 

        R40.00        

            .   
If provided to the 
requester 

            R60.00             

9. 

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

R145.00 

            

To not exceed a total 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. 
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     APPENDIX D – INTERNAL APPEAL 

FORM 4 

LODGING OF AN INTERNAL APPEAL 

[Regulation 9.] 

 
  

                           

Reference number: ______________________________ 

 
  

                           

PARTICULARS OF PUBLIC BODY 

Name of public body:   

Name and surname of Deputy Information 
Officer: 

  

PARTICULARS OF COMPLAINANT WHO LODGES THE INTERNAL APPEAL 

Full names:   

Identity number:   

Postal address:   

Contact numbers: 
Tel. (B):   Facsimile:   

Cellular:   

E-mail Address:   

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 (If lodged by a third party) 

Full names:   

Identity number:   

Postal address:   

Contact numbers: 
Tel. (B):   Facsimile:   

Cellular:   

E-mail Address:   

DECISION AGAINST WHICH THE INTERNAL APPEAL IS LODGED                                                                                     
(mark the appropriate box with an "X") 

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:   
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GROUNDS FOR APPEAL                                                                                                                                                                     
(If the provided space is inadequate, please continue on a separate page and attach it to this form, all 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: 

 
  

                           

Postal address Facsimile 
Electronic communication                                    

(Please specify) 

      

  
 

                           

Signed at _____________________________ this ______ day of ___________________ 20 ______ 

 
 
 
  

                                             

Signature of appellant/third party                    
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FOR OFFICIAL USE 

OFFICIAL RECORD OF INTERNAL APPEAL 

Appeal received by:                                                                                                                                                           
(state rank, name and surname of Deputy Information Officer) 

  

Date received:   

Appeal accompanied by the reasons for the Deputy Information Officer's decision and, where applicable, the 
particulars of any third party to whom or which the record relates, submitted by the Deputy Information 
Officer: 

Yes   

No   

OUTCOME OF APPEAL 

Refusal of request for access. 
Confirmed?  

Yes   New decision           
(if not 
confirmed) 

  
No   

Fees (Sec 22).                           
Confirmed?         

Yes   New decision           
(if not 
confirmed) 

  
No   

Extension (Sec 26 (1)). Confirmed?  
Yes   New decision           

(if not 
confirmed) 

  
No   

Access (Sec 29 (3)).                                                                                      
Confirmed? 

Yes   New decision           
(if not 
confirmed) 

  
No   

Request for access granted.                                                                                                    
Confirmed?   

Yes   New decision           
(if not 
confirmed) 

  
No   

 
  

                           

Signed at _______________________________ this ______ day of ______________ 20 ____ 
 
  
 

  
                           

Relevant authority                                 
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APPENDIX E – COMPLAINT 

 

 FORM 5                                                                                                                                                                                                                                                                
LODGING OF COMPLAINT 

 [Regulation 10.] 

                                  

 Note: 

 1.  

This form is designed to assist the Requester (hereinafter referred to as "the Complainant") in 
requesting a review of a public or private body's response or non-response to a request for 
access to records under the Promotion of Access to Information Act, 2000 (Act No. 2 of 2000) 
("PAIA"). Please fill out this form and send it to the Information Regulator or complete the 
online complaint form available at https://www.justice.gov.za/inforeg/.  

 

 2.  PAIA gives a member of the public a right to file a complaint with the Information Regulator about 
any of the nature of complaints detailed in part E of this complaint form. 

 

 3.  

It is the policy of the Information Regulator to defer investigating or to reject a complaint if the 
Complainant has not first given the public or private body (herein after referred to as "the Body") 
an opportunity to respond to and attempt to resolve the issue. To help the Body address your 
concerns prior to approaching the Information Regulator, you are required to complete the 
prescribed PAIA form and submit it to the Body. 

 

 4.  
A copy of this form will be provided to the Body that is the subject of your complaint. The information you 
provide on this form, attached to this form or that you supply later, will only be used to attempt to resolve 
your dispute, unless otherwise stated herein. 

 

 5.  The Information Regulator will only accept your complaint once you confirm having complied with the 
prerequisites below. 

 

 6.  Please attach copies of the following documents, if you have them:   

   . Copy of the form to the Body requesting access to records;   

   . The Body's response to your complaint or access request;  

   . Any other correspondence between you and the Body regarding your request;   

   . Copy of the appeal form, if your compliant relates to a public body;  

   . The Body's response to your appeal;  

   . Any other correspondence between you and the Body regarding your appeal;  

   . Documentation authorizing you to act on behalf of another person (if applicable);   

   . Court order or court documents relevant to your complaint, if any.  

 7.  If the space provided for in this Form is inadequate, submit information as an Annexure to this 
Form and sign each page. 

 

                                  

 TO: 

 
 

 
The Information Regulator                                                                                                                                                                                                
P.O Box 31533                                                                                                                                                                                                     
Braamfontein,                                                                                                                                                                                                                
2017 

 

 E-mail address:    inforeg@justice.gov.za  

                   

 Tel number:    +27 (0) 10 023 5200                    

                                  

 
 

 

 

   
 

 

 

                            

mailto:inforeg@justice.gov.za
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 CAPACITY OF PERSON/PARTY LODGING A COMPLAINT  

 (Mark with an "X")  

                                  

      Complainant 
personally 

                      

                                  

      Representative of complainant                     

                                  

      Third party                          

                                  

 PREREQUISITES  

 Did you submit request (PAIA form) for access to record of a 
public/private body? 

Yes   No    

 Has 30 days lapsed from the date on which you submitted your PAIA 
form? 

Yes   No    

 Did you exhaust all the internal appeal procedure against a decision of 
the Deputy Information Officer of a public body? 

Yes   No    

 Have you applied to Court for appropriate relief regarding this matter? Yes   No    

                                  

 FOR INFORMATION REGULATOR'S USE ONLY  

 Received by: (Full names)    

 Position:    

 Signature:    

 Complaint accepted: Yes   No    

 Reference Number:    

 

Date stamp 

                  

                   

                   

                   

                   

                   

                   

                                  

 Postal address Facsimile 
Other electronic communication                                       

(Please specify) 
 

        

                                  

 PART A                                                                                                                                                                                                                      
PERSONAL INFORMATION OF COMPLAINANT 

 

 Full names:    

 Identity number:    

 Postal Address:    
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 Street Address:    

 E-mail Address:    

 
Contact numbers: 

Tel. (B):   Facsimile    

 Cellular    

 

PART B                                                                                                                                                                                                                           
REPRESENTATIVE INFORMATION                                                                                                                                                                                               

(Complete only if you will be represented. A Power of Attorney must be attached if complainant is represented, 
failing which the complaint will be rejected) 

 

 Full names of 
representative:    

 Nature of 
representation:    

 
Identity 
number/Registration 
number: 

   

 Postal Address:    

 Street Address:    

 E-mail Address:    

 
Contact numbers: 

Tel. (B):   Facsimile    

 Cellular    

 
PART C                                                                                                                                                                                                                           

THIRD PARTY INFORMATION                                                                                                                                                                                               
(Please attach letter of authorisation) 

 

 Type of body: Private   Public    

 Name of *public/private 
body:    

 Registration number                
(if any):    

 

Name, surname and 
title of person 
authorised to lodge 
complaint: 

   

 Postal Address:    

 Street Address:    

 E-mail Address:    

 
Contact numbers: 

Tel. (B):   Facsimile    

 Cellular    

 PART D                                                                                                                                                                                                                           
BODY AGAINST WHICH COMPLAINT IS LODGED 

 

 Type of body: Private   Public    

 Name of *public/private 
body:    

 Registration number                
(if any):    
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Name, surname and 
title of person you dealt 
with at the 
private/public body to 
try to resolve your 
complaint or request to 
access of information. 

   

 Postal Address:    

 Street Address:    

 E-mail Address:    

 
Contact numbers: 

Tel. (B):   Facsimile    

 Cellular    

 Reference number 
given (If any):    

 

PART E                                                                                                                                                                                                         
COMPLAINT                                                                                                                                                                    

Tell us about the steps you have taken to try to resolve your complaint (Complaints should first be submitted directly 
to the public body for response and possible resolution; there are limited exceptions)                                         

 

    

    

    

    

    

    

    

    

 Date on which request for access to records submitted:    

 Please specify the nature of the right(s) to be exercised 
or protected, if a compliant is against a private body: 

   

 Have you attempted to resolve the matter with the organisation? Yes   No    

 If yes, when did you receive it? (Please attach the letter 
to this application.) 

   

 Did you appeal against a decision of the Deputy Information Officer of 
the public body? 

Yes   No    

 If yes, when did you lodge an appeal?    

 Have you applied to Court for appropriate relief regarding this matter? Yes   No    

 If yes, please indicate when was the matter adjudicated 
by the Court? Please attach Court Order, if there is any.    

 
PART F                                                                                                                                                                                                               

DETAILED TYPE OF ACCESS TO RECORDS                                                                                                                                         
(Please select one or more of the following to describe your complaint to the Information Regulator) 
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Unsuccessful appeal:                                                                                               
(Section 77A(2)(a) or section 
77A(3)(a) of PAIA) 

I have appealed against the 
decision of the public body and the 
appeal is unsuccessful. 

   

 

Unsuccessful application for 
condonation:                                                                       
(Sections 77A(2)(b) and 75(2) of 
PAIA) 

I have filed my appeal against the 
decision of the public body late 
and applied for condonation.  The 
condonation application was 
dismissed. 

   

 
Refusal of a request for access:                                                              
77A (2) (c) (i) or 77A (2) (d) (i) or 
77A (3) (b) of PAIA) 

I requested access to information 
held by a body and that request 
was refused or partially refused. 

   

 
The body requires me to pay a fee 
and I feel it is excessive: (Sections 
22 or 54 of PAIA) 

Tender or payment of the 
prescribed fee.    

 The tender or payment of a 
deposit.    

 Repayment of the deposit: 
(Section 22 (4) of PAIA) 

The Deputy Information Officer 
refused to repay a deposit paid in 
respect of a request for access 
which is refused. 

   

 Disagree with time extension: 
(Sections 26 or 57 of PAIA) 

The body decided to extend the 
time limit for responding to my 
request, and I disagree with the 
requested time limit extension or a 
time extension taken to respond to 
my access request. 

   

 Form of access denied: (Section 29 
(3) or 60 (a) of PAIA) 

I requested access in a particular 
and reasonable form and such 
form of access was refused. 

   

 

Deemed refusal: (Section 27 or 58 
of PAIA) 

It is more than 30 days since I 
made my request and I have not 
received a decision. 

   

 Extension period has expired and 
no response was received.    

 
Inappropriate disclosure of a 
record: (Mandatory grounds for 
refusal of access to record) 

Records (that are subject to the 
grounds for refusal of access) 
have inappropriately/unreasonable 

been disclosed. 

   

 
No adequate reasons for the 
refusal of access: (Section 56 (3) 
(a) of PAIA) 

My request for access is refused, 
and no valid or adequate reasons 
for the refusal were given, 
including the provisions of this 
Act, which were relied upon for the 
refusal. 

   

 Partial access to record: (Section 
28 (2) or 59 (2) of PAIA) 

Access to only part of the 
requested records was granted 
and I believe that more of the 
records should have been 
disclosed. 
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 Fee waiver: (Section 22 (8) or 54 
(8) of PAIA) 

I am exempt from paying any fee 
and my request to waive the fees 
was refused. 

   

 
Records that cannot be found or do 
not exist: (Section 23 or 55 of 
PAIA) 

The Body indicated that some or 
all of the requested records do not 
exist and I believe that more 
records do exist. 

   

 Failure to disclose records: 
The Body decided to grant me 
access to the requested records, 
but I have not received them. 

   

 
No jurisdiction (exercise or 
protection of any rights): (Section 
50 (1) (a) of PAIA) 

The Body indicated that the 
requested records are excluded 
from PAIA, and I disagree. 

   

 Frivolous or vexatious request: 
(Section 45 of PAIA) 

The Body indicated that my 
request is manifestly frivolous or 
vexatious and I disagree. 

   

 Other: (Please explain):    

 
PART G                                                                                                                                                                                                                                   

EXPECTED OUTCOME                                                                                                                                                             
How do you think the Information Regulator can assist you? Describe the result or outcome that you seek. 

 

    

    

    

    

    

    

 PART H                                                                                                                                                              
AGREEMENTS 

 

                                  

 
The legal basis for the following agreements is explained in the Privacy Notice on how to file your 
complaint document. In order for the Information Regulator to process your complaint, you need to 

check each one of the checkboxes below to show your agreement: 

 

                                 

   

I agree that the information Regulator may use the information provided in my complaint to assist it in 
researching issues relating to the promotion of the right of access to information as well as the protection of 
the right to privacy in South Africa. I understand that the Information Regulator will never include my 
personal or other identifying information in any public report, and that my personal information is still 
protected by the Protection of Personal Information Act, 2013 (Act No. 4 of 2013). I understand that if I do 
not agree, the Information Regulator will still process my complaint. 

 

                                  

   The information in this Complaint Form is true to the best of my knowledge and belief.   
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I authorize the Information Regulator to collect my personal complaint information (such as the information 
about me in this complaint form) and use it to process my human rights complaint relating to the right of 
access to information and / or the protection of the right to privacy. 

 

                                  

   

I authorise anyone (such as an employer, service provider, witness) who has information needed to process 
my complaint to share it with the Information Regulator. The Information Regulator can obtain this 
information by talking to witnesses or asking for written records. Depending on the nature of the complaint, 
these records could include personnel files or employer data, medical or hospital records, and financial or 
taxpayer information. 

 

                                  

   
If any of my contact information changes during the complaint process, it is my responsibility to inform the 
Information Regulator; otherwise my complaint could experience a delay or even be closed. 

 

                                  

   Signed at _______________________ this _________ day of _____________________ 20 ______  

                                  

                                  

                                                     

   Complainant/Representative/Authorised person of Third party              

                                  

 


