MIDVAAL LOCAL MUNICIPALITY

MINUTES OF THE 7™ ORDINARY MEETING OF 2026 HELD ON THURSDAY,
30 JULY 2026 AT 14:00 IN THE COUNCIL CHAMBERS

C 3835/07/2026
MC A/6907/07/2026

9.A.2 [CS]: PROMOTION OF ACCESS TO INFORMATION ACT (PAIA) MANUAL

2/9/2
WARDS: ALL

COMPETENCY: COUNCIL

IT WAS UNANIMOUSLY RESOLVED:

1. That the Midvaal Local Municipality PAIA Manual, be noted.
2. That the Midvaal Local Municipality PAIA Manual, be approved.

3. That the Municipal Manager, in his capacity as Information Officer, be authorised
to implement and maintain the PAIA Manual in accordance with the
requirements of the Promotion of Access to Information Act, 2000 and the
Protection of Personal Information Act, 2013.

4. That all Councillors, officials and municipal structures be required to comply with
the provisions of the PAIA Manual and support the implementation thereof.

5. That the Municipal Manager be authorised to update the Manual from time to
time as may be required by legislative amendments, Information Regulator
directives, organisational changes, or operational requirements, provided that
any material amendments be reported to Council.

14



MIDVAAL LOCAL MUNICIPALITY

AGENDA OF THE 7™ ORDINARY MEETING OF 2026 TO BE HELD ON THURSDAY,
30 JULY 2026 AT 14:00 IN THE COUNCIL CHAMBERS

C 3835/07/2026
MC A/6907/07/2026

9.A.2 [CS]: PROMOTION OF ACCESS TO INFORMATION ACT (PAIA) MANUAL

2/9/2
WARDS: ALL

COMPETENCY: COUNCIL

PURPOSE

To submit the Promotion of Access to Information Act (PAIA) Manual for approval. The
Manual has been prepared in terms of section 14 of the Promotion of Access to
Information Act, 2000 (Act No. 2 of 2000), as amended, and seeks to promote
transparency, accountability, good governance and access to information held by
Midvaal Local Municipality, while ensuring compliance with the Protection of Personal
Information Act, 2013 (POPIA).

RECOMMENDATIONS

1. That the Midvaal Local Municipality PAIA Manual, be noted.
2. That the Midvaal Local Municipality PAIA Manual, be approved.

3. That the Municipal Manager, in his capacity as Information Officer, be authorised
to implement and maintain the PAIA Manual in accordance with the
requirements of the Promotion of Access to Information Act, 2000 and the
Protection of Personal Information Act, 2013.

4, That all Councillors, officials and municipal structures be required to comply with
the provisions of the PAIA Manual and support the implementation thereof.

5. That the Municipal Manager be authorised to update the Manual from time to
time as may be required by legislative amendments, Information Regulator
directives, organisational changes, or operational requirements, provided that
any material amendments be reported to Council.

REPORT

Section 32 of the Constitution of the Republic of South Africa, 1996, provides that
everyone has the right of access to information held by the State and information held
by another person that is required for the exercise or protection of any rights.

The Promotion of Access to Information Act, 2000 (PAIA) gives effect to this
constitutional right by establishing procedures through which persons may request
access to records held by public and private bodies. Section 14 of PAIA requires all
public bodies, including municipalities, to compile and make available a PAIA Manual
containing information regarding the institution, categories of records held, procedures
for requesting access to information, and details of the Information Officer.
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In addition, the Protection of Personal Information Act, 2013 (POPIA) requires public
bodies to ensure that personal information is processed lawfully, responsibly and
securely. The Information Regulator has further issued guidance requiring public
bodies to incorporate relevant POPIA provisions within their PAIA Manuals.

The Municipality currently maintains a wide range of records relating to governance,
finance, infrastructure, service delivery, planning, maps, GIS datasets, human
resources, legal matters, information technology and public administration. In the
absence of an updated and approved PAIA Manual, there is a risk of inconsistent
application of information access procedures, reduced transparency, non-compliance
with legislative obligations and exposure to regulatory findings.

The development and approval of a comprehensive PAIA Manual is therefore
necessary to ensure compliance with legislative requirements, strengthen
accountability, improve public access to information and support sound records
governance practices.

The PAIA Manual establishes a comprehensive framework for the management of
access to information requests and provides guidance to members of the public
regarding the records and information held by the Municipality.

The Manual has been aligned with the Information Regulator's PAIA Manual Template,
the Promotion of Access to Information Act, the Protection of Personal Information Act,
and local government best practice.

The Manual is built on the following key principles:
1. Promotion of Transparency and Accountability

The Manual promotes openness, accountability and good governance by
providing the public with information regarding the records held by the
Municipality and the procedures for obtaining access to such records.

2. Legislative Compliance
The Manual ensures compliance with:

The Constitution of the Republic of South Africa, 1996;
Promotion of Access to Information Act, 2000;

Protection of Personal Information Act, 2013;

Information Regulator requirements and guidance;
Applicable local government legislation.

Spatial Data Infrastructure Act, 2003 (Act No. 54 of 2003)

3. Access to Information Framework

The Manual establishes a clear framework for requesting access to municipal
records, including the roles and responsibilities of the Information Officer and
Deputy Information Officer, request procedures, statutory timeframes,
applicable fees and grounds for refusal.
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Records Management and Classification

The Manual identifies and categorises records held by the Municipality,
including:

Governance records;

Financial records;

Human resource records;

Service delivery records;

Planning and development records;

Legal and compliance records;

Information technology records.

Geographic Information System (GIS) datasets and imagery

Public Access to Municipal Information

The Manual identifies categories of information that are automatically available
to the public without the need for a formal PAIA request, including annual
reports, approved budgets, policies, by-laws, IDP documents, public notices and
service delivery reports.

Information Regulator and Complaints Processes

The Manual provides members of the public with information regarding: « Internal
remedies:

Complaints procedures;

Appeals processes;

Complaints to the Information Regulator;

Court applications and available legal remedies.
Protection of Personal Information

The Manual incorporates POPIA requirements relating to:

Categories of personal information processed;
Categories of data subjects;

Purpose of processing personal information;
Recipients of personal information;

Security safeguards;

Cross-border information transfers.

Public Participation and Service Accessibility
The Manual provides information regarding municipal services, public

participation processes and mechanisms through which members of the
community may engage with the Municipality and obtain information.
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Continuous Review and Updating

The Manual provides for periodic review and updating to ensure ongoing
compliance with legislative amendments, organisational changes and directives
issued by the Information Regulator.

Information Regulator

The approval of the PAIA Manual will strengthen transparency, accountability,
regulatory compliance and public confidence while ensuring that the Municipality
fulfils its constitutional and legislative obligations regarding access to information
and the protection of personal information.

COMMENTS: MEETING OF THE MUNICIPAL MANAGER AND HEADS OF
DEPARTMENT: 22 JUNE 2026

Resolved to Recommend

The Item is supported and referred to the Section 80 Corporate Services Portfolio
Committee, after amendments.

COMMENTS: SECTION 80 CORPORATE SERVICES PORTFOLIO COMMITTEE: 10
JULY 2026

The recommendations are supported.
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MIDVAAL LOCAL MUNICIPALITY

PAIA MANUAL

PALA manual prepared in terms of section 14 of the Promotion of Access to Information Act,
Mo 2 of 2000 (as amended)
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1. List of Acronyms and Abbreviations
“DIO” Deputy Information Officer
“‘GIS” Geographic Information Systems
“IDP” Integrated Development Plan
“1O” Information Officer
‘MEMA” Municipal Finance Management Act 56 of 2003
“MLM” Midvaal Local Municipality
‘MMC” Member of the Mayoral Committee
‘MPRDA” Municipal Property Rates Act 6 of 2004
“‘PAIA® Promotion of Access to Information Act 2 of 2000
‘POPIA” Protection of Personal Information Act 4 of 2013
“‘Regulator” Information Regulator
“Structures Act” Local Government. Municipal Structures Act 117 of 1998
“Systems Act” Local Government: Municipal Systems Act 32 of

2000
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Definitions and terms
2.1 “Access Fee”

A fee prescribed for the purposes of reproduction, search, preparation and,
where applicable, postage in respect of records requested under PAIA.

2.2 “Act”

23

24

25

26

2.7

2.8

29

The Promotion of Access to Information Act, 2000 (Act No. 2 of 2000), as
amended.

“Data Subject”

The person to whom personal information relates.

“Information Officer”

Means the Municipal Manager of Midvaal Local Municipality, designated in
terms of PAIA and POPIA.

“Personal Information”

Infformation relating to an identifiable, living natural person and, where
applicable, an identifiable existing juristic person as defined in POPIA.
“POPIA”

The Protection of Personal Information Act, 2013 (Act No. 4 of 2013).
“Public Body”

Any department of state or administration in the national, provincial or local
sphere of government.

“Record”

Any recorded information regardless of form or medium in the possession or
under the control of Midvaal Local Municipality.

“Requester”

Any person requesting access to a record of Midvaal Local Municipality.
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8

57

Introduction

The Promotion of Access to Information Act, 2000 ("PAIA”) gives effect to the
constitutional right of access to information held by the State and information held
by another person that is required for the exercise or protection of any rights.
Section 14 of PAIA requires all public bodies to compile a manual containing
information regarding the types and categories of records held by the institution, the
process for requesting information, and the contact details of the Information
Officer.

This Manual must be read together with:

= The Constitution of the Republic of South Africa, 1996;

=  Promotion of Access to Information Act, 2000;

= Protection of Personal Information Act, 2013;

= Information Regulator Guidelines;

= PAIA Regulations, 2021.

= Spatial Data Infrastructure Act, 2003 (Act No. 54 of 2003)

The Manual also promotes transparency, accountability and good governance
within Midvaal Local Municipality.

Purpose of the Manual
This PAIA manual is useful for the public to:

4.1 Check the categories of records available at Midvaal Local Municipality
without submitting a formal PAIA request;

4.2 Understand how to make a request for access to records;

4.3 Access all relevant contact details of persons assisting the public with
records requests;

4.4 Understand the remedies available regarding requests for access to records;

4.5 Understand the services available to members of the public and how to gain
access thereto;

46 Access the Guide on how to use PAIA and POPIA;

4.7 Understand how personal information is processed;

4.8 Determine whether personal information is transferred outside South Africa;

4.9 Understand the security measures implemented to protect personal
information.

Objectives of PAIA
PAIA promotes:
= Transparency, accountability and effective governance;

= The constitutional right of access to information;

= Participation in decision-making processes;

= Protection of personal information and privacy;

= Access to information in a reasonable and affordable manner.
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Furthermore, the Act balances the right of access to information with legitimate
limitations including:
= Protection of privacy;
=  Commercial confidentiality;
Safety and security;
= Effective administration and governance.

6. Establishment of Midvaal Local Municipality

8.1

6.2

6.3
8.4

8.5

8.6

Midvaal Local Municipality is a Category B Municipality established in terms
of the Local Government: Municipal Structures Act, 1998 (Act No. 117 of
1998).

The powers and functions of Midvaal Local Municipality are regulated by
various statutes which include:

Constitution of the Republic of South Africa, 1996 (Act No. 108 of 1996);
Local Government: Municipal Structures Act, 1998 (Act No. 117 of 1998), as
amended;

Local Government: Municipal Systems Act, 2000 (Act No. 32 of 2000), as
amended;

Local Government: Municipal Finance Management Act, 2003 (Act No. 56 of
2003); as amended.

In terms of the above statutes, the powers and functions of the Midvaal Local
Municipality include inter alia:

8.7

6.8

6.9

8.10

8.11

8.12

8.13

Ensuring integrated development planning;
Provision of potable water supply;

Bulk supply of electricity, which includes transmission, distribution and the
generation of electricity;

Provision of bulk sewerage purification works and main sewerage disposal
systems;

Solid waste disposal sites, insofar as it relates to:

The determination of a waste disposal strategy;

The regulation of waste disposal;

The establishment, operation and control of waste disposal sites,
bulk waste transfer facilities and waste disposal for more than one
local municipality in the district;

o o O
S Y
P . S
W N —

Municipal roads which form an integral part of a road transport system;

Provision of firefighting services, which includes:
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6.14

6.15

6.16

6.17

6.18

6.13.1 Planning, coordination and regulation of fire services;

6.13.2 Specialised firefighting services such as mountain, veld and
chemical fire services through the district council;

6.13.3 Coordination of the standardisation of infrastructure, wvehicles,
equipment and procedures;

6.13.4 Training of firefighters as a district function.
The establishment, conduct and control of cemeteries and crematoria;
Promotion of local tourism;

Provision of municipal public works relating to any of the above functions or
any other function assigned to the municipality;

The receipt, allocation and distribution of grants made to the municipality;

The imposition and collection of taxes, levies and duties as related to the
above functions or may be assigned in terms of national legislation.
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7. Structure and Functions of the Midvaal Local Municipality

7.1 Macro Organisational structure

MIDVAAL LOCAL MUNICIPALITY

GOVERNANCE STRUCTURE
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a2

Functions of the Municipality

ROLE CLASSIFICATION: ALIGNMENT OF FUNCTIONS TO DCOG NORMS AND STANDARDS FOR

MUNICIPALITIES

The chart below provides role classification for functions soecific to Midvaal Local Municipdlity:

MIDVAAL

LOCAL MUNICIFALITY

LZOVEENANTUE B ASSURANCE

CORE FURCTIONAL SERVICES

PROVIDED BY MLM

«  Crgarisaliondl Ferarmance FIFCTRIC AL

+ Llecgal Servkcos * Hcchdca

* Risk & Compliance disiibution/

= FProkity Reticulation

+ Maenitering & Reporling v Infrasiruc iure
Operulics

+ Integrat

SPECIALISED SERVICES
Develepment

Tanning

+  Project Menogoement
* HR Specialist Suppeor
« shatcgy & Pollcy

avelopnent

* Cupilal Pluninirg

Procurement Planring
Budyelng & Repor'ing
uality Assurance

+ Specil Projects
* Ressarch & dsvelcpment

= Salar Energy
cishibufion &
Generation™ new

» Network control
& opfimanfion

* Bulk services

* Hnckico
Deamand
mMaragsment

Conneclion
e

= frathe light maint,

VIAITE &
SANITATHON TOWN & REGIORAL
+ ‘Waler aemand SLANNING
managemant + Spulivl
¢« Bulk Services developimen|
+ Cursumnplion hamewcik

+ Urkan & Rural

verification

+ Sewer Plannirg & design
reficuletion « Land surveyng
management senAces

+ Writer araysis + Bulleing plan

and festirg
+  Wrrler Fon

Ciperation: sendces
+ Woete Water * Landuse

munagement
» Land use confrol
+ Builzing & Zoning
contol
= Land inucsion
* Low Onfercement

WASIE & REFUSE

+  Waste management

aperafions

« Waoste Collection

management

+ separation ot sourcs

operciions

o _ond il s e rnanagen e

HUBAAN SETTLEMENT &
HOLSING

+ Housing

identitication

+ Propetty dsposals
+ Beneficiory

a1 ¥
idenfification

+ Bullding

» Transher site approvalsifile
munasErien| Inspecions

+ Wsle compaciion v Propetiviand

»  “ublic cleansing wcyuisifion

TRANSPORT, ROADS &
STORM WATLR

+ Signs & sireet lires
= Starm Water drainage
+  Roads nctwerk control
« Tronsport nperailons

* Roade

dedianiconsiruclion)

COMMUNITY: PUBLIC
SAHAY

+ Traffic Opemtions
* Rood safcly

management
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Crisaster
e —

LOCAL ECONOMIC
DEVELCPMENT

¢ SMME

development

+ Informa trading

enablemer|

+ Business license

managemant

¢+ [Cconomic

modeling &

L piganing

COMMUNITY. SRAC
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SCIVICES
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7.2.1 The following departments are responsible for the functions outlined:

Department Functions:
Office of the Municipal e Strategy & Performance
Manager ¢ Risk & Compliance

s Internal Audit & Forensics
Carporate Services e Secretarial Services ¢ Communication
Cluster ¢ Legal Services s PR & Marketing
{Render Corporate e |T Services e Citizen Engagement
Support, ICT ang‘ Humarn s Human Resources ¢ Building Maintenance
Resouirces Services) e Work Archives/Records e VIPUnit

e Paolitical Offices

Financial Services e Budget & Treasury Services e  Procurement and Supply
(Manage the Finances of s Revenue Management Chain Management
the municipality) ¢ Expenditure Management ¢ Property Valuation

e Accounting, Asset & Internal Control

reporting services

Engineering Services « Water provision e Technical Consumption
(Provide Public Works s Sanitation Services Services
and Basic Services to o FElectricity & Energy + Capital Projects
communities) Services
Community Services o ‘Waste Management e Sport, Arts & Culture
(Provide Community & Services Primary Health Care
Services) e Social Development (Clinics)

s Parks & Recreation ¢ Municipal & Environmental

. Health Services
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Department

Functions:

Development & Planning
{Development & Town
Planning, Local
Economic Development
and Human Settlement
Services)

Integrated Development
Planning (IDP)

Spatial Planning & Land
Use Management
Geographic Information
Systems (GIS)

Economic Development &
Tourism

Housing

Public Safety & Roads
Department

{Provide Traffic & Fire
Emergency Services and
Roads Maintenance)

Roads & Storm Water
Roads Marking

Street signs and names
Mechanical Workshop
Fleet Management

Traffic Services

Fire & Emergency
Services

Disaster Management
Crime Prevention

8. Key Contact Detail
8.1 Information Officer

811 Name: Municipal Manager
812 Tel {016) 360 7632

813 Email mm@midvaal.gov.za
814 Fax not applicable

8.2  Deputy Chief Information Officer

821 Name: Executive Director. Corporate Services
822 Tel (016) 360 7407

8§23 Email: DIO@midvaal.gov.za

8§24 Fax not applicable

8.3 Access to information General contacts

831 Email: DIO@midvaal.gov.za

Head Office

832 Postaladdress : PO Box 9
Meyerton

1961

8.3.3 Physical address: Midvaal Local Municipality
Civic Centre

25 Mitchell Street
Meyerton

1961
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834 Telephone : 016 360 7400
8.35 Complaints Line: 087 106 2471 / 080 228 8275 (Toll free)
8.3.6 WhatsApp line : 081 876 0408
8.3.7 Email : Complaints@midvaal. gov.za
838 \Website : www.midvaal gov.za

8. Remedies available in respect of failure to act by the Municipality
9.1 Internal Remedies

A requester may:

9.1.1 Lodge a complaint directly with the Municipality;

9.1.2 Request reasons for decisions;

9.1.3 Appeal or challenge administrative decisions where applicable.

If you have lodged a complaint with a Municipal department and the matter
has not been responded to satisfactorily, you may contact the Municipality’s
Customer Care or Complaints Office to investigate the matter further.

General enquiries and complaints may be directed to:

Midvaal Local Municipality

Civic Centre

25 Mitchell Street

Meyerton

1961

Telephone: 087 106 2471 / 080 228 8275 (Toll free)
WhatsApp Line: 081 876 0408

Email: complaints@midvaal.gov.za

8.1.1 Submit an internal appeal
If your rights have been infringed by a decision taken by the Municipality
in relation to a PAIA request, you may lodge an internal appeal in the
prescribed manner.

Step 1: Prepare the Appeal

The appeal must:

= be inwriting;

= state the reasons for the appeal;

= sgpecify the decision being challenged,
= identify the rights allegedly affected;
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= indicate the relief or outcome sought; and
= include a copy of the original decision or correspondence, where
applicable.

Step 2: Submit the Appeal

The completed appeal may be submitted:
By Email:

DIO@midvaal.gov.za

Or delivered by hand to:

Deputy Information Officer
Midvaal Local Municipality
25 Mitchell Street
Meyerton

1961

Or posted to:

The Deputy Information Officer
Midvaal Local Municipality

PO Box 9

Meyerton

1961

The Municipality shall consider the appeal in accordance with PAIA and
communicate the outcome within the prescribed legislative timeframes.

9.2 Complaint to the Information Regulator
9.2.1 POPIA Complaints

Any person may submit a complaint to the Information Regulator in the
prescribed manner regarding interference with the protection of
personal information of a data subject.

A requester or data subject may lodge a complaint with the Information
Regulator regarding:

9.2.2 Refusal of access to records;

923 Failure to respond to a request;

9.2.4 POPIA-related complaints;

9.2.5 Unlawful processing of personal information.

Should a person believe that their personal information has been unlawfully
accessed, disclosed, processed or compromised, a complaint may be
submitted to the Information Regulator.

Complaints may be submitted using the prescribed POPIA complaint form and
sent to:

29



MIDVAAL LOCAL MUNICIPALITY

AGENDA OF THE 7™ ORDINARY MEETING OF 2026 TO BE HELD ON THURSDAY,

30 JULY 2026 AT 14:00 IN THE COUNCIL CHAMBERS

miDYAAL

LOCAL MUNICIFALITY

POPIAComplaints@inforegulator.org.za

The Regulator may:

9.2.2

9.23

investigate the complaint;

facilitate conciliation;

issue enforcement notices; or

take any action authorised in terms of POPIA.

PAIA Complaints
A requester or third party may submit a complaint to the Information
Regulator after exhausting any applicable internal appeal procedure

against a decision of the Information Officer or Deputy Information
Officer.

A complaint may also be lodged where:
= no response has been received within the prescribed period;
= access to records has been refused;
fees charged are disputed; or
= procedural fairness is challenged.

Complaints may be submitted using the prescribed PAIA complaint
form and sent to:

PAIAComplaints@inforequlator.org.za

The Information Regulator may:

= investigate the complaint;

= facilitate dispute resolution;

=  make findings and recommendations; or

= refer the matter for enforcement action where appropriate.

Application to Court

A requester or third party may apply to a court of competent jurisdiction

for appropriate relief after:

= exhausting the internal appeal process, where applicable; or
exhausting the complaint procedures before the Information
Regulator.

Court proceedings must be instituted within the periods prescribed by
PAIA.
Applications may include:

= review of refusal decisions;

= orders compelling disclosure of records;

= review of fees charged;

= review of procedural irreqularities; or

= enforcement of rights under PAIA or POPIA.
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The appropriate court may include:

= the High Court;

= a Magistrate’s Court with jurisdiction; or

= any other competent court recognised in law.

9.3 Information Regulator Contact Details
9.3.2 Website: www justice gov.zalinforeg
9.3.3 Email (PAIA). PAIAComplaints@inforegulator.org.za
9.3.4 Email (POPIA). POPIAComplaints@inforegulator.org.za

10. Categories of records held by the Municipality
The Municipality holds records including but not limited to:

Nr Category Type
10.1 Governance Records Council agendas and minutes;
Committee resolutions;
Policies and by-laws;
Delegations’ framework.

10.2 Financial Records Annual financial statements;
Budgets;

SCM records;

Asset registers;

Audit reports

10.3 Human Resource Records Recruitment records;
Employment contracts;
Payroll records;

Leave records;

Disciplinary records.

10.4 Service Delivery Records = [nfrastructure plans;

= Water and sanitation records;
= Electricity records;

» Roads and transport records.

10.5 Planning and Development | = Spatial Development
Records Frameworks;

= Town planning applications;

= |DP documents;

= Building plans.

= Maps

= (IS datasets

10.6 Legal and Compliance | = Litigation files;

Records = Contracts and agreements;
= Compliance reports;

= Risk management records
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10.7 Information Technology | = System access records;
Records = Electronic communications;

= |CT governance records.

11. Guide to use PAIA and how to access the guide

11.1 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.
11.2 The Guide is available in each of the official languages.
11.3 The aforesaid Guide contains the description of the objects of PAIA and
POPIA,
11.4 the postal and street address, phone and fax number and, if available,
electronic mail address of:
11.4.1  the Information Officer of every public body; and
11.42 every Deputy Information Officer of every public and private body
designated in terms of section 17(1) of PAIA and section 56 of
POPIA,;
11.4.3 the manner and form of a request for:
11.4.4 access to a record of a public body contemplated in section 11 of
PAIA; and
11.45  access to a record of a private body contemplated in section 50 of
PAIA,;
11.46 the assistance available from the Information Officer of a public
body in terms of PAIA and POPIA;
11.4.7  the assistance available from the Regulator in terms of PAIA and
POPIA,
11.4.8  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:
11.4.8.1 an internal appeal;
11.4.8.2 a complaint to the Regulator; and
11.4.8.3 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;

11.4.8.4 the provisions of sections 14 and 51 requiring a public
body and private body, respectively, to compile a manual,
and how to obtain access to a manual;
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11.4.8.5 the provisions of sections 15 and 52 providing for the
voluntary disclosure of categories of records by a public
body and private body, respectively;

11.4.8.6 the notices issued in terms of sections 22 and 54
regarding fees to be paid in relation to requests for
access; and

11.4.8.7 the regulations made in terms of section 92.

11.5 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.

11.6 The Guide can also be obtained:

11.6.1  upon request to the Information Regulator;
11.6.2 from the website of the Information Regulator at
https:/finforegulator.rog.za

11.7 A copy of the Guide is also available in the following official languages, for
public inspection during normal office hours:

11.7.1  Afrikaans
11.7.2  isiNdebele
11.7.3 isiXhosa

11.7.4 isiZulu
11.7.5 Siswali
11.7.6 Sepedi

11.7.7 Sesotho
11.7.8 Setswana
11.7.9 Tshivenda
11.7.10 Xitsonga

Categories of records which are available without a person having to request
access

The following records may be available without formal PAIA requests:
. Annual reports;

. IDP documents;

. Approved budgets;

. By-laws;

. Council resolutions open to the public;

. Public notices;

. Policies:

. Tariff schedules;

. Service delivery reports;

. Website publications.

. Locality Maps
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Access may be obtained through:

. Municipal website (www.midvaal.gov.za)

. Municipal offices (25 Mitchel Street, Meyerton, 1961)
. Libraries (25 Mitchel Street, Meyerton, 1961)

. Public participation meetings

. Service available to the public and how to gain access to those services
Services provided by the Municipality include:
131  Water and sanitation;

13.2  Electricity services;

13.3 Roads and stormwater;

13.4 Waste management;

13.5 Licensing support;

13.6  Town planning;

13.7 Libraries and recreational facilities;
13.8  Public participation programmes.

Information regarding these services may be obtained:

13.9 At municipal offices (25 Mitchel Street, Meyerton, 1961)

13.10 Through the municipal website (www.midvaal gov.za)

13.11 Contact Centre/Call centre: 087 106 2471 /080 228 8275 (Toll free); Email:
complaints@midvaal.gov.za

. Public participation and Involvement
The Municipality encourages public participation through:
= |DP consultations;
= Public meetings;
=  Ward committee engagements;
= Stakeholder consultations:
= Public notices and advertisements.

. Processing of Personal Information in terms of POPIA
15.1 Purpose of Processing

The Municipality processes personal information for:
a) Service delivery;

b) Billing and revenue collection;

¢} Human resource administration;

d) Procurement and supply chain management;
e) Compliance with legal obligations.

15.2 Categories of Data Subjects
a) Residents;
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16.

b) Employees;

c) Councillors;

d) Service providers;

e) Contractors;

f) Community stakeholders.

15.3 Categories of Personal Information
a) lIdentity information;
b) Contact details;
¢) Financial information;
d) Employment information;
e) Property information.

15.4 Recipients of Personal Information
a) Personal information may be shared with:
b) Government departments;
¢) Regulatory authorities;
d) Financial institutions;
e) Service providers;
f) Law enforcement agencies.

15.5 Information Security Measures

The Municipality implements appropriate technical and organisational
measures to:
a) Prevent loss or damage to information;

b) Prevent unlawful access;
¢) Maintain confidentiality and integrity;
d) Secure electronic and physical records.

15.6 Cross-Border Transfers

Personal information will only be transferred outside South Africa where lawful
and where adequate protection exists.

Availability of the manual

This manual is made available in the following official languages {confirm)
16.1 English

16.2 Afrikaans

16.3 Sotho

16.4 isiZulu

A copy of this manual or the updated version thereof, is also available as follows:
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1.

18

d)

On the official website of the Midvaal Local Municipality wia
www. midvaal.gov.za

At the head office of the Midvaal Local Municipality for public inspection during
normal business hours — viz Monday to Friday, between 07:30 and 16:00;

To any person upon request and upon the payment of a reasonable prescribed
fee;

To the Information Regulator upon request.

A fee for a copy of the manual, as contemplated in annexure B of the Regulations,
shall be payable per each A4-size photocopy made.

Updating of the Manual

The Midvaal Local Municipality will, as and when required, where necessary or in
the event of any changes to this manual, update and publish the update/reviewed
manual, annually on its official website.

Manual issue and approval

This manual is approved, issued and published in accordance with Council
Resolution C***/**f***** and endorsed by the Municipal Manager in his capacity as
Information Officer.

Mr. Phumudzo Magodi
Municipal Manager
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FORM 2

REQUEST FOR ACCESS TO RECORD
[Regulation 7]

NOTE:

1. Proof of identity must be aftached by the requester.

2. If requests are made on behalf of another person, proof of such authorisation
must be aftached fto this form.

TO: The Information Officer

(Address)
E-mail
address:
Fax number:

Mark with an "X"

I:l 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

Tel. (B): Facsimile:

Contact Numbers -
Cellular:
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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 s requesied, including the
reference number if that is known fo you, to enable the record fo be located. (If the
provided space is inadequate, please continue on a separate page and attach it to this
form. All additionaf pages must be signed.)

Description of
record or relevant
part of the record:

Reference
number, if
available
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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, skelches, eic)

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

FORIM 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, skefches, efc)

Transcription of soundtrack (written or printed document)

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

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

Copy of record saved on cloud storage server
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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 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 (incliding soundiracks if possible)

Cloud shareffile transfer

Preferred language
(Note that if the record is not available in the language you prefer, access may
be granted i the language 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 reqguester must sign all the addftional 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:
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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 fo be pald.
c) The fee pavabie 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 gualify for exemption of the payment of any fee, please stafe 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

Signature of Requester/person on whose behalf reqtiest is made
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FOR OFFICIAL 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

42




MIDVAAL LOCAL MUNICIPALITY

AGENDA OF THE 7™ ORDINARY MEETING OF 2026 TO BE HELD ON THURSDAY,
30 JULY 2026 AT 14:00 IN THE COUNCIL CHAMBERS

miDVAAL

LOCAL MUNICIPALITY

Annexure D: Fee Schedule

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 alf future correspondernce.

Reference number;

TO:

Your request dated , refers.

1. You requested:

Persanal inspection of information at registered address of public/private body
(including listening fo 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.

OR
2. You requested:

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

Wiritten or printed transcription of virtual images (this includes photographs,
slides, video recordings, computer-generated images, skeiches, efc)

Transcription of soundtrack (written or printed document)

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

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 o street address

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

E-mail of information (including soundiracks if possible)

Cloud shareffile 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 avaifable)

Kindly note that your request has been:

|:| Approved
|:| Denied, for the following reasons:

4. Fees payable with regards to your request:
Item Cost per Ad- Number of Total
size page or pagesfitems
part

thereoffitem

Photocopy

Printed copy

For a copy in a computer-readable form

on:
(i) Flash drive R40.00
* To be provided by requestor
(i) Compactdisc R40.00
If provided by requestor R60.00
If provided to the
requestor
For a transcription of visual images per | Service 1o be
Ad-size page outsourced. Will

depend on the
quotation of the
service provider

Copy of visual images

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

(i) Flash drive

. To be provided by requestor
(il Compact disc

If provided to the
requestor

If provided by requestor R40.00

R40.00

R60. 00

transfer:

Postage, e-mail or any other electronic

Actual costs

TOTAL:

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

I:l Yes

I:lNo

Hours of
search

Amount of deposit
{calculated on one third of fotal amount
per request)

The amount must be paid into the following Bank account:

Name of Bank:

Name of account holder:

Type of account;

Account number:

Branch Code:

Reference Nr:

Submit proof of payment to:

Signed at

this day of 20

Information officer
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Annexure E: Internal Appeal Form,;

INTERNAL APPEAL FORM

FORM 4

[Regulation 9]

Reference Number: ..coccvviiiieiviiic i nve s vnmmnnmnn

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

Tel. (B) Facsimile
Contact
Numbers Cellular
E-Mail Address
Is the internal appeal lodged on behalf of another Yes No

person?

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 aftached.)

46



MIDVAAL LOCAL MUNICIPALITY

AGENDA OF THE 7™ ORDINARY MEETING OF 2026 TO BE HELD ON THURSDAY,
30 JULY 2026 AT 14:00 IN THE COUNCIL CHAMBERS

miDvaaL

LOCAL MUNICIFALITY

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

Full Names

Identity Number

Postal Address

Tel (B) Facsimile
Contact

Numbers 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

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

Page 2 of 3
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FOR OFFICIAL USE
OFFICIAL RECORD OF INTERNAL APPEAL

Appeal received by:

(state rank, nhame and surname of
Information

Officer)

Date received:

Appeal accompanied by the reasons for the information officer's decision | Yes
and, where applicable, the particulars of any third party to whom or which
the record relates, submitted by the information officer: |_|

No

OUTCOME OF APPEAL
7 New
Refusal of request es |:| e
for access. ( 6k
Confirmed? No |:| :
confirmed)
Yes | 7 | New
Fees (Sec 22). decision
Confirmed? _ {ff hot
No confirmed)
Extension (Sec decision
26(1)). Confirmed? . {if not
No confirmed)
New
Yes |:| decision
{(ff not
Access (Sec e rmet]
29(3)). Confirmed?
O
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Request for access | Yes | [] NeW .
decision
granted. .
Confirmed? N — jract
' g confirmed)
Signed at this day of 20
Relevant Authority
Page 3 of 3
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Annexure F: Information Regulator Complaint Form.

Address. JD House, 27 Stiemens Sireet
Brzamfontein, Johannesburg, 2001
F.O. Box 31533

Braamfontein, Johannesburg, 2017
(SDUTH AFRIBA) Tel: 010 023 5200

R TR S T A Email: PAIAComplaints@infoRequlator org.za

e effeciiny aceess o frformziion

COMPLAINT FORM

FORM 5
[Requlation 10]
NQTE:
1. This form is designed to assist the Requester ar Third Party (hereinafier referred ta as "the Complainant) in

requesting a review of a Public or Private Body's response or non-response ko a request for access to records
under the Promation of Access to Information Act, 2000 (Act Mo. 2 of 2000) (*PAIA™. Please fill out this form
and send it to the following email address: PAIACamplaints@infoRequlator.org.za or camplate online
complaint formn available at hittps:Awww justice. qov.zalinfored

2 PAlA 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 F of this complaint form.
3. It is the policy of the Information Regulator to defer investigating or to reject & complaint if the Complainant has

not first givan the public or private bady (herain atar refarred to 2s “the Bedy') an appartunity ko respond to and
attempt to resobe the issue. To help the Body address your concerns prior to approaching the Information
Regulater, you are required to complete the prescrived PAIA Form 2 and sukmit it to the Body.

4. A copy of this Form will be provided to the Bady that is the subjest of your complaint. The information yau
provide an this form, attached to this form or that you supply later, will only be used to attempt to resolve your
disputs, unless otherwise stated herein.

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

g. Please attach capies of the follawing documents, if you have them:
. Caopy of the form to the Body requesting access to records;

b The Body's response to your complaint or access request;
c Any other comrespondence batween you and the Body reqarding your request;
d. Copy of the appeal form, if your compliant relate to a public body;
E The Bady's response to your appeal;
f. Any other comespondence between you and the Body regarding your appeal;
g. Decumentation authorizing you to act on behalf of another person (if applicable);
h. Court Order or Sourt documents relevant to your complaint, if any
i) If the space provided for in this Form is inadequate, submit information as an Annexure to this Form and sign
gach paga.

CAPACITY OF PERSON/PARTY LODGING A COMPLAINT

{Mark with an "X")
D Complainant Personally

D Representative of Complainant
I:l Third Party

PREREQUISITES
Did vou submit request (PAIA Torm) for access to record of a | Yes Ne
publicqrivate body?
Has 30 days lapsed from the date on which you submitted your PAIA | Yes Ko
form?
Did you exhaust all the internal appsal procedure against a decision of | Yes No
the Information officer of a public body?
Have you applied to Court far appropriate relief regarding this matter? Yes Ko
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FOR INFORMATION REGULATOR'S USE ONLY

Received by (Full names)

Position

Signature

Complaint accepfed Yes o

Refarence Number

Fostal address Facsimile Other electronic communication
[Flease specify)
PART A
PERSONAL INFORMATION OF COMPLAINANT
Full Narmes
Identity Number
Postal Address
Street Address
E-Mail Address
Coritact numbers 1el (5) [ Facsimile |
Cellular
PART B

REFPRESENTATIVE INFORMATION
(Complete only if vou will be represented. A Power of Afforney must be atfached if compiainant is
represented failing which the complami will be rejected)

Full Names of
Representative

Nature of representation

Identity Number !
Registration Number

Postal Address

Street Address
E-mail Address
Contact Mumbers Tel. (B) | Facsimile |
Cellular
PART C
THIRD PARTY INFORMATION

{Please attach fetter of authorisation)
Type of Body Private Public
Mame of Fublic / Private
Body
Registration Number {if
any)

Mame, Sumame and Title
of person authorised to
lodge a complaint

FPostal Address

Street Address

E-mail Address
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Eortack Nurrbars Tel (B} [ Facsimile |
Cellular
PARTD
BODY AGAINST WHICH THE COMPLAINT IS LODGED
Typs of body Private Public
Name of public ! private
body
Registration number (if
any)
Name, surname and title
of person you dealt with at
the public or private body
to try lo resolve your
complaint ar request for
access to information
Postal Address
Street Address
E-mail Addrass
Contact Numbers Tel (B} [ Facsimile |
Cellular
Reference Number given
(% any)
PART E
COMPLAINT

Telf ts abouf the steps yvour have faken to by ta resoive your complaint (Complaints should first be
submiited directiy to the pubiic or privaie body tor response and possible resoluiion)

Date on which request for access to records
submitted.

Please specify the nature of the nghtis) 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 ves, when did you receive it? (Please attach the
letter to this application )

Did you appeal against a decision af the information officer of the public

body? Yes Mo
If ves, when did vou lodge an appeal? [
Have you applied to Court for appropriate relief regarding this matter? VoS A

If yes please indicate when was the matter
adjudicated by the Court? Fleass attach Court Crder,
if there is any

PART F
DETAILED TYPE OF ACCESS TO RECORDS
{Please select one of moie of the following fo describe your complaint to the fnformation Reguiater)

Unsuccessful appeal {Secticn | | have appealed agamsi the decision of the public body
TiA(Z)a) or section 77A(3)(a) of | and the appeal s unsuccessful.

PAIA)

Unsuccessful application for | ! filed my appea! against the decision of the public
condonation (Sections FrA2)D) | body iate  and  applied  for condonaiion.  The
and 75(2) of PAIA) condonation application was dismissed.
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Refusal of a request for access
(Section FTA2)e)i) or 7TFALZ)dN)
or /7TA[{3){6) of PAIA)

{ requested access fo information heid by a body and
that request was refused or partially refused.

The body recquires me to pay a fee
and | 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 information officer refused to repay a deposit paid
i respect of a request for aecess which is refused.

Disagree with time  extension
{Sections 26 or 57 of PAIA)

The hody decided o exlend the iime limil for
responding to my reguest and [ disagiee with the
requested fime limit exfension or a time exiension
taken to respond to my access request,

Form of access denied (Section
29(3) or B0(a) of PAIA)

| requested access i a partfcular and reasonable form
and such form of access was refused.

Deamed refusal (Section 27 or 58 of
PAIA)

it Is more than 30 days since [ made my requesi and |
have not recefved a decision.

Extension period has expired and no respoise was
recefved.

|nappropriate disclosure of a recard
(Mandatory grounds for refusal of
access to record)

Records (that are subfect io the grounds for refusal of
access) have inappropialely/unreasonabie  been
disclosed.

Mo adequate reasens for the refusal
of access (Section 56(3)(a) of PAIA)

My request for access js refused, and ne valid or
adequate reasons for the refusal were given, including
the provisfons of this Act which were refied upon for
the refusal.

Partial access ta record (Saction
28(2) or 59(2) of PAIA)

Access fo only a part of the requested records was
granted and | believe that more of the records should
have been disciosed

Fee waiver (Saction 22{8) or 54(8&)
of PAIA)

{ am exemp! from payving any fee and my request lo
waive the fees was refused.

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

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

Failure to disclose records

The Body deciied to grant me access fo ihe requested
records, but ! have not recefved them.

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

The Body indicated that the requested records are
exciuded from PAIA and | disagree.

Frivolous  or vexatious
{Section 45 of PAIA)

request

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

I e |

Other {(Please explain)

How do you think the Information Regulatcr can assist you? Describe the result or outcome that you

seek.

PART G
EXPECTED OUTCOME

PART H
AGREEMENTS
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The legal basis for the following agreements s explained in the Privacy Notice on how to file your
complaint document. in order For the Information Regulator to process your commpfaint, you need to
check each one of the checkboxes below fo show your agreement:

! agree thal the (nformation Regulator may use the information provided i my complaint to assist
i in researching issues relating o the promation of the fght of access o information as well as
the protection of the right fo privacy in South Africa. | understand that the Information Regulator
wil never include my personal or ofther fdentifving iformation in any public report, and that my
personal information 15 st profected by the Protection of Personal Informafion Act 2073 (Act No.
4 af 2013). | understand that f | do nof agree, the Infarmaiion Regulator will still process my
complaint,

D The information in this Complaint Form is frue to the best of my knowledge and belief.

! authonze the informalion Regulator to colflect my personal complainl information (such as the
nfarmation ahout me in s complaint farm) and use it fo process my fivman righis complaint
refaiing to the right of aceess to information and / or he profeciion of the right to privacy.

! authorise anyone (such as an employer, seivice provider, witness) whe has information needed
to process my complaint to share ff with the fnformation Regulator. The lnformation Regufator can
== obfain this information by falking to winesses or asking for wiitfen records. Depending on the
nature of the complaint, these records could include personnef 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 o
inform the {nformation Regulalon, otfierwise my complainl could experience a delay or even be
closed.

Signed at this day of 20

Complainant/Representative/Authorised person of Third party
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