FREE STATE
DEPARTMENT OF COMMUNITY SAFETY,
ROADS AND TRANSPORT

MANUAL
PROMOTION OF ACCESS TO INFORMATION ACT, 2000
(ACT NO. 2 OF 2000)

THE VISION OF THE DEPARTMENT

Contribute towards the creation of a prosperous Free State through the
facilitation of the provision of sustainable community safety, mobility and road
infrastructure.

THE MISSION OF THE DEPARTMENT

To realise the aforesaid vision, we will:

eMonitor, oversee and assess police service delivery in the Free State
ePromote integrated crime prevention initiatives

eEnsure road safety and an integrated transport system and networks
The MEC is Mr KW Bulwane

The Head of Department is Dr M Tshabalala

CONTACT DETAILS

Information Officer

Address: Room 411 Perm Building
Charlotte Maxeke Street
BLOEMFONTEIN

9301

Postal address: PO Box 119
BLOEMFONTEIN
9300

Tel: (051) 409-8856

Fax: (051) 409-8863

E-mail: hod-pa@freetrans.gov.za



mailto:hod-pa@freetrans.gov.za

Deputy Information Officer

Mr MA Monyane

Address: Room 112 Perm Bldg
Charlotte Maxeke Street
BLOEMFONTEIN

9301

Postal address: PO Box 9769
BLOEMFONTEIN
9300

Tel: (051) 409-8842

Fax: 086 207 1459

E-mail: monyanema66@qgmail.com

THE SECTION 10 GUIDE

The Information Regulator must update the guide compiled by the Human
Rights Commission. Any queries about the guide can be addressed to:

The Information Regulator (South Africa)
JD House, 27 Stiemens Street, Braamfontein, Johannesburg, 2001
PO Box 31533, Braamfontein, Johannesburg, 2017

General enquiries email: inforeg@justice.gov.za

ACCESS TO THE RECORDS HELD BY THE DEPARTMENT

(a) Subjects and categories of records

The subjects and categories of records held by the Department of
Community Safety, Roads and Transport include the following:

® Departmental personnel records

(ii) Departmental procurement records

(iii) Departmental financial records

(iv) Agendas and minutes of meetings

(V) Reports

(vi) Publications

(vii)  Internal departmental policies

(viii)  Records on legal issues

(ix) Provincial policies

(x) Internal memoranda

(xi) Speeches of the MEC

(xi)  Records and decision of the Transport Registrar and Provincial
Licencing Board
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(b) Request for information

0] Automatic disclosures [section 14(1)(e)]

The following table sets out the records that are automatically
available and the manner of access available:

AVAILABLE FOR COPYING

Annual Reports Available on Website
(freestateonline.fs.gov.za)
*Copies available on request from
Deputy Information Officer
Budget Speech of the MEC Available on Website
(freestateonline.fs.gov.za)
*Copies available on request from
Deputy Information Officer

*Copies to be provided against payment
of R0.60 per page

(i) Other requests

o A requester must be given access to the record of the
Department if the requester complies with the following:

e All the procedural requirements in the Act relating to the
request for access to that record and access to that
record is not refused on any grounds for refusal
mentioned in the Act. The Deputy Information Officer
may be contacted to provide further information
regarding grounds of refusal.

e A requester must use the form printed in the
Government Gazette.

. The requester must also indicate if the request is for a copy of
the record or if the requester wants to peruse the record at the
offices of the Deputy Information Officer.

° Alternatively, if the record is not a document it may be viewed
in the requested form, if possible.

e If a person asks for access in a particular form the requester
should be given access in the manner requested. Acceding to
the request should not interfere unreasonably with the running
of the department, or damage the record, or infringe upon a
copyright not owned by the State. If, for practical reasons
access cannot be given in the required form but in an alternate
manner, the fee must not be more than the fee calculated
according to the person'’s first request.
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If, in addition to a written reply to their request for the record,
the requester wishes to be told about the decision in any other
way, e.g. by telephone, this must be indicated.

If a requester asks for the information on behalf of somebody
else, the capacity in which the request is being made should be
indicated.

If a requester is unable to read or write, or has a disability, they
may make the request for the record orally. The information
officer must fill in the form on behalf of the requester and give
them a copy.

Two types of fees have to be paid in terms of the Act, the
request fee and the access fee. Information regarding the bank
account and reference number can be obtained from the
information officer. A requester is also made aware that the
Minister has exempted certain categories of persons from
paying access fees and could obtain further information
regarding such exemptions from the Deputy Information
Officer.

A requester who seeks access to a record must pay the
required request fee as prescribed.

The deputy information officer must inform the requester (other
than a personal requester) by notice, requiring the requester to
pay the prescribed fee (if any) before further processing the
request.

The requester may lodge an internal appeal, if appropriate, or
an application to the court against the tender or payment of the
request fee.

After the deputy information officer has made a decision on the
request the requester must be notified of such a decision in the
manner requested by them.

If the request is granted then a further access fee must be paid
for the search, preparation, reproduction and for the time
exceeding the prescribed hours of searching and preparing the
record for disclosure. The fees are prescribed by legislation.



D. SERVICES AVAILABLE

i Nature of services

The services of the Department are the following:

TYPE OF SERVICE HOW/ WHERE IS SERVICE PROVIDED

1. Civilian control and patrticipation | Tel. (051) 409 8829
in safety
2. Social Crime Prevention Tel. (051) 409 8843
3. Rural Community Safety Tel. (051) 409 8835
4, Road Safety Tel. (051) 409 0444
5. Operating Licensing Board Tel. (051) 403 7406
6. Roads Infrastructure Tel. (051) 409 8616
7. Fleet Management Tel. (051) 400 5200
8. Public Transport Services & Tel. (051) 403 7475
systems
2. Call Centre to lodge complaints | Tel. (051) 409 8849
or submit enquiries

ii. How to gain access to these services

To gain access to the services of the Department, requests must be
made to the Head of Department.

E. ARRANGEMENT ALLOWING FOR PUBLIC INVOLVEMENT IN THE
FORMULATION OF POLICY AND THE EXERCISE OF POWER

1. Campaigns, etc are arranged on regular intervals throughout the
Province. The purpose is to bring about face-to-face provincial
government interaction with communities to explain and account on
policies, programs and projects.

2. In terms of the Rules and Orders of the Provincial Legislature,
legislation is published for public comment before being tabled. The
public is given an opportunity to make written representations or to
appear before different portfolio committees.

3. Different provincial laws make provision for members of the public to
nominate members who are to serve on certain committees. These
representatives could influence decision-making.



4, In drafting of regulations, the public are also invited in terms of the
provisions of the Promotion of Administrative Justice Act, 2000, to
submit inputs with regard to matters affecting their rights.

5. Hlasela-TV is placed at the airport, hospitals and other public places
on which information regarding the provincial government is made
available to the public.

6. The media is used to provide information to the public.

THE REMEDIES AVAILABLE IF THE PROVISIONS OF THIS ACT ARE
NOT COMPLIED WITH

A requester or third party may lodge an internal appeal against the decision of
the (deputy) information officer within 60 days to the MEC or a person
designated by the MEC. The appeal must be submitted to the Office of the
deputy information officer, who must in terms of the Act forward it to the
appeal authority. A requester may also lodge a complaint at the Information
Regulator after he/she has exhausted the internal appeal procedure. Said
complaint must be submitted within 180 days of the decision. Furthermore,
the requester may apply to a court for appropriate relief after the requester
has exhausted the internal procedure. Fees are also prescribed for this
process.

PROCESSING OF PRIVATE INFORMATION

1. Purpose of use of personal information

a) To manage human resources;

b) To manage procurement and finances of the Department;

C) To manage the bursary function for local and international
students;

d) To manage access control to offices of the Department;

e) To gather contact information in order to consult and
communicate with stakeholders;

f) To confirm identities to promote good governance and for the
detection and prevention of fraud, crime, corruption or other
malpractice;

g) For audit and record keeping purposes;

h) To report to oversight bodies and national departments;

i) To keep statistical data for research purposes;

)] In connection with legal proceedings and legal advice.

The Department shall use personal information only for the purposes
for which it was collected and/or agreed with a person. In addition,
where necessary your information may be retained for legal, audit or
research purposes.



Disclosure of information

The Department may disclose personal information to service
providers who are involved in the delivery of products or services, e.g.
consideration of temporary incapacity leave or information technology
services. The Department includes provisions in agreements with
service providers to regulate the confidentiality and privacy of
information.

Furthermore, the Department may disclose personal information to
oversight bodies, national departments, external auditors, pension
funds, audit committee members and law enforcement agencies.

The Department may also disclose personal information:

a) Where there is a duty or a right to disclose in terms of a law or
as required by a court order;

b) In terms of the Promotion of Access to Information Act, 2000
(Act No. 2 of 2000). Requesters must follow the application
procedure in terms of the PAIA Manual on website and contact
the Information Officer or the Deputy Information Officer. Such
access request may be subject to a payment of prescribed
fees;

C) Where it is necessary to protect the rights of the Department.

Flow of Information outside borders

In support of the international bursary programme of the Department,
personal information of students may be shared with Department of
International Affairs, Embassies, Universities, Service Providers who
renders services to students. Furthermore, personal information of
staff and political office bearers may be shared with Department of
International Affairs, Embassies, Service Providers when such
persons travel abroad for work related matters. Consent of persons
are obtained.

Information security

The Department must provide adequate protection for the personal
information to prevent unauthorized access and use of personal
information. Therefore, the Department is committed to reviewing of
security controls and related procedures to ensure that personal
information remains protected. The following is relevant in this regard:

a) Physical security;

b) Computer and network security;
c) Record Management;

d) Investigation of security incidents;



e) Inclusion of provisions in contracts to regulate confidentiality of
personal information.

5. Correction of information

Persons may ask to update, correct or delete any personal
information. The Department will require as a minimum a certified
copy of an Identity Document to confirm the requester’s identity before
considering the request to make changes to personal information,
where necessary and legally allowed. The Department strives to keep
personal information as accurate as possible.

UPDATING OF THE MANUAL

The Department will, when necessary, update this manual.

AVAILABILITY OF THE MANUAL
The manual of the Department is made available in the following manner:

oA copy in each of the three official languages (Sesotho, English and
Afrikaans) is available at the Office of the Deputy Information Officer.

eThe manual is available on the website of the Department at
freestateonline.fs.gov.za.
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