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INTRODUCTION 

1.(1) Guided by the Legislative Mandate found in Chapter 3 of the Constitution, Promotion of 

Access to Information Act, 2000 (Act no 2 of 2000) and the professional approach 

underpinned in the Batho Pele principles, the Department of Cooperative Governance and 

Traditional Affairs, prioritises good governance and promotes sustainable development in 

KwaZulu-Natal by–  

(a) facilitating accountable and sustainable local governance; 

(b) facilitating accountable and sustainable traditional institutions; 

(c) promoting integrated development and planning; 

(d) promoting sustainable urban and rural development; and 

(e) developing systems for capacity support, monitoring and evaluation processes. 

 

(2) Furthermore, in recognition of the South African constitutional right of access to 

information, the Department of Cooperative Governance and Traditional Affairs thrives in 

fostering a culture of transparency and accountability, through actively promoting a society in 

which the people have effective access to information.  

 

(3) The Department has therefore created a Manual that guides promotion of access to 

information as contemplated in section 14 of the Promotion of Access to Information Act, 

2000 (Act No. 2 of 2000). 

 

(4) The Manual serves as a guiding document allowing both Government officials as well as 

members of the public to access information within the constitution’s parameters.  

 

 

DEFINITIONS 

2.(1) In this policy, unless the context indicates otherwise – 

(a) a word or expression, to which a meaning has been assigned to in the Promotion of 

Access to Information Act, has the same meaning; 

(b) clause headings are for convenience only and must not be used in its interpretation, 

and the following expressions bear the meanings assigned to them and similar 

expressions bear corresponding meanings: 

“Department” means the Provincial Department of Cooperative Governance and 

Traditional Affairs, and “CoGTA” has a corresponding meaning; 

 

“Information Officer” means the Head of Department, who has the authority or 

responsibility of information dissemination;   

 

“DIS” means the Departmental Information System; 
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“disabled persons” for the purposes of PAIA means any person with permanent 

visual impairment;  

 

“Manual” means this Manual compiled in terms of section 14 of the Act;  

 

“official” means any person who works for, provides services on behalf of the 

Department and is entitled to receive any remuneration, including all permanent, 

temporary and part time employees as well as contract workers; 

  

“PAIA” “means the Promotion of Access to Information Act, 2000 (Act no 2 of 

2000); 

 

“personal requester” means a requester seeking access to the record 

containing personal information about the requester;  

 

“record” means any recorded information, regardless of form or medium, which 

is in the possession or under the control of the Department, irrespective of 

whether it was created by the Department or not, or in relation to a public or 

private body; 

 

“relevant authority” means the person designated in writing by the Head of 

Department;  

 

“request” means a request for access to a record of the Department; 

 

“requester” means any person, other than certain public bodies or an official 

thereof, requesting access to a record of the Department and includes any 

person acting on behalf of that person or requester; 

 

“request fee” means money paid upon submission of the request for 

information, which amount depends on the format in which the record is 

requested, as well as the time that may be expended in locating and preparing 

the records for use; 

 

“SAHRC” means the South African Human Rights Commission; 

 

“the Act” means the Promotion of Access to information Act, 2000 (Act No. 2 of 

2000); 
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“ward committees” means a ward committee established in terms of section 73 

of the Local Government: Municipal Structures Act, 1998 (Act No. 117 of 1998). 

 

(2) Unless a contrary intention clearly appears, word signifying– 

(a) the singular include the plural and vice versa; 

(b) any one gender includes the other gender and vice versa; and 

(c) natural persons include juristic persons 

 

 

SCOPE OF APPLICATION  

3. This Manual applies to all officials of the Department, as well as members of the public 

wishing to exercise their right in accessing information as per the Constitution of the Republic 

of South Africa, 1996.  

 

 

LEGISLATIVE FRAMEWORK  

4. The Promotion of Access to Information Manual is underpinned by the following prescripts:  

(a) The Constitution of the Republic of South Africa, 1996; 

(b) The Bill of Rights contained in Chapter 2 of the Constitution; 

(c) The Local Government: Municipal Structures Act, 1998 (Act No.117 of 1998); 

(d) The Promotion of Access to Information Act, 2000 (Act No. 2 of 2000); and 

(e) The White Paper on Transforming Public Service Delivery (Batho Pele), 1997. 

 

 

PURPOSE 

5. With reference to Chapter 3, Part One of the Act, this Manual serves to give constitutional 

right of access to any information held by the Department and any information that is held by 

another person required for the exercise or protection of any rights. 

 

 

THE FUNCTIONS AND THE STRUCTURE OF THE DEPARTMENT  

6.(1) The functions of the Department are to– 

(a) manage service delivery in support of effective local government; 

(b) manage service delivery in support of effective traditional affairs; 

(c) manage business support services in support of improving service delivery; 

(d) coordinate provincial disaster management; 
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(e) coordinate capacity building and training initiatives for implementation by different 

programmes; 

(f) coordinate and facilitate special initiatives; 

(g) provide corporate support services, including Human Resource Management, 

Auxiliary Services, Internet and Communication Technology, Legal Services, Policy 

and Research; and 

(h) provide strategic financial leadership in support of the Departments service delivery. 

 

The above functions are in terms of the approved structure.  

 

(2) For a schematic diagram of the structure of the Department, refer to annexure A.  

 

 

PROCEDURE IN ACCESSING INFORMATION 

7.(1) In order to obtain access to a record of the Department, a requester must comply with 

all the procedural requirements in the Act relating to the request for access to that record.  

 

 (2) Any requester must utilise Form A as printed in Government Gazette Notice R187 of 15 

February 2002, a copy of which is annexed hereto as Annexure B, to obtain access to a 

record, provided that he or she indicates whether– 

(a) a copy of the record is required; or  

(b) the record is to be perused at the Departmental offices. 

 

(3) A person must receive access in the particular form he or she requested, unless such 

access–  

(a) interferes with the running of the Department; 

(b) damages the record; or 

(c) results in the infringement of intellectual property rights not owned by the state. 

 

(4) Where the requester wants to be informed about the decision, in addition to a written 

reply to his or her request, this must be indicated in Form A, attached hereto as Annexure B. 

 

(5) An individual requesting information on behalf of another must indicate the capacity in 

which he or she is requesting such information. 

 

(6) Disabled persons or persons unable to read or write may request information orally, in 

which event the Deputy Information Officer must complete the form on behalf of the 

requester and provide him or her with a copy; and 
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(7) Access to information may not be refused, except on the grounds of refusal contemplated 

in Part 2, Chapter 4 of the Act. 

 

 

FEES AS PRESCRIBED UNDER PART II OF NOTICE R187 IN THE GOVERNMENT 

GAZETTE 23119 DATED 15 FEBRUARY 2002 

8. Every person requesting access to a record or information must pay the relevant request 

fee, unless the record contains information personal to the requester, in which event no fee is 

due, provided that–  

(a) the Deputy Information Officer must notify the requester of the prescribed fee before 

processing the request; 

(b) the request must be acknowledged in writing and details must be given of the 

amount and the various means of payment of the requester fee; 

(c) the Information Officer must notify the requester of his or her decision regarding the 

requested information; 

(d) a further fee must be paid for the search, preparation, reproduction and time in 

excess of the prescribed hours to process the record for disclosure, in the event that 

the request is granted; 

(e) the requester may lodge an appeal or apply to court for a waiver of the request fee; 

and 

(f) all fees are to be paid as contemplated in Annexure E attached hereto. 

 

 

DEPARTMENT’S INFORMATION AND RECORDS 

9. The Department has appointed a Deputy Information Officer who must deal with the 

provision of information in terms of the Act as delegated by the Information Officer, and the 

particulars of both the Information Officer and the Deputy Information Officer are as follows:.  

INFORMATION OFFICER  ADDRESS 

Mr. T Tubane  

Acting Head of Department 

Private Bag X9078, Pietermaritzburg, 3200; 

Pietermaritzburg 

3201 

Telephone: 033 395 2831 

Fax: 033 345 6432 

Email:- thando.tubane@kzncogta.gov.za   

DEPUTY INFORMATION OFFICER ADDRESS 

mailto:thando.tubane@kzncogta.gov.za
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Mr. V.L. Anley Private Bag X9078, Pietermaritzburg, 3200; 

Pietermaritzburg 

3201 

Telephone: 033 395 3084; 

 Fax: 033 395 2311; 

Email: vernon.anley@kzncogta.gov.za; and 

Website: http://www.kzncogta.gov.za 

 

 

 

 

SECTION 10 GUIDE ON HOW TO USE THE ACT [SECTION 14(1)(c)]  

10. The section 10 Guide on how to use the Act in terms of section 14(1)(c) of the Act is 

available from the SAHRC, with queries to be directed to: 

 

The South African Human Rights 

Commission: PAIA Unit 

The Research and Documentation 

Department 

Private Bag 2700 

HOUGHTON 

2041 

Telephone: (011) 4848300 

Fax: (011) 4840582 

Website: www.sahrc.org.za 

Email: paia@sahrc.org.za 

 

 

 

CATEGORIES OF THE DEPARTMENTAL RECORDS 

11.(1) All categories of records that fall within the automatic voluntary disclosure in terms of 

section 15(1)(a) of the Act are available at Annexure D. 

 

(2) The following subjects and categories of records may be requested in terms of the 

procedure contemplated in the Act and this Manual: 

(a) BUSINESS UNIT: MUNICIPAL PLANNING  

DIRECTORATE CATEGORIES RECORDS 

Municipal Strategic 

Planning 

Integrated 

Development Plans 

 Municipal Integrated Development Plans; and 

 Assessment Reports 

Spatial Planning  Integrated 

Development Plans 

 Municipal Spatial Development Framework 

 Assessment Reports 

Policy and 

Guidelines 

Provincial Spatial Planning Guidelines (2009) 

 Guideline 1: Public Capital Investment and 

Settlement Growth 

 Guideline 2: Geotechnical Analysis 

mailto:vernon.anley@kzncogta.gov.za
http://www.kzncogta.gov.za/
http://www.sahrc.org.za/
mailto:paia@sahrc.org.za
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 Guideline 3: Assessment of the scope for 

Alternative Technologies and Potential for 

Expanding the Resource Base 

 Guideline 4: Spatial Planning Guideline for 

Promoting Local Income Circulation. 

 Guideline 5: Defining Limits on Settlement 

Expansion: The issue of the ‘Urban Edge’ 

 Guideline 6: Cultural Heritage Interpretation for 

Spatial Planning 

 Guideline 7: Communication and Knowledge 

Transfer processes in Spatial Planning in the 

uThukela Region 

 Guideline 8: Integration of Agrohydrological 

issues into Municipal Spatial Planning within 

KwaZulu-Natal. 

 A Method for Defining Settlement Relevant 

Edges: The Case of uBuhlebezwe Municipality, 

KwaZulu-Natal (2012) 

 Spatial Development Framework Training 

Modules 1-5 July 2012: 

 Module 1: Urban Design for Small Towns and 

Design considerations for settlements in the 

context of rural areas 

 Module 2: Constructing a terms of reference 

for a Spatial Development Framework 

 Module 3: Spatial Development Framework 

and Scheme Management of public investment 

in communal and Traditional areas 

 Module 4: Constructing a terms of reference 

for a Scheme 

 Module 5: Assessment of Planning 

Development Act (PDA) applications for state-

assisted housing 

 An Urban Design Framework for Bergville, 

KwaZulu-Natal (2013) 

Statutory 

Development 

Applications 

Records of all development applications 

submitted in terms of: 

 Upgrading of Land Tenure Rights Act, 1991 
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 Spatial Planning and Land Use Management Act, 16 

of 2013  

 

 (b) BUSINESS UNIT: MUNICIPAL PERFORMANCE MONITORING, REPORTING 

AND EVALUATION 

Municipal 

Performance 

Monitoring, 

Reporting and 

Evaluation 

 

CATEGORIES RECORDS 

 Reports   Departmental assessment reports 

 Policy  Guidelines 

 

(c) BUSINESS UNIT: MUNICIPAL ADMINISTRATION & GOVERNANCE 

DIRECTORATE CATEGORIES RECORDS 

Municipal 

Administration 

Statutory 

applications  and 

Municipal 

Administration 

applications 

 

 Land sales; 

 Expropriations;  

 Exhumations; 

 Councilors allowances; 

 Full-time Councilors; 

 Generic support mechanisms for municipalities 

(including circulars); and 

 Training manuals.  

Municipal 

Governance 

Municipal Legal 

matters  

 Legal notices; and 

 Statutory interventions 

    

(d) BUSINESS UNIT: MUNICIPAL FINANCE 

DIRECTORATE CATEGORIES RECORDS 

Municipal Financial 

Support 

Reports  Municipal Annual Reports; 

 Departmental Assessment Reports; and 

 Municipal Auditor-General Reports. 

 Policy  Guidelines; and 

 Generic Municipal Financial Policies. 

 Reports  Municipal Annual Reports; 

 Departmental Assessment Reports; and 

 Municipal Auditor-General Reports. 

 

(e) BUSINESS UNIT: MUNICIPAL INFRASTRUCTURE     

DIRECTORATE CATEGORIES RECORDS 
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Municipal 

Infrastructure 

Municipal 

infrastructure 

development 

 List of registered municipal projects that are 

funded by the Municipal Infrastructure Grant; 

 Monthly progress reports in terms of the 

Division of Revenue Act; 

 Annual municipal performance report; and 

 Annual municipal Capital Development Plans. 

Policy and 

guidelines 

 Municipal Infrastructure Grant implementation 

policy and business process; 

 Guidelines for infrastructure asset 

management; and 

 Basic levels of service and unit costs. 

Free Basic 

services 

Free basic service 

delivery 

Information of Free Basic Service delivery 

Policy and 

guidelines 

 Guidelines on provision of free basic water; 

and 

 Guidelines on provision of free basic electricity. 

 

(f) BUSINESS UNIT: TRADITIONAL AFFAIRS 

DIRECTORATE CATEGORIES RECORDS 

Traditional 

Governance and 

Finance 

Legislation and 

Policies 

 Archival material on traditional community 

information 

 Standing Rules of Order for Local Houses of 

Traditional Leadership; 

 Code of Conduct; 

 Practice Notes; and 

 Financial Management Systems for Traditional 

Councils and Local Houses. 

Dispute Resolution Policies  and 

Documents 

 Electronic database on reported conflicts in 

traditional communities; and 

 Draft policy on conflict management  in 

traditional communities 

Traditional 

Institutional 

Support 

Policies and 

Documents 

 Generic Business Plan for Local Houses and 

Traditional Councils; 

 Draft Performance Management Systems for 

Local Houses and Traditional Councils; and 

 Draft policy on Installations and funerals for 

Amakhosi. 
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(g) BUSINESS UNIT: LAND USE MANAGEMENT 

DIRECTORATE CATEGORIES RECORDS 

Development 

Administration 

Statutory 

Development 

Applications 

Records of all development applications 

submitted in terms of: 

 Spatial Planning and Land Use 

Management Act, 2013 

 Upgrading of Land Tenure Rights Act, 1991; 

 SPLUMA Training Manuals 

 

Norms and 

Standard 

Norms and standard developed in terms of the 

above prescripts 

Development 

Information 

Systems 

Hardcopy maps  KZN Standard and thematic maps; 

 KZN Census Map Book; 

 Maps of the location of traditional 

administrative centres;  

 Maps of traditional council areas;  

 Maps of municipal boundaries; and  

 Any material held in the development planning 

library, unless explicitly classified. 

Digital spatial data  KZN and District Municipal Profiles; 

 Information related to the Provincial Spatial 

Economic Development Strategy; 

 KZN street maps of main cities and towns; and 

 Town planning schemes. 

Traditional Council 

Land 

Administration 

  Land rights information (Permissions to 

Occupy); and  

 Proclamations for Traditional Council 

boundaries. 

 

(h) BUSINESS UNIT: PUBLIC PARTICIPATION 

DIRECTORATE CATEGORIES RECORDS 
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Public Participation Reports  Public Participation Report; 

 Ward Committee Data Base; 

 Ward Committee Functionality Survey Report 

 Quarterly Report; 

 Ward Committee State of Readiness Report; 

 Public Participation Expenditure Report; and 

 Public Participation Steering Committee 

Report. 

Community 

Development 

Workers 

Community Service 

Delivery 

 KZN Community Development Worker; 

Recruitment and Replacement Strategy; 

 KZN Community Development Worker 

Provincial Master Plan; and 

 Quarterly reports on Community Development 

Worker functionality in KZN. 

 

(i) BUSINESS UNIT: URBAN AND RURAL DEVELOPMENT   

DIRECTORATE CATEGORIES RECORDS 

Rural Development Rural Development  Closeout reports on rural Local Economic 

Development projects; 

 Monthly reporting on Rural Local Economic 

Development projects implementation; 

 Business Plans of projects; 

 Spatial project lists; 

 Municipal Local Economic Development 

strategy; and 

 Monthly project report. 

Urban 

Development 

Urban 

Development 

 Monthly reporting on Urban Local Economic 

Development projects; 

 Business Plans of Projects; and 

 List of funded projects. 

Rural connectivity 

(Community 

Service Centres)  

Improved Access 

of Services 

 CSC Hierarchy Framework 

 CSC Functionality Framework 

 CSC Prioritised Spatial Establishment 

Framework 

 CSC Grant Prioritisation Framework  

Synergistic 

Partnerships 

Forging 

Sustainable 

 Kwazulu-Natal Traditional Leadership and 

Governance Act, 2005; and 
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Synergistic 

Partnerships 

between 

municipalities and 

Traditional 

Institutions 

 Kwazulu-Natal Protocol Policy Framework 

Forging Sustainable Synergistic Partnerships 

between Municipalities and Traditional 

Institutions. 

 

(j) BUSINESS UNIT: LOCAL ECONOMIC DEVELOPMENT 

DIRECTORATE CATEGORIES RECORDS 

Special Initiatives Corridor 

Development 

 Corridor grant list; 

 Monthly progress Reports; 

 Corridor Programme Business Plan; 

 Corridor Reporting template; and 

 Corridor Close out reporting template. 

 

(k) BUSINESS UNIT: MONITORING & EVALUATION 

DIRECTORATE CATEGORIES RECORDS 

Systems and 

Reporting 

Data Collection 

Tools and Systems 

Monitoring and Reporting System 

Monitoring 

 

Performance 

Information 

and Indicators 

 Annual Performance Plans; and  

 Quarterly Performance Reports 

Monitoring and 

Evaluation Strategy  

Departmental Monitoring and Evaluation 

Framework/Policy 

Evaluation Evaluation Reports   Consolidated Annual Municipal Performance 

Reports 

 External Evaluation Report on the impact of 

the Department’s Programmes 

 Half-yearly and Annual Performance Report 

as input to the Departmental Annual Report  

 

(l) BUSINESS UNIT: DISASTER MANAGEMENT 

DIRECTORATE CATEGORIES RECORDS 

Planning and 

Policy 

Disaster Risk 

Management 

Planning and Policy 

 Provincial Disaster Management framework; 

 Municipal Disaster Management Plans; 

 Sector Departments Disaster Management 

Plans; 

 Contingency plans for the provincial organs 



Page 15 of 31 

 
of state; and 

 Disaster management summit resolutions. 

Operations Disaster 

management 

coordination 

 Municipal incidents reports;  

 Provincial and District Disaster Management 

Advisory Forums; and 

 Community awareness and engagement 

programs. 

 

(m) BUSINESS UNIT: FINANCE  

DIRECTORATE CATEGORIES RECORDS 

Financial 

Management 

Payment 

Administration and 

Financial Accounting 

 Payment processes; 

 Ledger accounts and financial record 

keeping; 

 Voucher control; 

 Payroll control; 

 Annual financial statements; 

 Management letters and audit reports; 

 Financial training; 

 BAS; 

 Practice Notes. 

Budget Control and 

Planning 

Budget Support and 

Financial Planning 

 

 Budget Statements;  

 MTEF input; 

 Adjustment Estimates;  

 Printers Proof; 

 Strategic Plans aligned to the budget;  

 Donor Funding; 

 Conditional Grants;  

 Bilateral Input; 

 Roll Over Requests;  

 Suspensions and Virements; 

 In year Monitoring Report;   

 Expenditure Reports; and  

 Transfer Payments Monthly Reports. 

Supply Chain 

Management 

Procurement, Asset 

Management and 

Logistics 

 Asset Register; 

 Name of successful bidder in respect of 

contracts awarded. 

 

(n) BUSINESS UNIT: HUMAN RESOURCE MANAGEMENT & DEVELOPMENT 
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DIRECTORATE CATEGORIES RECORDS 

Human Resource 

Administration 

Human resources 

and labour relations 

matters 

Documents and records relating to all human 

resource and labour relations transactions 

including recruitment and selection, 

remuneration, termination of service, 

administration of service conditions. 

Human Capital 

Development 

Training and 

Development and 

Employee 

Performance 

Management & 

Development and 

Employee Health 

and Wellness 

 Departmental bursaries and internships; 

 Employee Performance Management; and 

 Employee Health and Wellness.  

Organisational 

Development & 

Efficiency Services 

Organisational 

Design and HR 

Planning 

 Departmental Organisational Structure; 

 Results of approved grading of jobs after 

being subjected to job evaluation; and 

 HR Plan and related documents. 

Labour Relations Labour Relations 

matters 

Documents and records relating to labour 

relations transactions including disciplinary 

action, dispute resolution, grievances and 

collective bargaining. 

 

(o) BUSINESS UNIT: CORPORATE SERVICES 

DIRECTORATE CATEGORIES RECORDS 

Auxiliary Services Office Services All information held on official files found in the 

Departmental Registries in Natalia, Southern 

Life Plaza, Wadley House, Mayville and Ulundi. 

Transport Services  Official vehicle files. 

 Subsidised vehicle files; and 

 Transaction Reports. 

Security Services Security Services Records of Access Control to Institutions. 

Legal Services 

 

Agreements Certified Agreements concluded with Service 

Providers, Consultants and Government Entities  

Litigation Pleadings filed in all litigation involving the MEC 

and the Department. 

Information and 

Communication 

Information and 

technology matters 

IT systems used in the Department 
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Technology 

 

(p) BUSINESS UNIT: IDP COORDINATION 

DIRECTORATE CATEGORIES RECORDS 

IDP Coordination Planning Documents  IDP Documents 

 Provincial Growth and Development Plan 

 Districts Growth and Development Plans 

 PGDS progress reports 

 

(q) BUSINESS UNIT: POLICY AND RESEARCH 

DIRECTORATE CATEGORIES RECORDS 

Policy and 

Research 

Policy and Research  Departmental Policy Register 

 Policy Development Guidelines 

 Departmental Research Reports 

 

(r) BUSINESS UNIT: INTERNAL CONTROL 

DIRECTORATE CATEGORIES RECORDS 

Internal Control Accounting 

Responsibility  

 Parliamentary Questions 

 Standing Committee of Public Account – 

Questions 

 Finance Portfolio Committee – Questions 

 COGTA Portfolio Committee - Questions 

Departmental Audits Internal Control Audit Reports 

Internal Audits Internal Audit Reports 

Auditor General Management Letter 

Risk Management Risk Assessment Register 

Fraud and 

Corruption 

Risk Investigation Reports 

 

 

 

ARRANGEMENT FOR PUBLIC PARTICIPATION IN POLICY FORMULATION AS 

CONTEMPLATED IN THE ACT [SECTION 14(1)(g)] 

13. (1) The Department utilises existing structures at Provincial, District, Local and Ward 

level to–  

(a) facilitate public involvement; and 

(b) grant members of the public the opportunity to –   

(i) consult and make representations; and 



Page 18 of 31 

 
(ii) participate in the formulation of policy, the exercise of powers and the 

performance of duties by Departmental officials. 

 

(2) The Department is part of the executive branch of the KwaZulu-Natal Provincial 

Government, and whilst there is no direct mechanism for public participation in policy 

formulation, members of the public can indirectly influence policy formulation by– 

(a) participating in provincial elections; 

(b) communicating with their elected representatives; 

(c) involving themselves in the legislative and other public participatory processes of 

the KwaZulu-Natal Provincial Legislature (www.kznlegislature.gov.za) and its 

committees;  

(d) attending sessions of the KwaZulu-Natal Provincial Legislature; and 

(e) the media accessing the KwaZulu-Natal Provincial Legislature and its committees. 

 

(3) In addition, the Department may, from time to time, solicit public comment on draft 

legislation, and members of the public are invited to provide their comments and input when 

these opportunities arise. 

 

 

Appeal  

14. When a requester wishes to appeal against a decision on the partial disclosure or non-

disclosure of information, he or she may, as contemplated in section 74 of the Act, lodge an 

appeal with the Member of the Executive Council responsible for Cooperative Governance 

and Traditional Affairs, in a format substantially compliant with Form B, attached hereto as 

Annexure C. 

 

PUBLISHING AND AVAILABILITY 

15.(a) The Manual is available on the Departmental website at www.kzncogta.gov.za, as well 

as the intranet site at home.kzncogta.gov.za, and copies of the Manual are obtainable from 

all of the Departmental offices in English, Afrikaans and isiZulu.  

(a) There is no charge for inspecting a copy of this Manual on the official website of the 

Department, provided that the Department reserves the right to require payment for copies of 

this Manual in accordance with the same charges that apply to records, as contemplated in 

clause 9 of this Manual. 

 

 

MONITORING, EVALUATION AND REVIEW 

16. This Manual must be reviewed annually.  

 

http://www.kznlegislature.gov.za/
http://www.kzncogta.gov.za/
http://home.kzncogta.gov.za/
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EFFECTIVE DATE 

17. This Manual comes into effect on the date of signature hereof by the Acting Head of 

Department 

 

Signed:  

 

 

_________________________________     

CHIEF FINANCIAL OFFICER         

 

DATE: ___________________________ 

 

 

 

 

Approved:  

 

Signed by the Information Officer: Mr T Tubane 

_________________________________     

ACTING HEAD OF DEPARTMENT         

 

DATE: 15 July 2016 
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ANNEXURE A 
 
 
 
 
 
 
 
                                                            
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DEPARTMENTAL TOP STRUCTURE 

DEPARTMENT OF COOPERATIVE GOVERNANCE AND TRADITIONAL AFFAIRS 

 

CHIEF OF 

OPERATIONS 

 

1 Head of Department (Superintendent-General) 

1 Personal Assistant  

TRADITIONAL 

AFFAIRS BRANCH 

 

 

 

 

 

 

 

1 Chief Financial Officer 

1 Personal Assistant 

1 Senior General 

Manager: Traditional 

Affairs 

1 Personal Assistant 

 

 

1 Senior General 

Manager: Local 

Government 

1 Personal Assistant 

1 Manager: Office of the HOD 

1 Secretary 

LOCAL GOVERMENT 

BRANCH 

 

 

 

 

 

 

1 Senior General 

Manager:  Business 

Support Services 

1 Personal Assistant 

OFFICE OF THE CHIEF 

FINANCIAL OFFICER  

 

 

 

 

 

OFFICE OF THE HOD 

 

BUSINESS SUPPORT 

SERVICES BRANCH 

 

 

 

 

 

 

 

1 Chief of Operations 

1 Personal Assistant  

CHIEF 

DIRECTORATE: 

CORPORATE 

SERVICES 

 

 

 

 

 

1 General Manager: 

Special Initiatives 

1 Personal Assistant 

DIRECTORATE: 

LEGAL SERVICES 

 

 

 

 

 

 

 

 

1 Manager: Legal Services 

1 Secretary 

BUSINESS UNIT: 

DISASTER 

MANAGEMENT 

 

 

 

1 General Manager: 

Disaster   Management  

1 Personal Assistant  

DIRECTORATE: 

INTERNAL CONTROL 

 

 

 

 

 

 

 

 

1 Manager Internal Control 

1 Secretary 

CHIEF 

DIRECTORATE: 

SPECIAL 

INITIATIVES 

 

 

 

 

 

1 General Manager: 

Corporate Services 

1 Personal Assistant 

CHIEF 

DIRECTORATE: 

CAPACITY BUILDING 

 

 

 

 

 

 

1 General Manager: 

Capacity Building 

1 Personal Assistant 

CHIEF DIRECTORATE: 

MONITORING AND 

EVALUATION 

 

 

 

 

 

 

1 General Manager: 

Monitoring & 

Evaluation 

1 Personal Assistant 

CHIEF DIRECTORATE: 

HUMAN RESOURCE 

MANAGEMENT AND 

DEVELOPMENT 

 

 

 

 

 

1 General Manager: HRMD 

1 Personal Assistant 
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CHIEF OF OPERATIONS 

 

PURPOSE: To manage the service delivery 

operations of the Department 

 

FUNCTIONS:  

1. Manage service delivery in support of 
effective local government. 

2. Manage service delivery in support of 
effective traditional affairs. 

3. Manage business support services in 
support of improving service delivery. 

4. Co-ordinate provincial disaster 
management. 

5. Co-ordinate monitoring, assessment, 
analysis and evaluation of the overall 
performance of the Department  

6. Co-ordinate capacity building and training 
initiatives for implementation by different 
programmes  

7. Coordinate and facilitate special initiatives. 
8. Provide corporate support services. 
9. Manage the office of the COO 

 
TRADITIONAL 

AFFAIRS 

 

 

 

 

 

 

 

 

LOCAL 

GOVERNME

NT 

 

 

 

 

 

 

 

BUSINESS 

SUPPORT 

SERVICES 

 

 

 

 

 

 

 

 

CHIEF 

DIRECTORATE: 

CORPORATE 

SERVICES 

 

 

 

 

 

 

 

 

BUSINESS UNIT: 

DISASTER 

MANAGEMENT 

 

 

 

 

CHIEF 

DIRECTORATE: 

SPECIAL 

INITIATIVES 

 

 

 

 

 

 

 

 

CHIEF 

DIRECTORATE: 

CAPACITY 

BUILDING 

 

 

 

 

 

 

 

 

CHIEF 

DIRECTORATE: 

MONITORING 

AND 

EVALUATION 
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ANNEXURE B 
 

FORM A 
 

REQUEST FOR ACCESS TO RECORD OF PUBLIC BODY 
(Section 18(1) of the Promotion of Access to Information Act, 2000 (Act No. 2 of 

2000)) 
[Regulation 6] 

 
FOR DEPARTMENTAL USE 
Reference number: __________________________________________________                                 
Request received by _________________________________________________                                                                                                    
(state rank, name and surname of information officer/deputy information officer) on                                            
(date) at _____________________________(place). 
Request fee (if any): R __________________ 
Deposit (if any):        R __________________ 
Access fee:               R __________________ 
 
 
 
________________________________________________________________                                                          
SIGNATURE OF INFORMATION OFFICER/DEPUTY INFORMATION OFFICER 

 
 

A.  Particulars of public body 
 
The Information Officer/Deputy Information Officer: 
 
 
B.  Particulars of person requesting access to the record 
(a) The particulars of the person who requests access to the record must be given below. 
(b) The address and/or fax number in the Republic to which the information is to be sent, must 

be given. 
(c) Proof of the capacity in which the request is made, if applicable, must be attached. 

 
Full names and surname: 
Identity number: 
Postal address:  
Fax number:  
Telephone number:  
E-mail address:                                               
Capacity in which request is made, when made on behalf of another person:                                                                                                                                                        
 
 
C.  Particulars of person on whose behalf request is made 
This section must be completed ONLY if a request for information is made on behalf of another 
person. 

 
Full names and surname:                                                                                                                                                                                                                                  
Identity number:      
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D. Particulars of record 
(a) 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. 
(b) If the provided space is inadequate, please continue on a separate folio and attach it to this 

form. The requester must sign all the additional folios. 

 
Description of record or relevant part of the record: 
Reference number, if available 
Any further particulars of record: 
 
  
E.  Fees 

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

(b) You will be notified of the amount required to be paid as the request fee. 
(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 for exemption from payment of fees:                                                                                                                                                                                                                                                                                                                                                  
 
 
F.  Form of access to record 
 
If you are prevented by a disability to read, view or listen to the record in the form of access provided 
for in 1 to 4 below, state your disability and indicate in which form the record is required. 

Disability:                                                
                                                                                                                                                                                    

Form in which record is required: 
                                                                                                                                                

Mark the appropriate box with an X. 
NOTES: 
(a) Compliance with your request for access in the specified form may depend on the form in 

which the record is available. 
(b)  Access in the form requested may be refused in certain circumstances. In such a case you 

will be informed if access will be granted in another form. 
(c)  The fee payable for access to the record, if any, will be determined partly by the form in 

which access is requested. 

1.  If the record is in written or printed form: 

 copy of record*  inspection of record 

2.  If record consists of visual images - 
(this includes photographs, slides, video recordings, computer-generated images, 
sketches, etc.): 

 view the images  Copy of the images*  transcription of 
the images* 

3.  If record consists of recorded words or information which can be 
reproduced in sound: 

 listen to the 
soundtrack (audio 
cassette) 
 
 
 

 transcription of soundtrack* 
(written or printed document) 
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4.  If record is held on computer or in an electronic or machine-readable 
form: 

 printed copy of 
record* 

 printed copy of 
information derived 
from the record* 

 copy in computer 
readable form* 
(stiffy or compact 
disc) 

*If you requested a copy or transcription of a record (above), do 
you wish the copy or transcription to be posted to you?   
Postage is payable. 

YES NO 

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. 

In which language would you prefer the record?                                                        

 
 
G.  Notice of decision regarding request for access 
 

You will be notified in writing whether your request has been approved/denied. If 
you wish to be informed in another manner, please specify the manner and 
provide the necessary particulars to enable compliance with your request. 

 
How would you prefer to be informed of the decision regarding your request for 
access to the record?                                                                                                                                                                                                                                                           
 
Signed at                                  this                 day of                                 20                
 
 
 

 
 
                                                                       
SIGNATURE OF REQUESTER / PERSON 
ON WHOSE BEHALF REQUEST IS MADE
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ANNEXURE C 
 

FORM B 
 

NOTICE OF INTERNAL APPEAL 

(Section 75 of the Promotion of Access to Information Act, 2000 (Act No. 2 of 2000)) 

[Regulation 8] 

 

 

STATE YOUR REFERENCE NUMBER:                                         

 

 

A.  Particulars of public body 

 

The Information Officer/Deputy Information Officer: 

                                                                                                                                                                                                                                                                                  

B. Particulars of requester/third party who lodges the internal appeal 

 

(a) The particulars of the person who lodge the internal appeal must be given 
below. 
(b) Proof of the capacity in which appeal is lodged, if applicable, must be 
attached. 
(c) If the appellant is a third person and not the person who originally requested 
the information, the particulars of the requester must be given at C below. 

 

Full names and surname:                                                                                                                                                                                                                                     

Identity number:                                                                                                               

 Postal address:                                                                                                                                                                                                                                                                                                         

Fax number:                                                                  Telephone number:                                        

E-mail address:                                         

 Capacity in which an internal appeal on behalf of another person is lodged:                                                                                                                                                          

 

C.  Particulars of requester 

 

This section must be completed ONLY if a third party (other than the requester) 
lodges the internal appeal. 

 

Full names and surname:                                                                                                                                                                                                                                       

Identity number:       
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D. The decision against which the internal appeal is lodged 

 

Mark the decision against which the internal appeal is lodged with an X in the 
appropriate box: 

 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 

 

E. Grounds for appeal 

 

If the provided space is inadequate, please continue on a separate folio and attach 
it to this form. You must sign all the additional folios. 

 

State the grounds on which the internal appeal is based:                                                                                                                                                                                                                                                                                                                          

State any other information that may be relevant in considering the appeal:      

                                                                                                                                                                                                                                                                                                                                                                                                                                     

F. Notice of decision on appeal 

 

You will be notified in writing of the decision on your internal appeal. If you wish to 
be informed in another manner, please specify the manner and provide the 
necessary particulars to enable compliance with your request. 

 

State the manner:                                                                                                            

Particulars of manner:                                                                                                                                                                                                                                              

 

Signed at                                  this                    day of                               20                 

                                                                                   

 

 

 

_________________________ 

SIGNATURE OF APPELLANT 
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FOR DEPARTMENTAL USE: 
OFFICIAL RECORD OF INTERNAL APPEAL: 

Appeal received on                                                     (date) by                                                                                                                                                
(state rank, name and surname of information officer/deputy information officer). 
Appeal accompanied by the reasons for the information officer's/deputy information 
officer's decision and, where applicable, the particulars of any third party to whom 
or which the record relates, submitted by the information officer/deputy information 
officer on                                                                   (date) to the relevant authority. 
 
OUTCOME OF APPEAL: 
DECISION OF INFORMATION OFFICER/DEPUTY INFORMATION OFFICER 
CONFIRMED/NEW DECISION SUBSTITUTED  
NEW DECISION:                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              
 
                                                                                                                                    
DATE                                                                        RELEVANT AUTHORITY 
 
RECEIVED BY THE INFORMATION OFFICER/DEPUTY INFORMATION 
OFFICER FROM THE RELEVANT AUTHORITY ON (date):                                                                                                                                                                            
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ANNEXURE D 
 

AVAILABILITY OF DEPARTMENTAL RECORD AND ACCESS TO SUCH 
 

DESCRIPTION OF CATEGORY OF RECORDS 
AUTOMATICALLY AVAILABLE IN TERMS OF 
SECTION 15(1)(a) OF THE PROMOTION OF 
ACCESS TO INFORMATION ACT, 2000 

MANNER OF ACCESS TO RECORDS  
(e.g. website)(SECTION 15(1)(a)) 

 
RECORDS FOR INSPECTION IN TERMS OF SECTION 15(1)(a)(i): 

 
For Example: Documents that cannot be released but 
can only be inspected from the office 

 
 
 
 
 

 
 

The records may be accessed from the Department on 
request, addressed to:  
The Office of the Information Officer  
Department of Cooperative Governance and Traditional 
Affairs 
330 Langalibalele Street (formerly Longmarket) 
Pietermaritzburg, 3201 
Telephone: 033 395 3084 
Email: Vernon.anley@kzncogta.gov.za  
Website: http://www.kzncogta.gov.za  

 
RECORDS FOR PURCHASING IN TERMS OF SECTION 15(1)(a)(ii): 

 
(a) Tender documents as directed by SCM 
(b) Maps as directed by DIS 

 

The records may be purchased from the respective 
Business Units. Prices are available on request.   

 

 
RECORDS FOR COPYING IN TERMS OF SECTION 15(1)(a)(ii) 

 

For records that are automatically available 
Annexure B (Request Form A) does not need to be 
completed however fees may still be charged as 
per Annexure E 
 
 

 
 
 

 

The records may be accessed from the Department 
on request, addressed to:  
The Office of the Information Officer  
Department of Cooperative Governance and 
Traditional Affairs 
330 Langalibalele Street (formerly Longmarket) 
Pietermaritzburg, 3201 
Telephone: 033 395 3084 
Email: Vernon.anley@kzncogta.gov.za  
Website: http://www.kzncogta.gov.za  

  

mailto:Vernon.anley@kzncogta.gov.za
http://www.kzncogta.gov.za/
mailto:Vernon.anley@kzncogta.gov.za
http://www.kzncogta.gov.za/
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RECORDS AVAILABLE FREE OF CHARGE IN TERMS OF SECTION 15(1)(a)(iii) 

(a) the Departmental strategic plan; 

(b) the vision, mission and values of the 

Department; 

(c) the Legislative mandates of the Department; 

(d) the core, non-core and support functions of the 

Department; 

(e) updated Departmental Policies; 

(f) all Departmental Publications; 

(g) all speeches by the MEC and senior officials; 

(h) all Departmental Circulars;  

(i) the Injobo, Pivot and Contact Booklets; 

(j) the monthly official Fuel Tariffs as issued by 

National Department of Transport 

(k) the Departmental Research Proposals 

The records may be accessed from the Departmental 
website at www.kzncogta.gov.za  

 
 
 
 
 
 
 
 
 
 
 
 
 

 

DESCRIPTION OF CATEGORY OF RECORDS 
AVAILABLE ON REQUEST IN TERMS OF 
SECTION 6(1) OF THE PROMOTION OF 
ACCESS TO INFORMATION ACT, 2000 

MANNER OF ACCESS TO RECORDS  
(e.g. website)(SECTION 15(1)(a)) 

 
RECORDS AVAILABLE THROUGH FILLING IN A REQUESTOR FORM (ANNEXURE B) 

 
All documents listed under Section 11 of the 
Manual 
 
For Example: The Manase Report which was made 
available in 2013 and for which a Request Form had to 
be submitted.  

 
 
 

 

The records may be accessed from the Department on 
request, addressed to:  
The Office of the Information Officer  
Department of Cooperative Governance and Traditional 
Affairs 
330 Langalibalele Street (formerly Longmarket) 
Pietermaritzburg, 3201 
Telephone: 033 395 3084 
Email: Vernon.anley@kzncogta.gov.za  
Website: http://www.kzncogta.gov.za  

 

http://www.kzncogta.gov.za/
mailto:Vernon.anley@kzncogta.gov.za
http://www.kzncogta.gov.za/
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Annexure E 

 

FEES AS PRESCRIBED UNDER PART II OF GOVERNMENT NOTICE R187 IN 

GOVERNMENT GAZETTE 23119 DATED 15 February 2002 

 
1. The fee for a copy of the Manual as contemplated in PAIA Regulation 5(c) is R0, 60 for 

every Photocopy of an A4-size page or part thereof.   

 

2. The fees for reproduction referred to in PAIA Regulation 7(1) are as follows – 

DESCRIPTION AMOUNT R 

(1) (a) For every photocopy of an A4-size page or part thereof 0.60 

(b) For every printed copy of an A4-size page or part thereof 

held on a computer or in electronic or machine-readable form 

0.40 

(c) For a copy in a computer-readable form on compact disc 40.00 

(d)(i) For a transcription of visual images, for an A4-size page 

or part thereof 

(ii) For a copy of visual images 

22.00 

 

60.00 

(e)(i) For a transcription of an audio record, for an A4-size page 

or part thereof  

(ii) For a copy of an audio record             

12.00 

 

17.00 

 

3. The request fee payable by every requester, other than a personal requester, referred to in 

Regulation 7(2) is R35-00. 

 

4. The access fees payable by a requester referred to in Regulation 7(3) are as follows – 

       DESCRIPTION AMOUNT R 

(1)(a) For every photocopy of an A4-size page or part thereof 0.60 

(b) For every printed copy of an A4-size page or part thereof 

held on a computer or in electronic or machine-readable form 

0.40 

(c) For a copy in a computer-readable form on compact disc 40.00 

(d)(i) For a transcription of visual images, for an A4-size page 

or part thereof 

(ii) For a copy of visual images 

22.00 

 

60.00 

(e)(i) For a transcription of an audio record, for an A4-size page 

or part thereof  

(ii) For a copy of an audio record 

12.00 

 

17.00 
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(f) To search for and prepare the record for disclosure, R15-00 for each hour or part of 

an hour, excluding the first hour, reasonably required for such search and preparation. 

 

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

(i) six hours as the hours to be exceeded before a deposit is payable; and 

(ii) one third of the access fee is payable as a deposit by the requester. 

 

 (3) The actual postage is payable when a copy of a record must be posted to a requester. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


