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LIST OF ACRONYMS AND ABBREVIATIONS

1.1 “CoE”

1.2 “CM”

1.3 “DlOo¥

14 “HOD”

1.5 “0O*

1.6 *“*Minister”

1.7  “MFMA”
1.8 “PAIA”

1.9 “POPIA”

1.10 “Regulator”

City of Ekurhuleni;

City Manager ;

Deputy information Officer;

Head of Department

Information Officer;

Minister of Justice and Correctional Services;

Municipal Finance Management Act No.56 of 2003 as

amended);

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

amended);

Protection of Personal Information Act No.4 of 2013;

Information Reguiator.

PURPOSE OF PAIA MANUAL:

This PAIA Manual is useful for the public to-

2.1 check the nature of the records which may already be available at City of Ekurhuleni

(CoE}), without the need for submitting a formal PAIA request;

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

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

the records they intend to access;
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2.4

2.5

2.6

2.7

2.8

2.9
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know all the remedies available from the CoE regarding request for access to the

records, before approaching the Regulator or the Courts;

the description of the services available to members of the public from the CoE, and

how to gain access to those services;

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

how to obtain access to it;

if the body will process personal information, the purpose of processing of personal
information and the description of the categories of data subjects and of the

information or categories of information relating thereto;

know if the CoE has planned to transfer or process personal information outside the
Republic of South Africa and the recipients or categories of recipients to whom the

personal information may be supplied; and

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

processed.

ESTABLISHMENT OF THE CITY OF EKURHULENI (CoE):

The City of Ekurhuleni is a Metropolitan Municipality, established through section

155 provisions of the Constitution, 1996 and specifically in terms of the Local

Government: Municipal Structures Act 117 of 1998.

3.1.

Objectives/Mandate

The objects of the City of Ekurhuleni, within its financial and administrative

capacity are -

a. to provide democratic and accountable government for local communities;

b. to ensure the provision of services to communities in a sustainable manner;

c. to promote social and economic development;
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to promote a safe and healthy environment; and

e. to encourage the involvement of communities and community organisations

in the matters of local government.

4. STRUCTURE AND FUNCTIONS OF THE CoE:

4.1.

Structure

The City of Ekurhuleni was established soon after the Municipal Elections
held on 5 December 2000 from the disestablished East Rand local
authorities; i.e. Alberton (Thokoza), Benoni (Daveyton, Actonville, Wattville,
Etwatwa), Boksburg (Vosloorus, Reiger Park), Brakpan (Geluksdal,
Tsakane), Edenvale/Lethabong, Germiston (Katlehong, Palm Ridge,
Zonkesizwe), Kempton Park (Tembisa), Nigel (Duduza), Springs (Kwa-
Thema, Bakerton), Khayalami Metropolitan Council and the Eastern Gauteng
Services Council and strives towards the vision of creating the smart, creative

and developmental city.

The municipality comprises 224 Councillors, of both elected (112 ward
representatives) and proportional (112 Councillors) representation. Each of
the 112 Ward Counciilors chairs a ward committee as part of the Ward
Participatory System that brings participation down to community level. Ward
Councillors play a central role in the communication process between the
communities they represent and the Council, reporting back regularly through
ward meetings and assisting the community in identifying needs and priority

areas of development which feed into the municipality's planning processes.

CoE uses an Executive Mayor-Mayoral Committee system. The Executive
Mayor is elected by Council and selects the 10 member Mayoral Committee
to run the government. There is a strong separation of power between the
legislative and executive branch of council with the approval in 2011 of a new
governance framework. A system of good governance and effective
management of the metropolitan municipality was adopted and put in place
an independent oversight mechanism in accordance with international

principles of good governance.
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Administratively, the City of Ekurhuleni is led by the City Manager with the
assistance of the Chief Operating Officer and various Heads of Departments.
In order to provide better service to its residents, the Municipality has
introduced the concept of Customer Care Centres. These one-stop service
delivery points provide residents with integrated access to services and
information. They are: Alberton Customer Care Centre, Benoni Customer
Care Centre, Boksburg Customer Care Centre, Brakpan Customer Care
Centre, Daveyton Customer Care Centre, Duduza Customer Care Centre,
Edenvale Customer Care Centre, Etwatwa Customer Care Centre,
Germiston Customer Care Centre, Katlehong 2 Customer Care Centre,
Katlehong 1 Customer Care Centre, Kempton Park Customer Care Centre,
Kwa Thema Customer Care Centre, Nigel Customer Care Centre, Springs
Customer Care Centre, Tembisa 1 Customer Care Centre, Tembisa 2
Customer Care Centre, Thokoza Customer Care Centre, Thokhoza 2
Customer Care Centre, Tsakane Customer Care Centre and Vosloorus

Customer Care Centre.

The following services are rendered inter alia at all customer care centres:

» Payment and account-related services;

« Lodging and following up of all complaints;

« Provision of information related to all services in the Metro;

« Liaison with and referral to line departments where necessary;

« Booking of facilities and services;

s Provision of a multi-purpose community care front desk;

s Provision of a “one-stop Metro-wide” customer care service to all the
customers of the CoE; and

« Switchboard and call centre related services.
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422 ADMINISTRATIVE STRUCTURE
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4.3 Functions

The powers and functions of City of Ekurhuleni are regulated by various statutes

which include:

Constitution of the Republic of Scuth Africa, 1996 (Act 108 of 1996);

Local Government: Municipal Structures Act, 1998 (Act 117 of 1998);
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Local Government: Transitional Act, 1993 (Act 209 of 1993);
Local Government: Municipal Systems Act, 2000 (Act 32 of 2000);
Local Government: Municipal Finance Management Act, 2003 (Act 56 of 2003)

Other Statutes affecting the governance of City of Ekurhuleni include (the list is not

exhaustive):

Water Services Act, 1997 (Act 108 of 1997)

National Water Act, 1998 (Act 36 of 1998}

Electoral Act, 1998 (Act 73 of 1998)

Promotion of Local Government Affairs Act, 1983 (Act 91 of 1983)
Regional Services Council Act, 1985 (Act 109 of 1985)

Fire Brigade Services Act, 1987 (Act 99 of 1987)

Electricity Act, 1987 (Act 41 of 1987)

National Health Act, 2003 (Act 61 of 2003)

Occupational Health And Safety Act, 1993 (Act 85 of 1993)
Labour Relations Act, 1995 (Act 66 of 1995)

Basic Conditions of Employment Act, 1997 (Act 75 of 1997)
Employmeni Equity Act, 1998 (Act 55 of 1998)

Skills Development Act, 1998 (Act 97 of 1998)

Unemployment Insurance Act, 2001 (Act 63 of 2001)

Pension Funds Act, 1956 (Act 24 of 1956)

Housing Act, 1997 (Act 107 of 1997)

Prevention of lllegal Eviction From And Unlawful Occupation of Land Act, 1998
(Act 19 of 1998)

Removal of Restrictions Act, 1967 (Act 84 of 1967)

Expropriation Act, 1975 (Act 63 Of 1975)

Limitation of Legal Proceedings (Provincial And Local Authorities) Act, 1970 (Act
94 of 1970)

Arbitration Act, 1965 (Act 42 of 1965)

Public Audit Act, 2004 (Act 25 of 2004)

National Road Traffic Act, 1996 (Act 93 of 1996)

In terms of the aforesaid statutes the powers and functions of City of Ekurhuleni

include, infer alia:

(a)

Ensuring integrated development planning;
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Provision of potable water supply systems;

Bulk supply of electricity, which includes for the purposes of such supply, the

transmission, distribution and the generation of electricity;

Provision of bulk sewage purification works and main sewage disposal

systems;

Solid waste disposal sites, insofar as it relates to:

(i) the determination of a waste disposal strategy;

{i)) the regulation of waste disposal;

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

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

Regulation of passenger transport services;

Development of Municipal airports;

Provision of Municipal health services;

Provision of fire fighting services, which includes:

(i)  planning, co-ordination and regulation of fire services;

(i) specialized fire fighting services such as mountain, veld and chemical

fire services;

(i) co-ordination of the standardization of infrastructure, vehicles,

equipment and procedures;

(iv) training of the fire officers.

The establishment, conduct and control of fresh produce markets and

abattoirs;

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 functions 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 as may be assigned in terms of national legislation;

KEY CONTACT DETAILS FOR ACCESS TO INFORMATION OF THE CoE:

5.1. Information Officer

Name:

Dr. Imogen Mashazi (City manager)
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Tel: 011 999 0760
Email: City.Manager@ekurhuleni.gov.za

5.2. Deputy Information Officers:

Name

Queen Makhanye

Position

Senior Manager & PAIA Co-ordinator

E-mail address

PAIA@ekurhuleni.gov.za or

gueen.makhanye@ekurhuleni.gov.za or

Telephone Number

011 999-0832

Name

Erick Sikhitha

Position

Legal Advisor

E-mail address

PAIA@ekurhuleni.qov.za

erick.sikhitha@ekurhuleni.gov.za

Telephone Number

011 999-0773

Name

Tshegofatso Molefe

Fosition

Legal Advisor

E-mail address

PAIA@ekurhuleni.gov.za

tshogofatso.molefe@ekurhuleni.gov.za

Telephone Number

011 999-0815

Name

Davey Frank

Paosition

Divisional Head

E-mail address

PAIA@ekurhuleni.gov.za

Telephone Number

011 999-6701

Name

Adv. Kemi Behari

Position

Divisional Head

Email address

kemi.behari@ekurhuleni.qov.za

Telephone Number

011 999-2053

5.3 Access to information general contacts

Email: PAIA@ekurhuleni.gov.za
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5.4 Head Office

FPostal Address:

Physical Address:

Telephone;

Email:

Website:

Private Bag X1069,
Germiston, 1400.

Head Office,
Corner Cross & Roses Streets
Germiston, 1401.

011 999-0832 /011 999-0773 / 011 999-0815

PAIA@ekurhuleni.gov.za

www.ekurhuleni.gov.za

DESCRIPTION OF ALL REMEDIES AVAILABLE IN RESPECT OF AN ACT OR A
FAILURE TO ACT BY THE CITY OF EKURHULENL
The following remedies are available to Requesters in terms of PAIA from the CoE-

6.1 General complaint or enquiries

Complaint or enquiries can be lodged through Service Call Centre which is available

2417.

Telephone: 0860 543 000

6.2 Internal Appeal:

s Arequester aggrieved by a decision of the DIO to refuse a request for access

to information may lodge an internal appeal with the Speaker (relevant

authority) against the said decision.

*  Must be lodged within 80 days after the requester is informed of the decision

taken on the request.

e Must be completed in fult on the prescribed internal appeal form contained

in Annexure B of this Manual, CoE website (www.ekurhuleni.qov.za), or

upon request from DIOs.

¢ Must be submitted to the DIO through the contact details provided in this

manual.
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e The DIO must, within 10 working days of receipt of an internal appeal, refer
the internal appeal to the Speaker.
« The Speaker must consider and decide on the internal appeal within 30 days

after the notice of internal appeal is received.

6.3 Complaint to the Information Regulator:
¢ Address: P.O Box 31533
Braamfontein
2017
» E-mail address: inforeg@justice.qov.za
» Tel number: +27 (0) 10 023 5200
6.4 Approach a Court with jurisdiction for appropriate relief.

* A requester who has been unsuccessfully in an internal appeal may , within
180 days of receipt of notice of the decision regarding the internal appeal,

apply to the court for appropriate relief in terms of section 78(2).

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

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

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

7.3 The aforesaid Guide contains the description of-

7.3.1  the objects of PAIA and POPIA;

7.3.2 the postal and street address, phone and fax number and, if available,

electronic mail address of-

7.3.2.1 the Information Officer of every public body, and
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7.322 every Deputy Information Officer of every public and private
body designated in terms of section 17(1) of PAIA' and
section 56 of POPIA*;

the manner and form of a request for-

7.3.3.1 access to a record of a public body contemplated in section
112,

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

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

all remedies in law available regarding an act or failure to act in respect of

a right or duty conferred or imposed by PAIA and POPIA, including the

manner of lodging-

7.3.6.1 an internal appeal;

7.36.2 a complaint to the Regulator; and

7.363 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;

' Section 17(1) of PAIA- For the purposes of PAIA, each public body must, subject to legislation goveming the employment of
personne! of the public body concemned, designate such number of persons as depuly information officers as are necessary fo
render the public body as accessible as reasonably possible for requesters of its records.

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

¥ Section 11(1) of PAIA- A requester must be given access to a record of a public bady if that requester complies with alf the
procedural requirements in PAIA relaling fo a request for access o that record; and access fo that record is not refused in terms of
any ground for refusal contemplated in Chapter 4 of this Part.
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7.37  the provisions of sections 14 and 51° requiring a public body and private
body, respectively, to compile a manual, and how to obtain access fo a

manual;

7.3.8  the provisions of sections 15° and 527 providing for the voluntary disclosure
of categories of records by a public body and private body, respectively;

7.3.9 the notices issued in terms of sections 22° and 54° regarding fees to be

paid in relation to requests for access; and
7.3.10 the regulations made in terms of section 92°,
7.4 Members of the public can inspect or make copies of the Guide from the CoE offices
or the office of the Information Regulator, during normal working hours. The Guide
can also be obtained-

7.41 upon request to the Information Officer;

7.4.2  from the website of the Regulator (hitps://www.justice.gov.zalinforeg/).

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

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

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

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

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

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

10 Section 92(1) of PAIA provides that —“The Minister may, by notice in the Gazette, make requfations regarding-
(a) any malter which is required or permitted by this Act to be prescribed;
(b) any matter relating fo the fees contemplated in sections 22 and 54;
(c) any notice required by this Act;
(d) uniform criteria to be applied by the information officer of a public body when deciding which categories of records are fo
be made available in terms of section 15; and
(e) any administrafive or procedural matter necessary to give effect to the provisions of this Act.”
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8. DESCRIPTION OF THE SUBJECTS ON WHICH THE CoE HOLDS RECORDS AND
CATEGORIES OF RECORDS HELD BY THE CoE.

The CoE holds records as a Public Body and these include-

Subjects on which the body
holds records

1. Legislation

Categories of records held on each subject incl.

- Policies
- City of Ekurhuleni By-laws
- Integrated Development Planning (IDP)

- Delegation of Powers

2. Organisation and control

- Ekurhuleni Growth and Development Strategy
Advertised posts;

- Risk Management;

- Delegation of Powers;

- Committees;

3. Elections and council

matters

- Council Meetings, agendas, minutes, resolutions;

- Mayoral meetings, agendas, minutes, resolutions

4. Staff

-Posts Control
- Evaluation of Posts

- Job Descriptions/Designations

- Determination of Conditions of Service
- Vacancies and Appointments

- Training and Qualifications

- Termination of Service

- Staff Control

5. Finance

- Service Delivery Budget Implementation Plan
Reports;

- Financial Statements;

- Tariffs

- Subsidies and Grants Received

- Credit Control Measures;

Billing Systems

- Collection of Revenue

6. Domestic supplies and

services

- Acquisition and Maintenance

Disposal of Surplus and Worn-out Supplies,
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Subjects on which the body

holds records

Categories of records held on each subject incl.

- Council Vehicle Control
- Occupational Health and Safety

7. Own  buildings and | - Buildings, purchase, constructions. leases,
grounds renovations,
- Naming of New Buiidings
8 Tenders,  quotations, | - Advertisement of Tenders -
contracts, consultants | - Awarded tenders
and municipal programs | - Opening tender procedures
- Open Tender Registers
8. Reports and returns - Annual Reports
- Pericdical Reports
10. Publicity and information | - Press Releases, Radio Reports and News
Clippings, Media
1. Festivals  and  social | westivals, Celebrations and Campaigns
matters
12. Composition and | - Imbizo
meetings of bodies and | - Mayoral Legotla
other gatherings
13. Legal matters - Claims
- Investigations
- Agreements
14. Licences and permits Applications and Issuing
- Trade Licences
- Vehicle Licences
- Driver's Licence
- Permits
15. Town  planning  and | - Planning and strategy
control - Approval of building plans
- Town Planning Schemes
- Establishment of Townships and amendment of
Conditions
- Control of Construction of buildings
18. Essential services - Water
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- Electricity

Roads and Streets

- Sewerage and Sanitation services

- Cemeteries and Crematoria

17. Community services - Health
- Community Development
- Traffic Control

- Library Services

Disaster Management and Emergency Services

Civic Centres, Parks, Gardens and Open Spaces
Sport and Recreation

Public Transport

Economic Development

CATEGORIES OF RECORDS OF THE CoE WHICH ARE AVAILABLE WITHOUT A
PERSON HAVING TO REQUEST ACCESS.

The CoE has certain information uploaded on website from time to time. This information
may be accessed on the website, through any lawful means. In accessing the website,
the provisions of the Cybercrimes Act of South Africa Act No. 19/ 2020, must be strictly
adhered to. Any person accessing the CoE website acknowledges and warrants that he/
she/ it is familiar with the provisions of the aforementioned Act.

Below are the categories of the CoE’s records that are automatically available without a

person having to request access in ferms of the Act.

Tender document - Open tenders X X
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- Tenders awarded

- Tender opening register
- Open tender process

- Notices to tenders

Legislation /Regulations - Bylaws and Council | X
approved Policies

Investigation Reports - Reports of Regulatory X
Bodies incl. Chapter 9
Institutions
Strategic  Documents - Organisational profile | X X
(Plans and Report) (Overview, Objectives,

Functions, Architecture)
- Annual Reports;
- Strategic Plan;
- Annual Performance Plan;

- Strategic and Performance

Plans;
HRM - Details of Senior | X X
Management and

Performance Agreements.

Bioregional Plan - X
Draft Revised City of
Ekurhuleni Bioregiconal
Plan

- Draft Terrestrial CBA map
- Draft Aguatic CBA map

long term barrowing - loan registers X
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- loan agreement

- Credit ratings
strategic directions - GDS 2055 X

- Aerotropolis

- Digital city

budget budget - Service delivery and X
implementation plans

- Schedule of approved
tariffs

- budget speeches

- annual budget report

- Media budget report

- qQuarterly budget
performance
- Monthly budget
statemenis
Services Related | Clinics: X
Documents - Clinics & Rehab Centres

- Childhood immunisation
schedule
Waste management
- Walk in Bulk Centainers
- Woaste Disposal Sites

- Refuse removal calenders

- List of Free WiFi Hotpspots
or places with free WiFi ic
the City
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Library

- Lists of CoE’s libraries,
contact details and hours

of operations.

Forms = Building X
= By-laws

¢« Change of electric tariffs

+ Claims
s Debt Rehabilitation
Incentive

» Delisted waste stream
forms

» Economic Development

» Energy

» Events

» Qutdoor Advertising Forms

s Prepayment meter
application forms

= Promotion of Access to
Information Act forms

+ Service supplier forms

+ Solar PV Registration

« Valuation objection forms

+ Vehicle Registration

Property Valuations and « Valuation Roll X
Rebates e Sppulementary Valuation
roll
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* Property Register

e (General valuation roll

Publications = Business newsletters X

« EKUVOICE -  Official
newsletter of the City of
Ekurhuleni.

» Updates on service

delivery issues

Public engagement » Public notices X
s Loadshedding schedules

» Imbizo

» IDP
Maps and Geographical e Spatial Development | X
Informan Services framework

e [Envoronmental data

s Property data
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10. SERVICES AVAILABLE TO MEMBERS OF THE PUBLIC FROM THE CoE AND HOW
TO GAIN ACCESS TO THOSE SERVICES

10.1 Powers, duties and function

Services provided by CoE include:

10.1.1
10.1.2
10.1.3

10.1.4

10.1.5

10.1.6
10.1.7
10.1.8
10.1.9
10.1.10

10.1.11
10.1.12
10.1.13

10.1.14

10.1.15

Ensuring integrated development planning;

Provision of potable water supply systems;

Bulk supply of electricity, which includes for the purposes of such supply,

the transmission, distribution and the generation of electricity;

Provision of bulk sewage purification works and main sewage disposal

systems;

Solid waste disposal sites, insofar as it relates to:

(i) the determination of a waste disposal strategy;

(i) the regulation of waste disposal;

{iii) the establishment, operation and control of waste disposal sites,
bulk waste transfer facilities and waste disposal facilities for more
than one [ocal municipality in the district:

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

Regulation of passenger transport services;

Development of Municipal airports;

Provision of Municipal health services;

Provision of fire fighting services, which includes:

(i) planning, co-ordination and regulation of fire services;

(i) specialized fire fighting services such as mountain, veld and
chemical fire services;

(iii) co-ordination of the standardization of infrastructure, vehicles,
equipment and procedures;

(iv)  training of the fire officers.

The establishment, conduct and control of fresh produce markets and

abattoirs;

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 functions assigned to the municipality;

The receipt, allocation and distribution of grants made to the municipality;
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10.1.16  The imposition and collection of taxes, levies and duties as related to the
above functions or as may be assigned in terms of national legislation;
and

10.1.17  Customer Care management.

10.2 How to gain access?
Access to these services can be gained-

10.2.1 through the website (www.ekurhuleni.gov.za);

10.2.2 by visiting the nearest Customer Care Centre or any demarcated CoE
offices for information;

10.2.3  telephonically through the call centre on 0860 543 000 and by contacting
Divisional Head: Lesego Sentsho on 011 999 1095 or via email @
Lesego.Sentsho@ekurhuleni.gov.za.

10.2.4 Life Threatening Emergencies Numbers:

10177
011 458 0911
Dial 112 from your cell phone (all networks)

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

in terms of section 152(1}(e) of the RSA Constitution, one of the main objects of the local
government is to encourage the involvement of communities and community
organisations in the matters of local government. Chapter 4 of the Municipal Systems Act
32 of 2000, requires that a municipality must establish appreciate mechanism, processes
and procedures to enable the local community to participate in the affairs of the
municipality. So the municipality must consult with the community before a decision is
taken on matters that impact them. The members of public are involved by public
consultation processes in wards or districts by engaging with their representatives. Public
are also involved through mandatory public participation processes for Bylaw
promulgation, Council sittings, budget meetings and Supply chain management
processes.

The CoE also use the following methods to involve various stakeholders:

» Distributions of documents to local public libraries, Customer care centres
» Placement of notices in newspapers;

* Announcements in local radio stations;

* Formal public meetings;

« Public notices in the website of the CoE,
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+ Petitions processes;
» Open council meetings; etc.

12. PROCESSING OF PERSONAL INFORMATION

12.1 Purpose of Processing
Personal information is processed for reasons including:
12.1.1 Employment recruitment related information;
12.1.2 Security, administrative and legal purposes;;
12.1.3 Medical related information;
12.1.4 Finance — Debtor/ Creditor control;
255 Finance — Supply chain management;
12.1.6 Planning (Buildings);
12.1.7 Service Provider and related information.
12.1.8.  Customer relations purpose;

12.1.9  To comply with statutory obligations;

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

categories of information relating thereto

Categories of Data | Personal Information that may be Processed
Subjects

Naturai Persons: Names and surhame; contact details (contact

number(s), fax number, email address); Residential,
postal or business address; Unique |dentifier/ldentity

Number and confidential carrespondence.

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

information and trade secrets.

Employees Gender, pregnancy; marital status; Race age,

language, educational information (qualifications);

financial information; employment history; 1D number;
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Categories of Data
Subjects

Personal Infermation that may be Processed

bank account details, physical and postal address;
contact details{contact number{s), fax number, email
address); criminal behaviour; well-being and their
relatives { family members) race, medical, gender, sex,
nationality, ethnic or social origin, sexual orientation,
age, physical or mental health, well-being, disability,
religion, conscience, belief, culture, language,

biometric information of the person.

Candidates

Employment history and credit score, in order to assess

suitability for employment.

Utilities Account

Holders

Property ownership or lease details, bank accounts,
personal address, identity numbers, account payment

history.

Clients

Identity numbers, medical history, address details.

Service Providers

Bank details, Contact details, Performance reviews,

Staff information.

Operators

When Responsible Party {ransfers personal

information as per above categories.

12.3 The recipients or categories of recipients to whom the personal information

may be supplied-

Category of

information

personal | Recipients or Categoriaes of Recipients

criminal checks.

Identity number and names, for | South African Police Services

verifications.

Qualifications, for qualification | South African Qualifications Authority

credit information.

Credit and payment history, for | Credit Bureaus
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Category of personal | Recipients or Categories of Recipierits

information

Information of fraud and | Regulatory Bodies including Chapter 9

corruption related to employees. | Institutions.

Current employees and interns Relevant City departments,

Provincial and  National  Government
departments

Financial institutions,

Medical aid schemes

12.4 Planned trans-border flows of personal information-

Personal Information only upon approval and knowledge of data subject as may be

necessary, unless court order specifically prohibits such notification.

12.5 General Description of Information Security Measures to be implemented by
the responsible party to ensure the confidentiality, integrity and availability of
the information-

The CoE has implemented and Information Security Policy, version March 2021 to
ensure that as Responsible Party the confidentiality, integrity and availability of
information held is protected and maintained. Additionally a POPIA Manual has
been developed by the CoE and is available from the Information Officer and Deputy
Information Officers of the City.

The CoE's ICT department uses accepted technological standards to prevent
unauthorised access, misuse, loss, alteration and destruction of personal
information.

Security — techniques, processes, policies, tools, or software for ensuring that data

stored in a computer cannot be compromised.

13. AVAILABILITY OF THE MANUAL.

13.1 This Manual is made available in the following four official languages-

13.1.1 English;

13.1.2 Afrikaans (To be translated)
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13.1.3 IsiZulu (To be translated)

13.1.4 Sesotho (To be franslated)
13.2 A copy of this Manual or the updated version thereof, is also available as follows-

13.2.1 on website www.ekurhuleni.gov.za of CoE;

13.2.2 at the head office of the CoE for public inspection during normal business

hours;

13.2.3 to any person upon request and upon the payment of a reasonable

prescribed fee; and

13.2.4 tothe Information Regulator upon request.

13.3 A fee for a copy of the Manual, as contemplated in annexure B of the Regulations,

shall be payable per each Ad-size photocopy made.

14. UPDATING OF THE MANUAL

The CoE will, if necessary, update and publish this Manual annually.

Issued by

]

Dr. Imogen IV/ hazi (Information Cfficer)
City Manager
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