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DEFINITIONS

"Data subject" means the person to whom personal information relates.

"Deputy Information Officer" means the designated individual in the public body who

is responsible for assisting the Information Officer with PAIA requests.

"Guide" means the Guide on How to Use the Promotion of Access to Information Act,
published by the Information Regulator, for any person who wishes to exercise any right
contemplated in the Promotion of Access to Information Act or the Protection of Personal

Information Act.

"Information Regulator" means the Information Regulator established in terms of
section 39 of the Protection of Personal Information Act, 2013 (POPIA), to monitor the
implementation of both POPIA and PAIA, and to handle complaints relating to access to

information and the protection of personal information.

"Minister" means the Cabinet member responsible for the Department of Science,

Technology and Innovation.

"Responsible party" means the Information Officer who, alone or in conjunction with

others, determines the purpose of and means for processing personal information.

LIST OF ABBREVIATIONS

DSTI Department of Science, Technology and Innovation

NSI National System of Innovation

PAIA Promotion of Access to Information Act, 2000 (Act No. 2 of 2000)
POPIA Protection of Personal Information Act, 2013 (Act No. 4 of 2013)

STI Science, Technology and Innovation



1.1

1.2

1.3

INTRODUCTION

The Department of Science, Technology and Innovation (DSTI) Promotion of
Access to Information Act (PAIA) Manual is published in terms of section 14(1) of
PAIA. The Act gives effect to section 32 of the Constitution of the Republic of
South Africa, which provides that everyone has the right to access information
held by the state or another person that is required for the exercise or protection

of any right.

The purpose of PAIA is to foster a culture of transparency and accountability in
both the public and the private sectors by promoting the right of access to
information, and to actively promote a society in which the people of South Africa
have effective access to information to enable them to exercise and protect all

their rights.

This manual seeks to assist the public as follows:

(@) By indicating the nature of the records readily available at the DSTI for
which a formal PAIA request is not required.

(b) By explaining how to make a request for access to a record of the DSTI.

(c) By providing the contact details of the relevant officials who will assist the
public with the records they wish to access.

(d) By indicating the remedies available from the DSTI regarding unsuccessful
requests for access to records before a requester approaches the courts.

(e) By describing the services available to members of the public from the
DSTI and how to access those services.

(f) By indicating where to access the Guide on how to use the Promotion of
Access to Information Act 2 of 2000, published by the Human Rights
Commission, as updated by the Information Regulator.

(g) By indicating how the DSTI will process personal information, the purpose
of processing personal information, the categories of data subjects and the
information or categories of information relating to these data subjects.

(h) By indicating whether the DSTI has plans 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.
(i) By indicating the security measures, the DSTI| seeks to ensure the
confidentiality, integrity and availability of personal information that is

processed.

2. APPLICATION

2.1 The PAIA applies to the DSTI as a public body, particularly with regards to its

internal records regardless of when the records came into existence.

2.2  Thereasons for a request do not affect the requester's right of access, and neither

does the Information Officer's beliefs regarding the requester's reasons.

3. GUIDE ON HOW TO USE PAIA

The Information Regulator has published a Guide on How to Use the Promotion of

Access to Information Act' as prescribed in section 10 of the PAIA.

The guide is available in English, Sepedi and isiZulu on the DSTI website under the
"Legislation" tab and may also be inspected at the DSTI offices. A copy of the guide may
be requested from the DSTI, at no charge, using Form 1 in Annexure A of this manual.
The guide provides information that is needed by any person who wishes to exercise any
right contemplated in PAIA and POPIA. This guide will also assist any person on how to
request access to records under PAIA, assist any person on how to access his/her
personal information in terms of section 23 of POPIA, assist the requester to understand
the process by which to challenge the decision taken in relation to their request and assist

the requester to understand PAIA, its benefits and background.

' https://inforegulator.org.za/wp-content/uploads/2020/07/PAIA-Guide-English_20210905.pdf


https://inforegulator.org.za/wp-content/uploads/2020/07/PAIA-Guide-English_20210905.pdf

Should a requester require a copy of the guide in a language other than the languages
mentioned above, a request may be directed to the Information Regulator. The contact
details for the Information Regulator are as follows:

Address: The Information Regulator

PO Box 31533

Braamfontein

2017
Email: inforeg@justice.gov.za
Tel.: 010 023 5200

4, CONTACT INFORMATION FOR THE DSTI

Postal address: Department of Science, Technology and
Innovation
Private Bag X894
Pretoria
0001

Physical address: Building No. 53 (CSIR South Gate Entrance)
CSIR (Scientia) Campus
627 Meiring Naudé Road

Brummeria
Pretoria
0184
Switchboard: +27 (0) 12 843 6300
Website: http://www.dsti.gov.za
Information Officer: Dr Mlungisi Cele, Director-General
Tel.: +27(0)12 844 0940
Email: mlungisi.cele@dsti.gov.za

Deputy Information Officer:  Deputy Director-General: Corporate Services

Name: Ms Nombuyiselo Mokoena


mailto:inforeg@justice.gov.za
http://www.dsti.gov.za/
mailto:mlungisi.cele@dsti.gov.za

Tel.:
Fax:

Email:

+27 (0)12 843 6632
+27 (0) 865 508 775

nombuyiselo.mokoena@dsti.gov.za

Minister: Prof. Bonginkosi Emmanuel Nzimande

Deputy Minister: Dr Nomalungelo Gina

5.1

5.2

5.3
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BACKGROUND ON THE DSTI

The DSTI was initially part of the Department of Arts, Culture, Science and
Technology. It became an independent department called the Department of
Science and Technology in 2002, deriving its mandate from the 1996 White Paper
on Science and Technology, which introduced the concept of the National System
of Innovation (NSI) as a set of interacting organisations and policies through which
a country creates, acquires, diffuses and puts into practice new knowledge to help

achieve individual and collective goals.

Various policies and strategies were published over the years, two of the most
notable being the 2002 National Research and Development Strategy and the
Ten-Year Innovation Plan (2008-2018).

In 2019, the Department was renamed the Department of Science and Innovation,
and the Cabinet approved the White Paper on Science, Technology and
Innovation, which sets the long-term policy direction for the South African
government to ensure that Science, Technology and Innovation (STI) make an
optimal contribution to the achievement of national priorities in the face of rapid
technological advancements, geopolitical and demographic shifts, and challenges

such as climate change. lItis to be implemented through decadal plans.

The current STI Decadal Plan is intended to pivot the NSI to increasing its positive
impact on South Africa's socio-economic and environmental priorities and

maintaining equilibrium between impact (e.g. inclusive innovation) and continued
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6.4
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investment and development of the NSI. Its goals for the NSl are an inclusive and
coherent NSI, an enabling innovation environment, increased and transformed
human capabilities, an expanded and transformed research system, and
significantly increased funding for STI. The Department has since been renamed

the Department of Science, Technology and Innovation in 2024.

The vision of the DSTI is increased well-being and prosperity through STI.

The mission of the DSTI is to provide leadership, an enabling environment, and

resources for STI in support of South Africa's development.

In support of the National Development Plan and the government's 2019-2024
Medium-Term Strategic Framework, the DSTI is working towards the following
outcomes:

(@) Outcome 1: A transformed, inclusive, responsive and coherent NSI.

(b)  Outcome 2: Human capabilities and skills for the economy and for
development.

(c)  Outcome 3: Increased knowledge generation and innovation outputs.

(d) Outcome 4: Knowledge utilisation for economic development in
(i) revitalising existing (traditional) industries; and (ii) stimulating research
and development-led industrial development.

(e)  Outcome 5: Knowledge utilisation for inclusive development.

(f) Outcome 6: Innovation in support of a capable and developmental state.

PUBLIC ENTITIES REPORTING TO THE MINISTER
The Council for Scientific and Industrial Research.
The Human Sciences Research Council.

The National Research Foundation.

The South African National Space Agency.

The Technology Innovation Agency.
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Ms Gugulethu Zwane Mokoena
DDG: Institutional
Planning and Support

10

ACTS ADMINISTERED BY THE DSTI

Academy of Science of South Africa Act, 2001 (Act No. 67 of 2001).
Astronomy Geographic Advantage Act, 2007 (Act No. 21 of 2007).

Human Sciences Research Council Act, 2008 (Act No. 17 of 2008).

In collaboration with the South African Revenue Service, section 11D of the
Income Tax Act, 1962 (Act No. 58 of 1962).

Intellectual Property Rights from Publicly Financed Research and Development
Act, 2008 (Act No. 51 of 2008).

National Advisory Council on Innovation Act, 1997 (Act No. 55 of 1997).
National Research Foundation Act, 1998 (Act No. 23 of 1998).

Natural Scientific Professions Act, 2003 (Act No. 27 of 2003).

Scientific Research Council Act, 1988 (Act No. 46 of 1988).

South African National Space Agency Act, 2008 (Act No. 36 of 2008).
Technology Innovation Act, 2008 (Act No. 26 of 2008).

ORGANOGRAM

Prof. Blade Nzimande
Minister

Dr Nomalungelo Gina
Deputy Minister

Dr Mlungisi Cele
Director-General

Ms Nombuyiselo Dr Kenny Tenza Mr Daan du Toit

Acting DDG: DDG: International
DDG: Corporate Technology Cooperation and
SERYIES Innovation Resources

Dr Mmboneni Muofhe
DDG: Socio-

Mr Imraan Patel:
DDG: Research

Economic Innovation
and Partnerships

Development and
Support
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9. PROGRAMMES AND FUNCTIONS

Programme | Function

PROGRAMME 1: ADMINISTRATION

To provide strategic policy and planning alignment; ensure effective governance, risk management,
and monitoring and evaluation (M&E) within the DSTI and among entities; and provide strategic
science communication and branding of the activities of the DSTI, its entities and the NSI

Programme 1A: Institutional Planning and Support

Office of the Director-General

Chief Directorate: Chief Financial Officer (CFO)

Finance Ensures the effective, efficient andeconomical use of financial resources
in line with financial prescripts, through the development and
implementation of financialsystems, policies, frameworks and procedures
(includes budget planning and expenditure monitoring, and the
management of procurement, acquisition, logistics, assets and financial
transactions).

Chief Directorate: Chief Information Officer (CIO)

Information Systems and | Responsible for the delivery of services that supports the Department's
Knowledge Management | strategic plan and individual units' objectives successfully through the
(ISKM) effective use of information technology, institutionalisation of knowledge
management and preservation of the DSTI's institutional memory. Its
purpose is to align the ISKM strategy with the business strategy to ensure
that the Department achieves optimum use of its resources.

Office of the Director- Supports the Minister, Deputy-Minister and Director-General by providing
General professional and executive support.

Chief Directorate: Policy, Planning, Governance Monitoring and Evaluation (PPGME)

Policy, Planning, Supports the DSTI leadership in steering the NSI by facilitating the
Governance Monitoring coordination of selected cross-cutting issues in the Department, strategic
and Evaluation and operational planning, monitoring and evaluation for the Department

and its public entities, and governance of the public entities, in order to
assist the Department and its entities to contribute to the realisation of
departmental and national priorities.

Chief Directorate: Internal Audit

Internal Audit Serves as the primary tool for improving the Department's governance, risk
management controls by providing insights and recommendations based
on the analysis and assessment of data and business processes.

Chief Directorate: Science Communication

Science Communication Provides strategic communication support to raise local and international
awareness of the objectives and activities of the Department, its entities
and the NSI, as well as to ensure effective communication among DSTI
and NSI stakeholders.

Directorate: Enterprise Risk Management

Enterprise Risk Provides and drives an enabling environment insupport of the identification,
Management management and oversight of risks across strategic tactical operational
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Programme

Function

levels in the Department.

Chief Directorate: National Advisory Council on Innovation (NACI)

National Advisory Council
on Innovation

Advises the Minister and the Cabinet, through the Minister, on the roleand
contribution of science, mathematics, innovation and technology, including
indigenous technologies, in promoting and achieving national objectives.

Chief Directorate: Human R

esources

Human Resources

Ensures that the Department is able to —

(a) provide a professional service through accurate, consistent and
best employment practices in all its activities;

(b) attract, retain and motivate employees who share the
organisational vision;

(c) champion change and transition, of people and the organisation,
to embrace and implement change;

(d) set performance standards andmanage performance against
them;

(e) promote an environment that supports the personal and career
development ofall employees so that they can reach their full
potential and contribute better to the achievement of the
Department's strategic objectives;

(f) instill a culture of service excellence; and

(9) provide an environment that promotes health, wellness and safety,
and embraces the value of diversity.

Programme 1B: Corporate Services

Directorate: Auxiliary Services

Auxiliary Services

Responsible for the maintenance and service of security operation
systems within the Department's premises by effectively and efficiently
leveraging security measures. This involves proactively implementing
layers of defence and mitigating physical security threats and risks. Risks
associated with managing and handling assets, documents and
information are reduced by conducting security audits and identifying
deficiencies.

Chief Directorate: Legal Services

Legal Services

Responsible for ensuring that the interests of the Department are protected
against any legal risk. The component ensures that the Department
complies with all relevant legislation, and takes a proactive approach to
dealing with matters that have the potential to give rise to conflict or legal

challenges.

PROGRAMME 2: TECHNOLOGY INNOVATION

To promote technology development and the protection and utilisation of publicly funded intellectual

property for innovation with

socio-economic impact

Chief Directorate: Bioinnovation

Bioinnovation

Leads the implementation of the Bio-economy Strategy, which was
approved by Cabinet in 2013 and is intended to ensure that the
bioeconomy makes a significant contribution to the South African

economy.

Chief Directorate: Hydrogen and Energy
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Programme Function

Hydrogen and Energy Develops a portfolio of technologies to contribute towards resolving the
energy security challenge, increasing local mineral beneficiation, and
facilitating South Africa's transition towards a knowledge-driven economy

Chief Directorate: Space Science and Technology

Space Science and Delivers on a wide spectrum of South African national priorities, creating

Technology jobs and reducing poverty and inequality through natural resource
management, urban and rural development planning and infrastructure
M&E.

Chief Directorate: Innovation Priorities and Instruments

Innovation Priorities and Supports and strengthens the innovation policy package (and related
Instruments interventions) aimed at creating and sustaining an enabling environment
for innovation, technology development, and commercialisation of publicly
funded research and development (R&D).

Chief Directorate: National Intellectual Property Management Office (NIPMO)

National Intellectual Responsible for implementing the Intellectual Property Rights from Publicly
PropertyManagement Financed Research and Development Act, 2008 (Act No. 51 of 2008),
Office which makes provision that intellectual property emanating from publicly

financed research and development is identified, protected, utilised and
commercialised.

PROGRAMME 3: INTERNATIONAL COOPERATION AND RESOURCES

To develop, promote and manage international partnerships that strengthen the NSI and enable the
exchange of knowledge, capacity, innovation and resources between South Africa and its international
partners, particularly in Africa, in support of South African foreign policy through science, knowledge
and innovation diplomacy

Chief Directorate: International Resources

International Resources Responsible for increasing the flow of international funding into South
African STI initiatives, as well as African regional and continental
programmes, through foreign investment promotion efforts, and fostering
strategic partnerships with partners such as European Union, foundations
and philanthropic organisations, and the multinational private sector.

Chief Directorate: Multilateral Cooperation and Africa

Multilateral Cooperation Advances and facilitates South Africa's participation in bilateral STI
and Africa cooperation initiatives with other African partners, in African multilateral
programmes, especially SADC and AU programmes, and in a broader
multilateral STI partnerships, with strategic focus on South-South

cooperation.
Chief Directorate: Overseas Bilateral Cooperation
Overseas Bilateral Promotes and facilitates South Africa's bilateral STI cooperation with
Cooperation partners in Europe, the Americas, Asia, and Australasia, especially for STl

for collaborative research and innovation, and secure partners' support for
cooperation with other African partners.

PROGRAMME 4: RESEARCH DEVELOPMENT AND SUPPORT

To provide an enabling environment for research and knowledge production that promotes the
strategic development of basic sciences and priority science areas, through science promotion, human
capital development, and the provision of research infrastructure and relevant research support, in
pursuit of South Africa's transition to a knowledge economy
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Programme

Function

Chief Directorate: Human Capital and Science Promotion

Human Capital and
Science Promotion

Formulates and implements policies and strategies that address the
availability ofhuman capital for STI, and that provide fundamental support
for research activities.

Chief Directorate: Basic Sciences and Infrastructure

Basic Sciences and
Infrastructure

Facilitates the strategic implementation of research and innovation
equipment and facilities to promote knowledge production in areas of
national priority and to sustain R&D-led innovation.

Chief Directorate: Basic Sciences Missions

Basic Sciences Missions

Promotes the development of research and the production of scientific
knowledge and human capital in science areas in which South Africa
enjoys a geographic advantage.

Chief Directorate: Astronomy

Astronomy

Supports the development of astronomical sciences around the new
Multiwavelength Astronomy Strategy.

PROGRAMME 5: SOCIO-ECONOMIC INNOVATION PARTNERSHIPS

To enhance the growth and development priorities of government through targeted STl-based
interventions and the development of strategic partnerships with other government departments,
industries, research institutions and communities, as well as the provision of statistics and analyses for
system-level monitoring and evaluation

Chief Directorate: Technology Localisation, Beneficiation and Advanced Manufacturing

Technology Localisation,
Beneficiation and
Advanced Manufacturing

Funds technology and innovation development programmes to advance
strategic medium and long-term sustainable economic growth and sector
development priorities, as well as government service delivery.

Chief Directorate: Sector Innovation and Green Economy

Sector Innovation and
Green Economy

Provides policy, strategy and direction-setting support for the R&D-led
growth of strategic sectors of the economy and to enhance science and
technology (S&T) capacity to support a transition to a green economy

Chief Directorate: Innovation for Inclusive Development

Innovation for Inclusive
Development

Supports experimentation of S&T-based innovations for tackling
unemployment, poverty and inequality through the creation of sustainable
job and wealth opportunities, building sustainable human settlements, and
enhancing the delivery of basic services.

Chief Directorate: Science and Technology Investments

Science and Technology
Investments

Leads and supports the development of indicators and instruments for
measuring and monitoring investments in S&T and the performance of
NSI, and ways of strengthening the NSI and innovation policy.

10. CATEGORIES OF RECORDS HELD BY THE DSTI

10.1

Automatically available records

The list of categories of records available without the need for a request to access in
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terms of section 15 of PAIA and Regulation 4 of the Regulations Relating to the
Promotion of Access to Information? is attached (Annexure C). These records are readily
available on the DSTI website and at the DSTI offices.

10.2 Records available on request

The list of categories of records held by the DSTI to which access can be requested in
terms of PAIA is attached (Annexure D). This listis not exhaustive. For more information
about the categories of records kept by DSTI, users may refer to paragraph 9 above for
Programmes and their functions. Access to these records must be requested from the

Information Officer in accordance with the procedure indicated below.

11. ACCESS PROCEDURE

11.1 How to make a request

A request for access to information must be made in writing on Form 2 (in Annexure A).

This form is available from the DSTI website and can also be requested by sending an

email to the Information Officer at mlungisi.cele@dsti.gov.za.

If the person requesting access to information is illiterate or has a disability, and makes
an oral request for access to information, the DSTI must complete Form 2 on behalf of

the requester and provide them with a copy of the completed form.

All queries should be addressed to the Information Officer using the contact details set

out in par. 4.

11.2 Payment of the prescribed fees

In terms of the Act, an amount of R100 must accompany a request for access to

2 https://www.justice.gov.za/legislation/notices/2021/20210827-gg45057gon757-PAlAregulations. pdf


https://www.justice.gov.za/legislation/notices/2021/20210827-gg45057gon757-PAIAregulations.pdf
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information (see Annexure B). This can be paid by electronic funds transfer (EFT), in
cash (if delivered by hand) or deposited into the DSTI bank account (proof of the deposit

must accompany the request form).

Account name: Department of Science and Technology
Bank: ABSA Bank

Account number: 4056183523

Branch number: 323645

Account type: Deposit account

Reference: Requester name and surname

11.3 Information processing

In terms of PAIA Regulation 8(2), if a request for copy of a record or access to a record is
granted, the requester may be charged the fee for reproduction and postage (see

Annexure B to this manual).

Furthermore, PAIA Regulation 8(3) provides that, if the Information Officer is of the opinion
that the search for a record for which access has been requested and the preparation of
the record for disclosure will take more than six hours, the Information Officer must, on
Form 3 (Annexure A to this manual), inform the requester to pay a portion of the access

fee as a deposit. The deposit may not be more than one-third of the total amount payable.

11.4 Time frames for response to request for access

(a) In terms of section 25 of PAIA, the Information Officer must decide whether to
grant the request and notify the requester of the decision within 30 days of receipt

of the request.

(b) In terms of section 26, the Information Officer may extend the 30-day period to
deal with the request for a maximum of another 30 days, and must notify the

requester of this within the original 30-day period, giving them adequate reasons



(c)
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for the extension, including the provisions of PAIA relied upon, and informing the

requester that they have the right to lodge an internal appeal or an application with

a court against the extension.

The period for dealing with a request may be extended if —

(i)

(ii)

(iii)

(iv)

the request is for a large number of records or requires a search through a
large number of records and compliance with the original period would
unreasonably interfere with the activities of the DSTI,

the request requires a search for records in, or collection of records from,
an office of the public body not situated in the same town or city as the
office of the Information Officer, or that cannot reasonably be completed
within the original period;

consultation among divisions of the public body or with another public body
is necessary or desirable to decide upon the request, which therefore
cannot reasonably be completed within the original period;

more than one of the circumstances above exist in respect of the request
so that it is not reasonably possible to complete the request within the

original 30-day period.

11.5 Granting of access to records

Subject to the provisions of PAIA, access to records requested from the DSTI will be

granted only if —

(@)
(b)

11.6

all the procedural requirements set out in PAIA relating to a request are met; and
there are no applicable grounds for refusal of access to the requested records in
terms of PAIA.

Grounds for refusal of access to records

The Information Officer must refuse access to a record if —

(@)
(b)

its disclosure would involve the unreasonable disclosure of personal information;

it contains information that was obtained or is held by the South African Revenue



(c)
(d)

(e)

(f)

(9)

(h)

11.7
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Service (SARS) for the purposes of enforcing legislation concerning the collection
of revenue;

the record contains the trade secrets of a third party;

the record contains financial, commercial, scientific or technical information, other
than trade secrets of a third party, the disclosure of which would be likely to cause
harm to the commercial or financial interests of that third party;

it is information supplied in confidence by a third party, the disclosure of which
could reasonably be expected to put that third party at a disadvantage in
contractual or other negotiations, or to prejudice that third party in commercial
competition;

the disclosure of the record would constitute a breach of confidence owed to a
third party in terms of an agreement;

disclosure could reasonably be expected to endanger the life or physical safety of
an individual;

access is prohibited in terms of section 60(14) of the Criminal Procedure Act, 1977
(Act No. 51 of 1977), to any information, record or document relating to the offence
in question, which is contained in a police docket, or held by any police official
charged with the investigation in question, unless the prosecutor otherwise
directs, except that the requester is not denied access to any information, record

or document to which they may be entitled for purposes of trial.

Circumstances under which a request for access of information will be

refused

Access to a record must be refused if it falls into one of the following categories, which

are specified as grounds for refusal of access in sections 33 to 46 of PAIA:

(@)
(b)
(c)
(d)

Mandatory protection of the privacy of third party who is natural person.
Mandatory protection of certain records of SARS.

Mandatory protection of a third party's commercial information.

Mandatory protection of certain confidential information, and protection of certain
other confidential information, of a third party, i.e. where disclosure would

constitute a breach of confidence in terms of an agreement.



(e)
(f)

(9)
(h)
(i)

(k)

()

11.8
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Mandatory protection of the safety of individuals and the protection of property.
Mandatory protection of police dockets in bail proceedings, and protection of law
enforcement and legal proceedings.

Mandatory protection of records privileged from production in legal proceedings.
Defence, security and international relations of South Africa.

Economic interests and financial welfare of the Republic and the commercial
activities of public bodies, e.g. contemplated changes to policy that might affect
currency, exchange rates or foreign investment.

Mandatory protection of research information of a third party, and protection of
research information of a public body.

Operations of public bodies, e.g. if the disclosure of the record could reasonably
be expected to inhibit consultation, discussion or deliberation, or the candid
communication of opinions, reports or recommendations.

Manifestly frivolous or vexatious requests, or requests for which the work involved
in processing the request would substantially and unreasonably divert the

resources of the DSTI.

Mandatory disclosure in the public interest

In terms of section 46 of the Act, despite any other provisions of Chapter 4, the head of

a public body must grant a request for access to a record contemplated in sections 34(1).
36(1), 37(1)(a) or (b), 38(a) or (b), 39(1)(a) or (b), 40, 41(1)(a) or (b), 42(1) or (3), 43(1)
or (2), 44(1) or (2), or 45, which covers the mandatory protection of the privacy of third

party who is natural person, if —

(@)

(b)

the disclosure of the record would reveal evidence of —

(i) a substantial contravention of, or failure to comply with, the law; or

(i) imminent and serious public safety or environmental risk; and

the public interest in the disclosure of the record clearly outweighs the harm

contemplated in the provision in question.
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Internal appeals against the decision of the Information Officer

A requester may make an internal appeal to the Minister —

(i)

against a decision of the Information Officer to refuse a request for access
in relation to that request;

if the DSTI fails to respond to a request within 30 days or an extended
period, of which the requester has been notified, the requester may file an

internal appeal before approaching a court of law.

A third party may lodge an internal appeal against a decision made by the

Information Officer regarding a request for access to information.

(i)

(ii)

(viii)

An internal appeal must be lodged using the prescribed form (Form 4 in
Annexure A to this manual) in terms of the PAIA Regulations.

The internal appeal must be lodged within 60 days. However, if notice to
another party is required, it must be lodged within 30 days after notice has
been given to the appellant of the decision appealed against, and if notice
to the appellant is not required, after the decision has been taken.

The internal appeal must be delivered to the Information Officer.

The subject of the internal appeal and the reasons for the appeal must be
stated, and any other relevant information known to the appellant may be
included.

If, in addition to a written reply, if the appellant wishes to be informed of the
decision on the internal appeal in any other manner, the appellant must
state that manner and provide the necessary particulars to be informed in
this way.

If applicable, the internal appeal must be accompanied by the prescribed
appeal fee and must specify a postal address or fax number.

If an internal appeal is lodged after the expiry of the period referred to, the
relevant authority must, on good cause shown, allow the late lodging of the
internal appeal.

If the Minister disallows the late lodging of the internal appeal, they must

notify the requester of this decision. A requester lodging an internal appeal



(c)

(d)
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(a)

(b)

(c)
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against the refusal of their request for access must pay the prescribed
appeal fee (if any).
If the prescribed appeal fee is payable in respect of an internal appeal, the
decision on the internal appeal may be deferred until the fee is paid.
As soon as reasonably possible after the fee has been paid, but in any event within
10 working days after receipt of an internal appeal, the Information Officer of the
DSTI must submit the following to the Minister:
(i) The internal appeal together with their reasons for the decision concerned.
(i) If the internal appeal is against the refusal or granting of a request for
access, the name, postal address, email address, phone and fax numbers
(whichever are available) of any third party that must be notified of the

request.

Notice to and representations by other interested persons

In terms of section 76 of PAIA, if the Minister is considering an internal appeal
against the refusal of a request for access to record, the Minister must inform the
third party to which the record of the internal appeal relates, unless all necessary
steps to locate the third party have been unsuccessful.

The Minister must inform the third party —

(i) as soon as reasonably possible, but in any event within 30 days after the
receipt of the internal appeal; and

(i) by the fastest means reasonably possible.

When informing a third party, the Minister must —

(i) state that he or she is considering an internal appeal against the refusal of
a request for access to a record, as the case may be, and describe the
content of the record;

(i)  furnish the name of the appellant;

(i) inany case where the Minister believes that section 46 of PAIA might apply
(mandatory disclosure in public interest), to state the reasons why he or
she is of the opinion that the section applies;

(iv) state that the third party may, within 21 days after being informed, make



(d)

(e)

(f)

(9)

(h)
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written representations to the Minister on why the request for access should
not be granted.
If a third party is informed orally of an internal appeal the Minister must, on request,
give a written notice stating the matters referred to the third party.
A third party that is informed of an internal appeal may, within 21 days after they
have been informed, make written representations to the Minister as to why the
request for access should not be granted.
A third party that obtains knowledge about an internal appeal other than in terms
of section 76(1) may —
(i) make written or oral representations to the relevant authority as to why the
request for access should be refused; or
(i)  give written consent for the disclosure of the record to the requester
concerned.
If the Minister is considering an internal appeal against the granting of a request
for access, he or she must give notice of the internal appeal to the requester
concerned.
The Minister must —
() notify the requester concerned as soon as reasonably possible, but in any
event within 30 days after receipt of the internal appeal; and
(i) statein the notice that the third party may, within 21 days after notice is given,
make written representations to the Minister as to why that request should
be granted.
A requester to whom notice is given may, within 21 days after that notice is given,
make written representations to the Minister as to why the request for access

should be granted.

Decision on internal appeal and notice thereof

In terms of section 77 of PAIA, the decision on an internal appeal must be made
with due regard to —
(i) the particulars stated in the internal appeal;

(i)  any reasons submitted by the Information Officer, and



(b)

(c)

(d)
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(i)  any representations made.

When deciding on the internal appeal, the Minister may confirm the decision

appealed against or substitute a new decision for it.

The Minister must decide on the internal appeal —

(i) as soon as reasonably possible, but in any event within 30 days after the
internal appeal is received by the Information Officer;

(i) if a third party is informed in terms of section 76(1), as soon as reasonably
possible, but in any event within 30 days; or

(iii)  if notice is given in terms of section 76(7) within five working days after the
requester concerned has made written representations; or in any other
case within 30 days after notice is so given.

The Minister must, immediately after the decision on an internal appeal —

give notice of the decision to the appellant; every third party informed; and the

requester.

REMEDIES AVAILABLE IN RESPECT OF AN ACT OR A FAILURE TO ACT BY
THE DSTI

Remedies available in respect of an act or a failure to act by the DSTI regarding its

obligations under PAIA include the following:

121

12.2

12.3

13.

13.1

An internal appeal.

Lodging of a written complaint to the Information Regulator in terms of Regulation
10 of the PAIA Regulations.

As a last resort, an approach to the appropriate court that has jurisdiction for the
appropriate relief.

PURPOSES OF PROCESSING PERSONAL INFORMATION IN TERMS OF
THE PROTECTION OF PERSONAL INFORMATION ACT

The DSTI processes personal information for general business administration,
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including payroll processes, recruitment purposes, pension, medical aid,
disciplinary proceedings, training, contractual obligations with suppliers and
service providers, criminal and/or civil legal proceedings, statistical or research
purposes, compliance with obligations imposed by law, communicating with data
subjects by email, letter, telephone or text message, and verifying, updating and
deleting information at its disposal, in terms of the Protection of Personal
Information Act, 2013 (POPIA).

13.2 The DSTI generally processes personal information relating to the following:

Type person Type of information

Natural persons Names, physical and postal addresses, date of birth, tax-
related information, identity document numbers, confidential
correspondence, email addresses, telephone numbers,
medical information, criminal or employment history, biometric
information, personal opinions, information relating to race,
gender, sex, marital status, nationality of person, language,
ethnicity, colour, disability of person, information relating to
education, Government Employees Pension Fund records,
performance appraisals, disciplinary records, leave records,
training records, remuneration and salary records, medical aid
records, deductions from salaries, banking and financial
records.

Juristic persons Names, contact details, physical, postal and email addresses,
tax-related information, identifying numbers, symbols, location
information, unique identifiers, confidential correspondence,
financial information, details of directors and shareholders,
legal opinions, and information relating to service providers.

13.3 The DSTI may process personal information of current, past and prospective data
subjects in the following categories:

a) Employees.

b)  Job applicants.

DSTI Stakeholders

Service Providers.

) Individuals captured by CCTV.

f) Access control registers.

Cc

(
(
(
(d
(
(
(

D

g) Visitors to any premises of the DSTI.
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14. RECIPIENTS OF PERSONAL INFORMATION

14.1 Regulatory bodies, statutory bodies and other organs of state.

14.2 Law enforcement agencies.

14.3 Judicial commissions of inquiry.

14.4 Universities.

14.5 DSTI employees.

14.6 DSTI entities.

14.7 Family and representatives of the person whose personal information the DSTI is
processing.

14.8 Suppliers and service providers with whom the DSTI has a written contractual
relationship.

14.9 Third party verification agencies.

14.10 Banks and other financial institutions.

14.11 Anyone making a successful application for access in terms of the PAIA.

14.12 Research and academic institutions.

14.13 Employment and recruitment agencies.

14.14 Medical aid schemes.

14.15 Insurance service providers.

14.16 Pension fund administrators.

14.17 Trade unions.

14.18 Industrial psychologists.

15. PLANNED OR PROSPECTIVE TRANSBORDER FLOW OF PERSONAL
INFORMATION PROCESSED BY DSTI IN RESPECT OF THE ABOVE
CATEGORIES OF DATA SUBJECTS

The DSTI may transmit personal information outside the Republic subject to section 72
of POPIA, which requires, among other things, that the party who is the recipient of the
information is subject to a law, binding corporate rules, or agreement that provides an

adequate level or protection, or that the information is necessary for the conclusion and
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performance of a contract between the data subject and the DSTI, or in the interests of

the data subject between the responsible party and a third party.

16.

16.1

16.2

17.

171

17.2

17.3

GENERAL DESCRIPTION OF INFORMATION SECURITY MEASURES

The DSTI deploys up-to-date technology to safeguard confidentiality and to

ensure the integrity of personal information under its control.

DSTI information security measures include the following:

(@) Firewalls.

(b)  Encryptions.

(c) Logical access control.

(d)  Oaths of confidentiality for employees.

(e)  Securing hardware.

(f) Confidentiality and data privacy clauses in agreements concluded with

suppliers and service providers.

HOW TO MAKE A REQUEST FOR ACCESS TO PERSONAL INFORMATION
IN TERMS OF POPIA

A requester, using Form 2, may ask whether or not the DSTI processes any
personal information concerning them or another data subject, provided that the

requester has provided adequate proof of identity.

The processing of this type of request is free of charge.

A requester may ask for additional information relating to the personal information

that the DSTI is processing, which may relate to the following:

(@) The record or description of the personal information, the purpose of the
processing of the personal information, the categories in which such
personal information falls, and the recipient or categories of recipients of the

personal information.
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(b) Whether any transfer of personal information outside South Africa has or will
occur and what safeguards are in place to ensure the protection of the
personal information.

(c) How long is the personal information stored (or what criteria or legal platform
is used to determine the period for which the data will be stored).

(d) If the personal information was not directly collected from the data subject,
the disclosure of the identity of the source of the personal information, i.e.
personal information collected from a third-party source.

(e) Whether the personal information is and/or will be subjected to any
automated processing and/or profiling, and any potential consequences of
this.

HOW TO OBJECT TO THE PROCESSING OF YOUR PERSONAL
INFORMATION

The data subject may object to the DSTI processing their personal information by

submitting Form 5 under Annexure A of this manual.

Upon receipt of the objection, the Information Officer will assess the validity of the
data subject's objection and, if satisfied, will within a reasonable time, cease
processing the data subject's personal information and render proof of this to the

data subject.

HOW TO MAKE A REQUEST FOR CORRECTION, DELETION OR
DESTRUCTION OF PERSONAL INFORMATION

In terms of section 24 of POPIA, data subjects may, using Form 6 under

Annexure A of this manual, request the DSTI to —

(@)  correct or delete personal information in its possession that is inaccurate,
irrelevant, excessive, out of date, incomplete or misleading, or that was
obtained unlawfully;

(b)  destroy or delete a record of personal information about themselves that
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the DSTI is no longer authorised to retain.

19.2 Upon receipt of a request for correction, deletion or destruction, the Information
Officer will assess the validity of the data subject's request and, as soon as
reasonably practicable, notify the data subject of their decision, which may include
a decision to —

(@) correct the personal information and/or destroy or delete the personal
information.

(b)  refuse the request where the request does not accord with the dictates of
POPIA.

20. UPDATING OF THE MANUAL

As and when necessary, the DSTI will update and publish this manual in terms of section
14(2) of PAIA.



ANNEXURE A: FORMS

The following forms are included in this annexure:

FORM 1: Request for a Copy of the Guide

FORM 2: Request for Access to Record

FORM 3: Outcome of Request and Fees Payable

FORM 4: Lodging of an Internal Appeal

FORM 5: Objection to the Processing of Personal Information

FORM 6: Request for Correction or Deletion of Personal Information

29



FORM 1: REQUEST FOR A COPY OF THE GUIDE

To: The Information Officer
Department of Science, Technology and Innovation

Private Bag X894

Pretoria
0001
Email:
Tel.:

mlungisi.cele@dsti.gov.za
+27 (0) 12 843 6793

(Regulation 3)

30

Full names:

In my capacity as
(mark with an "X"):

Information Officer

Other

Name of public/
private body (if
applicable)

Postal address:

Street address:

Email address:

Fax:

Contact numbers:

Tel. (B): |

| Cellphone: |

hereby request the following copies of the guide:

Language (mark with "X")

Number of copies

Language (mark with "X")

Number of copies

Sepedi Sesotho
Setswana SiSwati
Tshivenda Xitsonga
Afrikaans English
IsiNdebele IsiXhosa
IsiZulu
Manner of collection (mark with an "X")
Personal collection Postal address Fax Electronic communication
(Please specify)
Signed at day of 20

Signature of requester
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FORM 2: REQUEST FOR ACCESS TO RECORD

Note:

(Regulation 7)

1. Proof of identity must be attached by the requester.
2. If requests made on behalf of another person, proof of authorisation from that person must be

attached to this form.

To: The Information Officer
Department of Science, Technology and Innovation

Private Bag X894
Pretoria
0001

Email: mlungisi.cele@dsti.gov.za
Tel..  +27(0) 12 843 6793

Mark with an "X"
Request is made in my own name Request is made on behalf of another person.

PERSONAL INFORMATION

Full names:

Identity number:

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

Postal address:

Street address:

Email address:

Contact numbers:

Tel. (B):

| Fax:

Cellular:

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

Identity number:

Postal address:

Street address:

Email address:

Contact numbers:

Tel. (B):

| Fax: |

Cellular:

PARTICULARS OF RECORD REQUESTED

Provide full particulars of the record to which access is requested, including the reference number if
that is known to you, to enable the record to be located. (If the space provided is inadequate, please
continue on a separate page and attach it to this form. All additional pages must be signed.)

Description of record
or relevant part of the
record:
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Reference number, if
available:

Any further
particulars of record:

TYPE OF RECORD
(Mark the applicable box with an "X")

Record is in written or printed form

Record comprises virtual images (this includes photographs, slides, video recordings,
computer-generated images, sketches, etc.)

Record consists of recorded words or information that can be reproduced in sound

Record is held on a computer or in an electronic or machine-readable form

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

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

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

Transcription of soundtrack (written or printed document)

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

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

Copy of record saved on cloud storage server

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

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

Postal services to postal address

Postal services to street address

Courier services to street address

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

Email of information (including soundtracks if possible)

Cloud share/file transfer

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

PARTICULARS OF THE RIGHT TO BE EXERCISED OR PROTECTED
If the provided space is inadequate, please continue on a separate page and attach it to this form. The
requester must sign all the additional pages.

Indicate which right is to be
exercised or protected:

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

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

Postal address Fax Electronic communication
(Please specify)

Signed at this day of 20

Signature of requester/person on whose behalf request is made

FOR OFFICIAL USE

Reference number:

Request received by:

(state rank, name and surname of
Information Officer)

Date received:

Access fees:

Deposit (if any)

Signature of Information Officer



FORM 3: OUTCOME OF REQUEST AND OF FEES PAYABLE

(Regulation 8)
Note:
1. If your request is granted the —
(a) amount of the deposit, if any, must be paid before your request is processed;

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

2. Please use the following reference number in all future correspondence. Ref. No.

34

Your request dated refers.

1. You requested:

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

OR
2. You requested:

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

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

Transcription of soundtrack (written or printed document)

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

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

Copy of record saved on cloud storage server

3. To be submitted:

Postal services to postal address

Postal services to street address

Courier services to street address

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

Email of information (including soundtracks if possible)

Cloud shareffile transfer

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

Kindly note that your request has been:

Approved

Denied, for the following reasons:




4. Fees payable with regards to your request:
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Item Cost per A4 page Number of Total
or part thereof/ pages/items
item
Photocopy R1,50
Printed copy R1,50
For a copy in a computer-readable form on
(i) Flash drive
e To be provided by requestor R40
(i) Compact disc
e If provided by requestor R40
e If provided to requestor R60
For a transcription of virtual images per A4 Service to be
page outsourced. Will
Copy of visual images depend on the
cost of the service
provider
Transcription of an audio record, per A4 page R24
Copy of an audio record
(i) Flash drive
e To be provided by requester R40
(i) Compact disc
e If provided by requester R40
e If provided to the requester R60
Postage, email or any other electronic transfer: | Actual costs
TOTAL:
5. Deposit payable (if search exceeds six hours):
Yes No
Hours of search Amount of deposit
(Calculated on one-third of total amount
per request)
The amount must be paid into the following bank account:
Name of bank:
Name of account holder:
Type of account:
Account number:
Branch code:
Reference number:
Submit proof of payment to:
Signed at this day of 20

Information Officer
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FORM 4: LODGING OF INTERNAL APPEAL
(Regulation 9)

Reference NO. .....c.ocoviiiiiiiiiiiens

PARTICULARS OF PUBLIC BODY
Name of public body:

Name and surname of Information Officer:
PARTICULARS OF THE COMPLAINANT WHO LODGES THE INTERNAL APPEAL
Full names:
Identity number:
Postal address
Contact numbers: Tel. (B): | Fax: |
Cellular:

Email address:
Is the appeal lodged on behalf of another person? Yes | [No |
If answer is "yes", capacity in which an appeal on behalf of another person is
lodged: (Proof of the capacity in which appeal is lodged must be attached)
PARTICULARS OF PERSON ON WHOSE BEHALF THE INTERNAL APPEAL IS LODGED (if lodged
by a third party)
Full names:
Identity number:
Postal address:
Contact numbers: Tel. (B): | [Fax |
Cellular:

Email address:
DECISIONS AGAINST WHICH THE INTERNAL APPEAL IS LODGED

(mark the appropriate box with an "X")

Refusal of request for access:

Decision regarding the fees prescribed in terms of section 22 of the Act:

Decision regarding the extension of the period within which the request must be dealt with in
terms of section 26(1) of the Act:

Decision in terms of section 29(3) of the Act to refuse access in the form requested by the
requester:

Decision to grant request for access:

GROUNDS FOR APPEAL

(If the space provided is inadequate, please continue on a separate page and attach to this form. All
additional pages must be signed.)

State the grounds on which the internal appeal is based:

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

You will be notified in writing of the decision on your internal appeal. Please indicate your preferred
manner of notification:

Postal address Fax Electronic communication
(Please specify)

Signed at this day of 20

Signature of appellant/third party




FOR OFFICIAL USE
OFFICIAL RECORD OF INTERNAL APPEAL

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

Date received:

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

submitted by the Information Officer

No

OUTCOME OF APPEAL

Refusal of request for | Yes New decision

access confirmed? No (if not confirmed)

Fees (s. 22) Yes New decision

confirmed? No (if not confirmed)

Extension (s. 26(1)) Yes New decision

confirmed? No (if not confirmed)

Access (s. 29(3)) Yes New decision

confirmed? No (if not confirmed)

Request for access Yes New decision

granted. Confirmed? ["Ng (if not confirmed)

Signed at this day of 20

Minister of Science, Technology and Innovation
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FORM 5: OBJECTION TO THE PROCESSING OF PERSONAL INFORMATION

OBJECTION TO THE PROCESSING OF PERSONAL INFORMATION IN TERMS OF SECTION 11(3)
OF THE PROTECTION OF PERSONAL INFORMATION ACT, 2013 (ACT NO. 4 OF 2013)

REGULATIONS RELATING TO THE PROTECTION OF PERSONAL INFORMATION, 2018
(Regulation 2)

Note:

1. Affidavits or other documentary evidence as applicable in support of the objection may be attached.

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

3. Complete as is applicable.

A DETAILS OF DATA SUBJECT
Name(s) and surname/
registered name of data
subject

Unique identifier/identity
number

Residential, postal or
business address:

Code ( )

Contact number(s)
Fax number/email
address:

B DETAILS OF RESPONSIBLE PARTY
Name(s) and surname/
Registered name of
responsible party:
Residential, postal or
business address:

Code ( )

Contact number(s):
Fax number/email
address:

(o REASONS FOR OBJECTION IN TERMS OF SECTION 11(1)(d) to (f)
(Please provide details for the objection)

Signed at this day of 20

Signature of data subject/designated person
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FORM 6: REQUEST FOR CORRECTION OR DELETION OF PERSONAL
INFORMATION

REQUEST FOR CORRECTION OR DELETION OF PERSONAL INFORMATION OR DESTROYING OR
DELETION OF RECORD OF PERSONAL INFORMATION IN TERMS OF SECTION 24(1) OF THE
PROTECTION OF PERSONAL INFORMATION ACT, 2013 (ACT NO. 4 OF 2013) REGULATIONS

RELATING TO THE PROTECTION OF PERSONAL INFORMATION, 2018

(Regulation 3)
Note:
1. Affidavits or other documentary evidence as applicable in support of the objection may be attached.
2. If the space provided for in this Form is inadequate, submit information as an Annexure to this Form
and sign each page.
3. Complete as is applicable.

Mark the appropriate box with an "X".

Request for

Correction or deletion of the personal information about the data subject which is in possession or under
the control of the responsible party

Destroying or deletion of a record of personal information about the data subject which is in possession
or under the control of the responsible party and who is no longer authorised to retain the record of
information

A DETAILS OF DATA SUBJECT
Name(s) and surname/
registered name of data
subject

Unique identifier/identity
number

Residential, postal or
business address:

Code ( )

Contact number(s)
Fax number/ Email
address:

B DETAILS OF RESPONSIBLE PARTY
Name(s) and surname/
Registered name of
responsible party:
Residential, postal or
business address:

Code ( )

Contact number(s):
Fax number/Email
address:

C INFORMATION TO BE CORRECTED/DELETED/DESTROYED
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D REASONS FOR *CORRECTION OR DELETION OF THE PERSONAL
INFORMATION ABOUT THE DATA SUBJECT IN TERMS OF SECTION
24(1)(a), WHICH IS IN POSSESSION OR UNDER THE CONTROL OF THE
RESPONSIBLE PARTY; and/or REASONS FOR THE DESTRUCTION OR
THE DELETION OF A RECORD OF PERSONAL INFORMATION ABOUT
THE DATA SUBJECT IN TERMS OF SECTION 24(1)(b), WHICH THE
RESPONSIBLE PARTY IS NO LONGER AUTHORISED TO RETAIN
(Please provide detailed reasons for the request)

Signed at this day of 20

Signature of data subject/designated person
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Item | Description Amount
1 The request fee payable by every requester R100
2. Photocopy of A4-size page R1,50 per page or part thereof
3. Printed copy of A4-size page R1,50 per page or part thereof
4 For a copy in a computer-readable form on
(i) Flash drive (to be provided by requester) R40
(i) Compact disc
- If provided by the requester R40
- If provided to the requester R60
5. For a transcription of visual images per A4-size page Service to be outsourced. Will
6. Copy of visual images depend on the quotation from
the service provider.
7. Transcription of an audio record, per A4-size R24
8. Copy of an audio on
(i) Flash drive (to be provided by the requester) R40
(i) Compact disc
- If provided by the requester R40
- If provided to the requester R60
9. To search for and prepare the records for disclosure for R100
each hour or part of an hour, excluding the first hour,
reasonably required for such search and preparation.
To not exceed a total cost of R300
10. Deposit: if a search exceeds six hours One third of amount per request
calculated in terms of items 2 to
8
11. Postage, email or any other electronic transfer Actual expense, if any
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ANNEXURE C: CATEGORIES OF AUTOMATICALLY AVAILABLE RECORDS

DESCRIPTION OF CATEGORIES OF DSTI RECORDS THAT ARE AUTOMATICALLY AVAILABLE IN
TERMS OF SECTION 15 OF THE PROMOTION OF ACCESS TO INFORMATION ACT AND
REGULATION 4 OF THE 2021 REGULATIONS RELATING TO THE PROMOTION OF ACCESS TO
INFORMATION ACT

Category Description Manner of access
Strategic - Annual reports A requester may obtain copies of the records
documents, - Annual performance listed above by sending a written request by email

plans, reports

plans
- Strategies and reports
- Ministerial review reports
- Foresight reports
- Project reports

or post to —

Address: The Deputy Information Officer
Department of Science, Technology
and Innovation
Private Bag X894

Speeches - By Minister Pretoria

- By Deputy Minister 0001

- Budget Email: nombuyiselo.mokoena@dsti.gov.za
Cabinet matters - Cabinet statements
Legislation - Acts Payment of fees

- Bills

- White Papers

Organisational

- Organisational profile

structure - High-level DSTI
organogram
- Programmes and
functions
PAIA Manual - Promotion of Access to
documents Information Manual

- Guide on How to Use
PAIA

Publications and
books

- E-books

- Newsletters

- Coffee-table books
- Opinion pieces

Presentations

- Workshop/conference
presentations
- General presentations

Events

- Events calendar
- Event pictures
- Audiovisual material

Tenders

- Advertised bids
- Cancelled bids
- Responded bids
- Awarded bids

The reproduction fees that must be paid are listed
in Annexure B of this manual.




ANNEXURE D: SUBJECTS AND CATEGORIES OF RECORDS HELD BY THE DSTI

Category

Description

Manner of access

Request for Download
access from website

SUPPORT FUNCTIONS

Strategic Documents,

Annual reports

Plans, Reports

Annual performance plans

x| X

Strategies and reports

Ministerial review reports

Foresight reports

Project reports

Speeches

By Minister

By Deputy Minister

Budget

Cabinet Matters

Cabinet statements

X[ X| X[ X|X| X| X

Cabinet memoranda

Legislation

Acts

Bills

White Papers

Organisational

High-level DSTI organogram

Structure

Programmes and functions

X[ XXX X

Approved organisational structure

PAIA Manual

Promotion of Access to Information Manual

Documents

Guide on How to Use PAIA

Publications and

E-books

Books

Newsletters

Coffee table books

Opinion pieces

Presentations

Workshop/conference presentations

General presentations

Events

Events calendar

Event pictures

Audiovisual material

Tenders

Advertised bids

Cancelled bids

Responded to bids

Awarded bids

XXX XX | X| X[ X X X X X X]| X]| X

Human Resources

HR policies and procedures

Advertised posts

Financial disclosures (statistics)

Skills development and training plans

Employment equity plans and statistics

Bursary, internship, fellowship and in-service
training information

XXX X[ X[ X

Corporate governance
and control

Science, Technology and Innovation Decadal
Plan

X

Strategic plans
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Category

Description

Manner of access

Request for Download
access from website

Business plans

X

Annual operational plans

Monitoring and evaluation reports

Audit improvement plans

Auditor-General reports

Internal audit reports

Enterprise Risk Management Implementation
Plan

X[ X[ X[ X|X]| X

Enterprise Risk Management Handbook

X

Fraud Detection and Prevention Plan

X

Fraud and risk management investigation
reports

X

Business Continuity Management Strategy and
Continuity Plans

X

Contingency plans

Disaster recovery plans

Vetting clearance reports

Security incident reports

Access control registers

PAIA compliance reports

Records management plans, policies and
procedures

XXX | X[ X[ X[ X

Library circulation policies

>

Knowledge management strategies and
policies

X

List of DSTI buildings

Building maintenance records

Building inspection reports

Incident reports

Occupational health and safety policy and
plans

X[ X[ X[ X| X

Occupational health and safety assessment
reports

X

Evacuation procedures

Information systems

IT help desk reports

Incidents and service requests

Service level agreements

ICT policies and procedure manuals

Finance

Budgets

Payments records

Journals

Expenditure reports

Financial statements

Supply chain
management

Procurement plans

Bid documents

Purchase orders

XX | XXX X| X X]| X| X]|X]|X]| X




53

Category

Description

Manner of access

Request for

Download

access from website

Asset Register

X

Asset verification

Asset disposal

Vehicle logbooks

Cellphone accounts

Quotations

Legal Services

Legal advice and opinions

Contract management records

Database of contracts

Agreements

Memoranda of understanding

Memoranda of agreement

Litigation records

Legislative compliance policies

Legislative compliance reports

Gatherings

Minutes of meetings of various gatherings

Invitations and agendas

Attendance registers

Parliamentary questions and responses

Departmental committees' records

Conferences, forums, awards and seminar
records

XXX XX XXX X X X X X X X| X[ X[ X]| X| X

Working groups records

X

LINE/CORE FUNCTIONS

Implementing agents'
case files

Project management records

(including contracts or agreements, business
plans and budgeting, reports, minutes of
meetings and related correspondence)

>

Financial instruments'
case files

Seed funding

(including applications, letters of approval,
letters of funding, reports and related
correspondence)

Programmes and
projects

Business plans, work plans, reports,
submissions and correspondence related to
project

Flagship programmes

Special programmes

Projects

Initiatives

Research and development

Transfer funding

Partnerships/
collaborations

Agreements, programmes of action, budgets,
status reports, high-level ministerial
commitments, country strategy and minutes of
the Joint Committee meetings

XX | X| X[ X|X]| X




