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GLOSSARY OF ABBREVIATIONS

Term Definition

BoD Board of Directors

CEO Chief Executive Officer

NEMISA National Electronic Media Institute of South Africa

PAIA Promotion of Access to Information Act, No 2 of 2000
POPIA Protection of Personal Information Act, No. 4 of 2013
DCDT Department of Communications and Digital Technologies
DTPS Department of Telecommunications and Postal Services
SMME’s Small Micro and Medium Enterprises

PFMA Public Finance Management Act

NGO’s Non-Governmental Organisations

4IR Fourth Industrial Revolution
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1. INTRODUCTION TO THE ORGANISATION [Section 14(1)(a)]

The National Electronic Media Institute of South Africa (NEMISA) was established
as a non-profit institute for education in terms of the Companies Act (1973) and is
listed as a schedule 3A public entity in terms of the Public Finance Management
Act (1999).

NEMISA derives its mandate from the Department of Communications and Digital
Technologies (DCDT) which was formed after the merger of the Department of
Telecommunications and Postal Services (DTPS) and the Department of

Communication.

To catalyse digital skills development for meaningful use of digital technologies,
NEMISA’s services focus on the following product offering through partnerships
established with tertiary institutions, NGOs, Local and Provincial government,

Small Micro and Medium Enterprises (SMME’s) and industry partners:

¢ Digital Skills (Basic Advocacy, SMMS and Sector Training). Generic Online
Platforms, Digital Banking, Microsoft Office, Social Media Platforms and
using eGovernment Apps in order to use ICT Skills and Tools to enhance
daily lives (Work, Study, Business.)

e Creative Industry Training.

e 4IR Advocacy and Advanced Training. Targeted 4IR advocacy training
Government, NGO’s and advance 4IR industry certified training to young
undergraduates and professionals.

¢ Multimedia content and production for interactive online training and media
rich marketing content for Government and Businesses.
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2.

NEMISA Promotion of Access to Information Act (PAIA) Manual

CONTACT DETAILS [Section 14(1)(b)]

(@) Information Officer

Information Officer | Mr Trevor Rammitlwa
Postal Address P.O Box 545
Auckland Park
2006
Physical Address 26 Canary Street
Auckland Park
South Africa
Phone 011 484 0583
Email info@nemisa.co.za

(b) Deputy Information Officers

The Information Officer has delegated his duties and responsibilities in terms
of the Promotion of Access to Information (PAIA), No.2 of 2000 and
Protection of Personal Information Act (POPIA), No.4 of 2013 to the Deputy

Information Officers with the below details:

Deputy Information Officer

Ms Thembi Sibeko

Postal Address P.O Box 545
Auckland Park
2006
Physical Address 26 Canary Street
Auckland Park
South Africa
Phone 011 484 0583
Email sibekot@nemisa.org.za

Deputy Information Officer

Ms Motladi Mabunda

Postal Address

P.O Box 545
Auckland Park
2006
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Physical Address 26 Canary Street
Auckland Park
South Africa

Phone 010 824 9749

Email motladim@nemisa.co.za

Deputy Information Officer

Mr Jacques Fortuin

Postal Address P.O Box 545
Auckland Park
2006
Physical Address 26 Canary Street
Auckland Park
South Africa
Phone 011 484 0583
Email jacquesf@nemisa.co.za

Deputy Information Officer

Mr Thembinkosi Sibankulu

Postal Address P.O Box 545
Auckland Park
2006
Physical Address 26 Canary Street
Auckland Park
South Africa
Phone 010 824 9782
Email thembinkosis@nemisa.co.za

3. THE GUIDE TO USE THIS MANUAL [Section 14(1)(c)]

Section 10 of the PAIA requires a guide to be published by the Information
Regulator (South Africa) with regard to reasonable requests by a person wishing
to exercise or protect any rights in terms of the Act. Queries in this regard can be
directed to the following contact details of the Information Regulator:
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Postal Address: P.O. Box 31533
Braamfontein
2017

Business Address: JD House
27 Stiemens Street

Braamfontein

Johannesburg

2001
Email: inforeg@justice.gov.za
Website: www.justice.gov.za

AVAILABILITY OF THIS MANUAL [Section 14(3)]

In accordance with paragraph 9(1) of the Regulations to the Act, this manual is
published on the organisation’s website. This manual sets out to provide anyone
who wants to access information in terms of PAIA with the necessary contact
details and procedures to ask for that information from the organisation. It provides
an overview of the structure and index of information of the organisation to help
identify where the required information could be. It also provides the form and
prescribed fees we require to assist you. The manual also sets out how we ensure
the privacy of personal information that we hold and process.

POLICY FORMULATION AND DECISION-MAKING [Section 14(1)(g)]

The policy is determined by the NEMISA’s Accounting Officer. The NEMISA’s
decision-making processes involve wide consultation, and employees as well as
other relevant stakeholders participate in formulating policies and making
decisions within the organisation. The interested parties may submit comments
and suggestions in writing to the Information Officer at the address provided in this
Manual.
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6. THE INFORMATION AND CATEGORIES OF RECORDS WE HOLD

6.1. Voluntary disclosure and automatic availability of records [Section 15(1)(2)]

The following categories of records and information are automatically available for

inspection and do not require an application in terms of the Act. The information is

available, on the organisation’s website https://www.nemisa.co.za or through

request to the Information Officer:

Strategic plans

Annual Performance Plans
Annual Reports

Projects Information
Newsletters, media statements
Corporate governance structures

Other public corporate information

6.2. Information available in terms of other legislation

Where applicable, information and records are kept in accordance with the

following legislations:

Basic Conditions of Employment Act No. 75 of 1997

Compensation for Occupational Injuries and Diseases Act No. 130 of 1993
Electronic Communications and Transactions Act, 25 of 2002

Constitution of South Africa Act No. 108 of 1996

Employment Equity Act No. 55 of 1998

Labour Relations Act No. 66 of 1995)

Occupational Health and Safety Act No. 85 of 1993)

Promotion of Equality and Prevention of Unfair Discrimination Act No. 4 of
2000

Protected Disclosures Act No. 26 of 2000

Skills Development Act No. 97 of 1998
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e  Skills Development Levy Act No. 9 of 1999

e Unemployment Insurance Act No. 63 of 2001

e Unemployment Insurance Contributions Act, 4 of 2002
e Value Added Tax Act No. 89 of 1991

This list is not necessarily exhaustive.

6.3. Information available at a request in terms of the Act [Section 14(1)(d)]
Some categories of records listed in this section may be subject to privacy
constraints and applying the relevant conditions of the Protection of Personal
Information Act (POPIA), No.4 of 2013 must be considered when addressing the
requests for information. These include, amongst others, the records pertaining to
the personal information of our employees, service providers, lecturers, students,
partners, external members serving on our various governance structures and our

key external stakeholders. The organisation has the following records:

6.1.1. Finance and administration
e Accounting records
¢ Management accounts
o Agreements
e Business plans and budgets
e Banking details and bank account records
e Debtors/creditors statements and invoices
e Correspondences

e Tax records

6.1.2. Human resources
e Payroll records
¢ Professional development records and performance appraisals

o Personnel files including letters of appointment and contracts
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e Job descriptions

e Leave records

e PAYE, UIF and SDL records and returns
e Employee IRP 5 returns

e Policies and procedures

¢ Disciplinary code of conduct

6.1.3. Information Technology
e Contracts and agreements
e Equipment registers
e Insurance records
e Service Providers database
o Telephone exchange equipment

o Telephone lines, leased lines and data lines

6.1.4. South African Government Institutions and Social Parners
o Memorandums of Understanding

e Partners’ records

6.1.5. Operations
o Policies and procedures
o Reports and supporting documentation

e Security documents

6.1.6. Administration
e [ntranet

e Correspondence with internal and external parties

6.2. Other information as may be prescribed [section 14(1)(i)]
Not applicable.
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7.1.

PROTECTION OF PERSONAL INFORMATION

Personal information is any information relating to an identifiable living individual

or an identifiable, existing juristic person. We collect and use personal information

to provide our services and to manage our organisation. You can find more

information about how we use personal information in our Privacy Policy available

on our website https://www.nemisa.co.za.

Categories of data subjects and the purposes for which information is

collected and used

A description of the categories of data subjects whose information we collect, hold

and process as well as the purpose for which we collect and use their personal

information is provided below:

Categories of

Purpose for which information is collected and used

Data Subjects

Employees Internal administrative, monitoring and reporting
processes pertaining to current employment/ potential
future employment within the organisation;
Conducting criminal, qualifications, credit and reference
checks; and
Conducting audits and investigations.

Service Internal administrative processing, monitoring, and

Providers reporting processes;

Conducting service provider vetting in order to facilitate
the provision of goods and/or services;

Conducting audits and investigations; and

For the purposes of complying with various lawful
obligations under the South African legislation.
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7.2.
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Categories of
Data Subjects

Purpose for which information is collected and used

Members
serving on
various
Governance
Structures of
NEMISA

Internal administrative processes pertaining to serving as
Committee Member of NEMISA,;

Published reports such at annual reports and financial
statements which will be placed on the organisation’s
website for public consumption; and

Conducting audits and investigations.

Learners

Internal administrative processes pertaining to teaching
and learning at NEMISA;

Conducting qualifications verifications;

Institutional and scholarly research; and

Funding submissions.

Facilitators

Internal administrative processes pertaining to teaching
and learning facilitation at NEMISA; and

Conducting qualifications verifications;

Partners

internal administrative processing;

conducting criminal, credit, and reference checks; and
management and administration of activities relating to
partners initiatives or projects.

Community

Members

Internal administrative processing, monitoring, and
reporting processes pertaining to community related

services and activities.

Who receives personal information?

We share personal information with:

Service providers to NEMISA,;

Regulators, courts, tribunals and law enforcement agencies;

Stakeholders involved in the services rendered by our organisation; and
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e Relevant South Africa Government Institutions.

7.3. Cross-border flows of information
¢ We may need to transfer your personal information to another country for
processing or storage. We will ensure that anyone to whom we pass your
personal information agrees to treat your information with similar protection as
provided for in POPIA.
o We may transfer your information to other countries which do not have similar
protection as provided for in POPIA, with your consent.

7.4. Information security measures

e We take appropriate and reasonable technical and organisational measures
to prevent any unauthorised or unlawful access, loss of, damage to or
unauthorised destruction of personal information.

e We have implemented various policies, procedures, and IT systems to
safeguard personal information.

e We regularly verify that the safeguards are effectively implemented and
ensure that they are continually updated.

8. PROCESS TO REQUEST ACCESS TO INFORMATION

Section 18(1) prescribes that the requester must use the prescribed Form 2 to

make the request for access to a record. The request should be sent using the

address, or electronic mail address of the Information Officer provided in this
manual. The procedures to follow by the requester is set out below:

e The requester must provide sufficient detail on the request form to enable the
Information Officer to identify the record(s) and the requester. The requester
should also indicate which form of access is required.

e The requester should also indicate if he or she wishes to be informed in any
other manner and state the necessary particulars to be so informed.

The requester must identify and record the right that he or she is seeking to
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10.

exercise or protect and provide an explanation of why the requested record is
required for the exercise or protection of that right.

o If arequestis made on behalf of a person, the requester must submit proof of
the capacity in which the requester is making the request, to the reasonable
satisfaction of the Information Officer.

e The Information Officer must notify the requester (other than a personal
requester) by written notice (email or letter), requiring the requester to pay the
prescribed fee (if any) before further processing the request.

e The Information Officer or his Deputy Information Officers will then decide on
the request and notify the requester in the required form.

e If the request is granted then a further access fee must be paid for the
reproduction and the search and preparation, and for any time that has
exceeded the prescribed hours to search for and prepare the record for

disclosure.
OUTCOME OF YOUR REQUEST

We will decide whether to grant or decline your request within 30 days of receiving
your request. We will notify you of our decision and provide reasons for accepting
or refusing your request. If you request large quantities of information or if we
cannot reasonably obtain the information you request within the original 30-day
period, we might have to extend the period with another 30 days. We will notify you
in writing if we require an extension. If we do not give you a decision on a request
for access to records within the period stipulated above, it means that we refused
your request in terms of section 27 of PAIA.

REASONS WHY WE MAY REFUSE YOUR REQUEST

If the record does not exist, we will inform you. If there are records that we cannot
find despite a reasonable and diligent search, we will notify you with an affidavit
explaining the measures we have taken to locate the record. If, after we have
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issued such an affidavit, we find the records, we will grant you access to the

records unless the processing of the records would result in a substantial and

unreasonable diversion of our resources, or unless your request is clearly frivolous

or vexatious, or unless one of the grounds for refusal of access to a record as set

in the PAIA applied. For further grounds for refusal of access to records please
refer to Chapter 4 of Part 2 of PAIA.

11. WHAT YOU CAN DO IF YOU ARE DISSATISFIED WITH A DECISION

You may appeal or complain about any of the following:

Our refusal to grant you access to a record;
The access fee that we charge;
Our decision to extend the 30 days for responding to your request; and

The way in which access is granted.

You may lodge an internal appeal or complaint against a decision as follows:

A member of the public may lodge a complaint in writing with the Information
Officer of NEMISA.

The NEMISA’s internal grievance procedure may be utilised by staff members.

If the complaint is that we have failed to provide access as the PAIA legislation

requires, (i.e., a failure to act in terms of the Promotion of Access to Information Act,

Act 2 of 2000) and we fail to resolve this though one of the above channels for

complaint you may take such steps as provided for in sections 74 to 82 of the PAIA.

This provides for you to:

Complain about our decision to the Information Regulator; and

Apply to court after following the appeal process.

12. PRESCRIBED FEES

The “request fee” payable by every requester, other than a personal requester
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referred to in section 22(1) of the Act, is R35.

The “access fees” referred to in section 22(7) of the Act (unless the requester

is exempted under section 22(8)) and “fees for reproduction” referred to in

section 15(3) of the Act, are as follows:

(a) For every photocopy of an A4-size page or part thereof is R0.60

(b) For every printed copy of an A4-size page or part thereof is R0.40

(c) Held on a computer or in electronic or machine-readable form for a copy
in a computer-readable form on:
(i) St75iffy disc is R5
(i) Compact disc is R40

(d) (i) For transcription of visual images, for an A4-size of part thereof is R22
(i) For a copy of visual images is R60

(e) (i) For a transcription of an audio record, for an A4-size page or part thereof
is R12 (ii) For a copy of an audio record is R17. The actual postal fee is

payable when a copy of a record must be posted to a requester.

13. FORMS

The following are PAIA Forms prescribed by the Informational Regulator (South
Africa) for use:

Form 01: Request for a Guide from the Regulator [Regulation 2]

Form O01:Request for a Copy of the Guide from an Information
Officer [Regulations 3]

Form 02: Request for Access to Record [Regulation 7]

Form 03: Outcome of request and of fees payable [Regulation 8]

Form 04: Internal Appeal Form [Regulation 9]

Form 05: Complaint Form [Regulation 10]

Form 13: PAIA Request for Compliance Assessment Form [Regulation 14(1)]
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