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INTRODUCTION

The Constitution of the Republic of South Africa, 1996 (the Constfitution) makes
provision for the right of access to any information held by the State, subject to

justifiable limitations, which includes the limitation to protect privacy.

The Constitutional Court interpreted the right of access to information as not merely a
right to obtain access to information for the exercise or protection of a right, but also to
ensure that there is an open and accountable administration at all levels of

government.

Section 32(1)(a) and (2) of the Constitution reads as flows:
“(1)  Everyone has the right of access fo —
(a) any information held by the State; and
(b) any information that is held by another person and that is required for the
exercise or protection of any rights.
(2) National legislation must be enacted to give effect to this right, and may
provide for reasonable measures to alleviate the administrative and financial

burden on the state.”

The aforesaid resulted in the enactment of the Promotion of Access to Information Act,
2000 (PAIA). The purpose of PAIA is to foster a culture of fransparency and
accountability in public and private bodies and to empower and educate the people

of South Africa to understand their rights.

This manual is compiled in terms of section 14 of PAIA which requires that the
Department of Agriculture (DoA) must have a manual which sets out, amongst others,
its structure and functions, include an index of its records and services, and provide

assistance on the procedure to access its records and services.
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3 FUNCTIONS OF THE DEPARTMENT

3.1 Programme: Administration (Programme 1)

3.1.1 Office of the MEC:
To set priorities and political directives in order to meet the needs of clients. (For the efficient

running of the MEC'’s office).

3.1.2 Senior Management:
To translate policies and priorities into strategies for effective service delivery and, to manage,

monitor and conftrol performance.

Strategic Objective:
To direct the activities of the Department and to strengthen the alignment between the three

spheres of government.

3.1.3 Corporate Services: To provide coordination or support services as applicable to the other
programmes with regard to human resource management and human capital development,

facility support maintenance, registry services and security and safety.

Strategic Objectives:

Well-maintained infrastructure and accommodation to support effective service delivery.
Effecting the human capital development strategy to address the skills needs in the
Department and sector.

Ensure business confinuity in the event of disasters or major interruptions.

Obtain maximum energy efficiency in the entire Department

3.1.4 Financial Management:
To provide effective support service (including monitoring and control) with regard to
budgeting, financial accounting, moveable assets, motor fleet service, provisioning and

procurement and caretaking of information technology.

Strategic Objective:
Good governance confirmed through efficient financial management and administration and
governance embedded processes and systems according to the service delivery needs of the

Department.



3.1.5 Communication Services:
To focus on internal and external communications of the department through written, verbal,

visual and electronic media, as well as marketing and advertising of the departmental services.

Strategic Objective:

Departmental activities effectively communicated.

3.2 Programme: Sustainable Resource Management (Programme 2)

Strategic Objective:

The Programme: SRM delivers a support services to all farmers in the Province, and the major
emphasis is o maintain and improve the current natural resources through implementation of
projects, application of regulations and communication campaigns. In its endeavours to ensure
the overall sustainability of the agricultural sector, the focus is on intferventions at farm level. The
impact of climate change will be felt by SRM first and the changes in methodologies to support

famers will force this Programme to remain innovative.

Purpose:
The purpose of the Programme is to provide agricultural support services to farmers in order to

ensure sustainable development and management of agricultural resources.

3.2.1 Engineering Services:
To provide engineering support (planning, development, monitoring and evaluation) with
regard to imrrigation technology, on-farm mechanization, value adding infrastructure, farm

structures, resource conservation management.

Strategic Objective 1:
To promote the optimal and sustainable utilisation of the Western Cape's land and water

resources.

Strategic Objective 2:

To render an engineering service to increase production and farming feasibility.

3.2.2 LandCare:

To promote the sustainable use and management of natural agricultural resources by
engaging in community based initiatives that support sustainability (social, economic and
environmental), leading to greater productivity, food security, job creation and better well-

being for all.



Strategic Objective:

Promote the conservation of the natural agricultural resources.

3.2.3 Land Use Management:

To promote the preservation and sustainable use of agricultural land through the administration
of the Subdivision of Agricultural Land Act (SALA) and the Conservation of Agricultural
Resources Act (CARA).

Strategic Objective:

Provide comments on subdivision and rezoning of agricultural land applications.

3.2.4 Disaster Risk Management:

To provide agricultural disaster risk management support service to clients/farmers.

Strategic Objective:

Provide a disaster management service to our clients, proactively and reactively.

3.3 Programme: Farmer Support and Development (Programme 3)

The purpose of the Programme is to provide support to farmers through agricultural

development programmes.

3.3.1 Farmer Settlement and Development:
To provide support to smallholder and commercial farmers through sustainable agricultural

development.

Strategic Objective:

Land reform facilitated with agricultural support.

3.3.2 Extension and Advisory Services:

To provide extension and advisory services to farmers.

Strategic Objective:
To ensure farms become successful business enterprises by increasing the production of

agricultural produce for the domestic and international markets.

3.3.3 Food Security:
To support, advise and coordinate the implementation of the National Policy on Food and

Nutrition Security.



Strategic Objective:
Facilitate access to affordable and diverse food for the food insecure and vulnerable

communities.

3.3.4 Casidra SOC Lid:

To support the Department with project implementation and state farm management.

Strategic Objective:

To support the Department with project management and state farm management.

3.4 Programme: Veterinary Services (Programme 4)

The purpose of the Programme is to provide veterinary services to clients in order to ensure

healthy animals, safe animal products and welfare of the people of South Africa.

3.4.1 Animal Health
Strategic Objective:

Detection, prevention and control or eradication of significant animal diseases.

3.4.2 Export Control
Strategic Objective:
Provide an enabling environment for export certification for animals and animal products from

the Western Cape Province.

3.4.3 Veterinary Public Health
Strategic Objective:
Fulfil a mandatory legislative role through implementation of the Meat Safety Act (Act 40

of 2000), the Animal Diseases Act (Act 35 of 1984) and other relevant legislation.

3.4.4 Veterinary Laboratory Services
Strategic Objective:

Render an efficient and appropriate veterinary diagnostic service.

3.5 Programme: Research and Technology Development Services-(Programme 5)
The purpose of the Programme is to render expert and needs based research, development

and technology fransfer services impacting on development objectives.



Strategic Objective:
To expand access to appropriately packaged information emanating from research to farmers

and clients and to improve on the technical communication effort of the Department.

The purpose of the sub-programmes is as follows:

3.5.1 Research:
To improve the agricultural production through conducting, facilitating and coordinating

medium to long term research and tfechnology development.

Strategic Objectives:
Conduct agricultural research and technology development.
Increase mitigation and adaptation options against climate change for farmers.

Engage with stakeholders to determine relevant research needs.

3.5.2 Technology Transfer Services:
To disseminate informatfion on research and technology developed to clients, peers and

the scientific community.

Strategic Objective:
Increase access to scientific and technical information on agricultural production practices to

farmers and clients.
3.5.3 Research Infrastructure Support Service:
To manage and maintain infrastructure facilities for the line function to perform their research

and technology tfransfer functions, i.e. experimental farms.

Strategic Objective:

Increase the on-farm infrastructure support to the research effort and departmental services.
3.6 Programme: Agricultural Economics Services (Programme 6)
The purpose of the Programme is to provide timely and relevant agricultural economic services

to ensure equitable participation in the economy.

The purpose of the sub-programmes is as follows:
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3.6.1. Production Economics and Market Support

To provide production economics and marketing services to agri-businesses.

Strategic Objective:

Provide agricultural stakeholders with agricultural economic advice.

3.6.2. Agro-Processing Support
Purpose:

To facilitate agro-processing initiatives to ensure participation in the value chain.

Strategic objective:

Agri processing initiatives performed to support agri processing.

3.6.3. Macroeconomics Support:
To provide macroeconomic and statistical information on the performance of the agricultural

sector in order to inform planning and decision making.

Strategic Objective:

Information activities performed to support sound decision-making.

3.7 Programme: Structured Agricultural Education and Training (Programme 7)

The purpose of the Programme is to facilitate and provide structured agricultural education
and fraining aligned to the National Education and Training Strategy for Agriculture, Forestry
and Fisheries (NETSAFF) and adhering to quality standards of the Higher Education Quality
Committee in order to establish a knowledgeable, prosperous and competitive agricultural

sector.

The purpose of the sub-programmes is as follows:

3.7.1 Higher Education and Training (HET):

To provide tertiary agricultural education and training from NQF level 5 anyone who meets the
minimum requirements.

Strategic Objective:

To provide tertiary agricultural education and training from NQF level 5 and higher to applicants

who meets the minimum requirements.
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3.7.2 Agricultural Skills Development (ASD):
To provide formal and non-formal in vocational education and training programmes on NQF

levels 1-4 to interested agricultural role-players.

Strategic Objective:
To ensure that agricultural skills development training and accredited Learnership programmes

are provided

3.8 Programme: Rural Development (Programme 8)
The purpose of the Programme is to coordinate the development programmes by stakeholders

in rural areas.

The purposes of the sub-programmes are as follows:

3.8.1 Rural Development Coordination:
Purpose:
To initiate, plan and monitor development in specific rural areas (CRDP sites) across the three

spheres of government in order to address needs that have been identified.

Strategic Objective:
To successfully coordinate the implementation of the national CRDP in the selected rural nodes

in the Western Cape.

3.8.2 Social Facilitation:
Purpose:
To engage communities on priorities and to institutionalise and support community

organisational structures (NGOs etc.)
Strategic Objective:

Facilitate social cohesion and development efforts, as part of the CRDP, in the selected

rural development nodes in the Western Cape

12



3.8.3 Farm Worker Development:

Purpose:

To enhance the image and the socio-economic conditions of agri workers and their family
members, through facilitation of training and development initiatives, in order to improve their

quality of life.

Strategic Objective:
Facilitating of training and development interventions for agri workers and their family members,

to enhance theirimage and socio-economic conditions.

4 CONTACT DETAILS OF THE INFORMATION OFFICER SECTION 14(1)(b)

Mr. H Malila

Ist Floor

15 Wale Street

Cape Town

8000

Tel: 021 4836032

Fax: 021 4833300/4715

E-mail: Harry.Malila@westerncape.gov.za

CONTACT DETAILS OF THE DEPUTY INFORMATION OFFICER
SECTION 14(1)(b)

Ms Joyene Isaacs

Head: Western Cape Department of Agriculture
Western Cape Government

Private Bag X 1 / Muldersvlei Road

ELSENBURG

7607

Tel: 021 808 5004

Fax: 021 808 5000483 6412

E-mail: joyenei@elsenburg.com
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5 GUIDE BY THE HUMAN RIGHTS COMMISSION - section 14(1)(c)

5.1.1

5.1.3

The Human Rights Commission updates and makes available a guide compiled in

terms of section 10 of the PAIA which informs persons of:

o the objects of PAIA and how to exercise their rights in ferms of this act;

. the contact details of the information officer and deputy information officer
(where applicable) of every public body and the assistance available from
them;

o how to access records of public bodies; and the legal remedies that are

available when there is a failure to act in accordance with PAIA.

All enquiries to obtain access to this guide should be directed to:

The Office of the Human Rights Commission

Telephone +27 11 877 3900

Fax +27 11 403 0684

E-Mail Address | PAIA@sahrc.org.za

Postal Address | PAIA Unit:

Promotion of Access to Information
Private Bag 2700

Houghton

2041

Street Address | South African Human Rights Commission
33 Hoofd Street

Braamfontein

2017

JOHANNESBURG

Website www.sahrc.org.za

Appendix A to this manual includes information on how to access records of the
Department, its internal appeal procedure, or applying to a court against decisions by

the Information Officer or Deputy Information Officer, as the case may be.
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6

6.1

INFORMATION ON THE PROMOTION OF ACCESS TO INFORMATION ACT, 2002

SUBJECTS AND CATEGORIES OF DEPARTMENTAL RECORDS - section
14(1)(d)

The Department holds records on the following subjects and categories:

Category and Subject Matter

Programme requires a
request

File plans

Register of incoming and outgoing items
Register of files

Disposal Authorities

Service level agreements

Audit reports

Payment vouchers

Salary files

Asset register

S & T claims

Orders

Receipts

Invoices

Financial statements and reports
BAS (Basic Accounting System:s)
Quotations

Minutes of tender committee meetings
Tender contracts

Maintenance files: IT infrastructure
Database of suppliers

Tender evaluation reports
Application: E-mail
Organisational Structure

Programme 1

Project Files of Engineering Services
provided (all 6 districts)

Project files of LandCare projects (all 6
districts)

Proof of Evidence (APP)

Internships

Disaster Aid provided

Applications for subdivision and/or rezoning
of agricultural land

BID procurements

Coordinating Committee on Agricultural
Water minutes

Register of files

Asset register

S & T claims

Quotations

Provincial Water Licison Committee minutes
WC Water Supply Strategic

Committee

o Various water study projects

Programme 2

15



Programme Project Files (all 6 districts)

Proof of Evidence (APP)

Departmental Project Allocation Committee
(DPAC) Meetings

Commodity Files

Commodity Project Allocation Committee
Meetings (CPAC)

Smart Pen / Xcallibre File

Manstrat

Comprehensive Agricultural Support
Programme

(CASP)

Extension Revitalisation Programme (ERP)
llima Letsema

Public Service Commission

Mechanisation

Mentorship

Interdepartmental Task Team on Food
Security

Provincial Restitution Steering Committee
Provincial Grants Committee (DRDLR)
Casidra

Programme 3

Client personal information

Laboratory reports

Research results

Epidemiology Reports

Filing (Record Keeping incl personnel files)

List of registered abattoirs

List of authorised meat inspectors/examiners

List of Sterilsation plants

List of abattoirs approved for hides & skins
export

List of infermediate stores for hides & skins
export

Line function Annual Report Animal Health

Reports on outbreaks of animal diseases

Animal census report

Animal disease Contingency Plans and
Standard

procedures

Reports on animal disease surveillance

Reports on animal disease prevention and

vaccination actions

Detailed records of exports and export

Establishments

Programme 4

Research projects

Research results

Filing (Record Keeping incl personnel files)
Proof of evidence (APP)
Minutes of management and staff meetings
Records on soil, water, plant and animal
feed analysis
Client personal information

Laboratory reports

Client personal information

Programme 5
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Business plans

Service Level Agreement

Reports

Payments

Asset register

S & T Claims

Invoice and claim:s file

Transfer payments

Departmental research committee meetings
Work requests for on-farm maintenance
Maintenance lists for project execution by
Department of Public Works and Transport
Reports, Statistics

Land Reform survey information
Purchased subscription data
Quantec data

Technofresh data

Crop price data

Livestock product price data
Livestock breed auction data
Agricultural land value data
Game species auction data

Programme 6

Admission/Graduation records
Logis payments files

Bursary Files

Examination papers
Examination answer sheets
Labour relations files

Hostel Files

Students Statistics

Student Files

Files on student relaters maftters.
Tender contracts

Exam results

Catering information

Financial reports

Invoice and claims files
Facilities Management files
S&T claims

Asset register

Government Cars

Minutes of the staff meetings.
Minutes of Departmental Chairs Meetings
Marks Meetings

Prospectus

Programme Self Evaluation
Subject Evaluation

Files Short Courses

Quotation files

Sport & Recreation for students
Injury on duty files

Marketing

Thusongs, Exhibitions, Career Exhibitions)

Programme 7
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Programme Project Files (all active CRDP
wards)

Proof of Evidence (APP)

Departmental Project Allocation
Committee (DPAC) Meetings
Inferdepartmental  Steering Committee
meetings

PSO 11: Working group 4 Meetings

Casidra

Client personal information

Business plans

Service Level Agreement

Reports

Payments

Asset register

S & T Claims

Invoice and claim:s file

Transfer payments

Farm Worker of the Year Competitions

Farm Worker Summits  (National and
Provincial)

Farm Worker Referral Register

Minutes of the staff meetings

Programme Project Files (all 6 districts)

Proof of Evidence (APP)

Departmental Project Allocation
Committee (DPAC) Meetings

Logis payments files

Labour relations files

Catering information

Financial reports

Monthly reports

Quarterly reports

Invoice and claims files

Facilities Management files

S&T claims

Asset register

Government Cars

Programme 8
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6.2 DEPARTMENTAL RECORDS THAT ARE AUTOMATICALLY AVAILABLE WITHOUT THE
NEED TO REQUEST ACCESS - section 14 (1)(e)

DESCRIPTION OF CATEGORY OF RECORDS
CHARGE IN TERMS OF SECTION 15(1)(a)(iii)

AUTOMATICALLY AVAILABLE FREE OF

subjects

posters

(c) All information on the website

(a) Brochures on agriculture-related

(b) Publications, Pamphlets, Newsletters,

Copies of these records are available
free of charge from the Agriculture
Branch, Private Bag X1, Muldersviei
Road, Elsenburg

The following information is available

on the website (www.elsenburg.com):

— About the Department

— Events

- Media

— Radio Elsenburg

— Events Calendar

- Services

— Research and Development

— Agricultural Development
Centres

- Information Sheets

— Elsenburg College

The following records are available for inspection in terms of section 15(1)(a)(i) and

copying in terms of section 15(1)(a)(ii). Documents that are available for download from

the website: www.elsenburg.com free of charge in terms of section 15(1)(a)(ii) are

marked with an asterisk.
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Description of categories of records | Manner of access to records section
auvtomatically available in terms of | 15(1)(b)
section 15(1)(a)

(a) Annual Reports* Available on the Departmental Website:

(b) 5 Year Strategic Plans* www.elsenburg.com

(c) Organisational Structure*

(d) Citizen's Report*

(e) Service Delivery Charter* (f) to (g). Available from Provincial Treasury
(f) Annual Performance Plan as contained in the Budget: Estimates of
(g) Budget :Estimates and Revenue Provincial Revenue & Expenditure — 15 Wale

and Expenditure for the Department for | Street, Cape Town
2018/19

6.3 SERVICES AVAILABLE TO MEMBERS OF THE PUBLIC - section 14(1)(f)

The Department of Agriculture has both internal and external clients. The internal
clients of the organisation consist of the Ministry and Department of Agriculture, the
organisation’s fop management, and other directorates and sub directorates within

the organisation (e.g. researchers, extension officers and training staff).

The external clients consist of farmers (agricultural producers and their
organisations), rural communities, consumers of agricultural products, other nationall
and provincial government departments, processors, dealers and suppliers of
agricultural  supplies, financial institutions, overseas frade-partners, non-
governmental organisations, terfiary training institutions, other agriculturists, city
planners, consultants, farm workers, urban-agriculturists, private veterinarians, nature
conservation organisations, research trusts, statutory boards, students and

municipalities.

The organisation renders services on request of clients or through marketing of
services during personal contact, farmers days, extension sessions, as well as by
means of information technology (the Internet). Marketing strategies with regards to
the establishment and rendering of services must be optimally distributed to suit the
needs of consumers but also according to the availability of finances and human
resources. There exists a different relationship with regard to services between
supplier and consumer, with the client relying on the supplier for advice, the client

prefers more direct contact and negotiation with this organisation. A copy of the

20
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6.4

6.5

Department’s Service Charter is attached per Appendix B and it may be accessed

online via the following link:

http://www.elsenburg.com/resource-library/official-publications

HOW TO ACCESS THESE SERVICES

Access the DOA webpage at https://www.westerncape.gov.za

Access the Department of Agriculture portal hitp://www.elsenburg.com

All services can be accessed by contacting the Department at:
Telephone Number: 021-8085111 /

021-8085111

FAX: 021- 8085120

Website: hitp://www.elsenburg.com

ARRANGEMENTS FOR PUBLIC PARTICIPATION BY CONSULTATION AND/OR
REPRESENTATION ON THE FORMULATION OF DEPARTMENTAL POLICY AND/OR
PERFORMANCE OF FUNCTIONS - section 14(1)(g)

Provincial Policies that has an external impact will require Public Participation and the

process to be followed will be approved of by the Provincial Cabinet on a case by

case basis

REMEDIES AVAILABLE IN RESPECT OF ACTS OR FAILURE TO ACT BY THE
DEPARTMENT - section 14(1)(h)

Legislation applicable to the Department (as set out in its Departmental Annual

Performance Plan!) may provide for an internal review or appeal procedure. Should

I http://www.elsenburg.com/resource-library/official-publications
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7

7.1

7.2

this procedure be exhausted, or no provision be made for such procedure, a court

may be approached for an appropriate order.

Questions, complaints or comments regarding any service delivery by the Department
of Agriculture may be made as follows:

E-mail us: info@elsenburg.com

Visit us: Muldersvlei Rd, Elsenburg Stellenbosch

Call us: 021 808 5111; (Monday - Friday 08:00am — 4.30pm

ACCESSIBILITY AND AVAILABILITY OF THIS MANUAL - Section 14(3)

The manual is available in English, for viewing between 8am and 4.30pm Mondays to
Fridays (excluding public holidays) at the office of the Deputy Information Officer Ms J

Isaacs at: Western Cape Department of Agriculture Muldersvlei Road Elsenburg.

The manual may be accessed online through the World Wide Web by

visiting the following web address: http://www.elsenburg.com
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APPENDIX A:

GUIDANCE ON ACCESS TO RECORDS THAT ARE NOT AUTOMATICALLY AVAILABLE

1 COMPLETION OF APPLICATION FORM, PAYMENT OF FEES and FORM OF ACCESS -
sections 18, 19, 22, 29 and 31.

1.1 Application form

o A prescribed form (aftached as FORM A) must be completed by the requester
and submitted to the Information Officer/Deputy Information Officer.

o If a requester cannot read or write or complete the form due to a disability,
the request may be made orally. The Information Officer/ Deputy
Information Officer will then complete Form A on behalf of the requester,
keep the original and give the requester a copy thereof.

o A request may be made on behalf of another person but then the

capacity in which the request is made must be indicated on Form A.

1.2 ees
) The fees for requesting and searching for a record, as well as making copies of
the record, are prescribed by the regulations made in ferms of PAIA. (Attached
as FEE SCHEDULE ) The following fees are payable:
o Request fee of R35.00 for each request;
o Access fee for the reasonable time spent to search for and prepare the
record, if it takes more than an hour to search and prepare arecord. A
deposit, of not more than a third of the total access fee, may be
required. However, the full access fee is payable before access is
granted; and

o For making copies of the record.

1.3 Applicants who are exempt from paying a request fee:

o A maintenance officer/investigator requesting access to a record for a
maintenance investigation or inquiry in ferms of the Maintenance Act, 1998 (or

regulations made in terms thereof.)
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1.3

1.4

2.1

2.2

A person requesting a record that contains his/her personal information.

Applicants who are exempt from paying an access fee:

A person requesting a record that contains his/her personal information.
A single person whose annual income does not exceed R14 712 per annum.
Married persons, or a person and his or her life partner whose annual income

does not exceed R27 192.

Form of access

A requester must indicate on Form A if a copy or an inspection of the record is
required.

o If a copy is required the requester must indicate the form thereof (e.g.
printed or electronic) and the preferred language (where the record is
available in more than one language). The Department does not
franslate records that are only available in one language.

The record will be provided in the requested format unless it is unpractical or it

will unreasonably interfere with the running of the Department’s business.

DECISION TO GRANT OR REFUSE ACCESS - Sections 25 and 26

Time period to make a decision

The Information Officer/ Deputy Information Officer must as soon as reasonably

possible after receipt of the R35 and the completed Form A, but at least within 30 days

of receipt thereof, decide whether to grant or refuse the request and notify the

requester of the decision.

Extension of time period

The Information Officer / Deputy Information Officer may extend the period of 30 days,

once for a further period of 30 days in the following circumstances:

the request is for a large number of records or requires a search through a large
number of records and attending to the request unreasonably interferes with the
department’s activities;

the request requires a search for records from an office that is not in the same
town or city as that of the Information officer/Deputy Information Officer;
consultation is required with other departments of the WCG or other public
bodies to decide upon the request; or

the requester consented to an extension.
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3.

3.1

3.2

3.3

RECORDS THAT CONTAIN INFORMATION OF THIRD PARTIES - sections 47, 48

Notification:
The Information Officer/Deputy Information Officer must take all reasonable steps to
inform a third party as soon as possible, but at least within 21 days, of receipt of any

request for a record that contains:

o a third party’s personal information;
o a third party’s trade secrets;
o a third party’s financial, commercial, scientific or technical information and

disclosure would likely cause commercial or financial harm to the third party;

o information supplied by a third party in confidence and the disclosure would
prejudice or put the third party at a disadvantage in confractual or other
negotiations or commercial competition;

o information supplied in confidence by a third party and disclosure would (i)
amount to a breach of a duty of confidence owed to the third party in terms of
an agreement; or (ii) reasonably prejudice the future supply of similar information
which should, in the public interest, be supplied; or

o information about research being carried out by or on behalf of a third party
that would seriously disadvantage either the third party, the agent or the

research subject maftter.

Third Party representations and consent

Within 21 days of the nofification (3.1 above) a third party may either (i) make written or
oral representations to the Information Officer/ Deputy Information Officer why the

request should be refused; or (i) give written consent for the disclosure of the record.

Decision on representation for refusal

The Information Officer/ Deputy Information Officer must as soon as reasonable possible,
but at least within 30 days after the notification (3.1 above) decide whether to grant or
refuse the request for access and must noftify the third party concerned as well as the

requester of the decision.

INTERNAL APPEAL - sections 74 and 75
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4.1

4.2

4.3

5.1

5.2

Requester
A requester may lodge an internal appeal, within 60 days after notice is given of a

decision by the Information Officer/Deputy Information Officer to:
o refuse a request for access (see 2 above);
o pay a fee (see 1.2 above);

o extend the period to give access (see 2.2 above).

Third party
A third party may lodge an internal appeal, within 30 days after notice is given of a
decision by the Information Officer/Deputy Information Officer to grant access to a

record that contains information about the third party (see 3 above).

Manner of internal appeadl

An infernal appeal is lodged by completing the prescribed form (Form B aftached)

and delivering or sending it to the Information Officer/ Deputy Information Officer.

APPLICATION TO COURT

A requester or third party may apply to court for appropriate relief if

o an internal appeal was lodged and the applicant remains unsatisfied with the

outcome of the internal appeal ; or

The application to court must be made within 180 days after being informed of the

outcome of the internal appeal.
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APPENDIX B: SERVICE CHARTER

Western Caps
w Government
Agricultrs

BETTER [ggelcloy, [0 8

Service Delivery Charter

Western Cape Department of Agriculture

Developed to respect the Provincial Values of: Caring , Competence, Accountability, Integrity, Innovation and Responsivermenss

Our culture and values: An open opportunity society for all

The Western Cape Department of Ag Iture is committed through this Servic

The deliver ervices in a rdance with thi

BETTER TOGETHER.
ed service standards is subject to a sustainable and consistent energy supply and availability of water.

Charter to provide you with the quality services you deserve. Let’s make service delivery

VISION: A united, responsive and prosperous agricultural sector in balance with nature.

You have the right to:
Be treated with courtesy and respect and in a dignified manner at all times @ We will respond to all our e-mails within 48 hours.
Be consulted about your service needs and the level and quality of service

expectations.

Full information upon request in an open and transparent manner.

Access prompt and efficient service in accordance with the service delivery standards.
An apology for and redress should any service lapses occur.

An assurance of value for money in all services provided.

We expect you to:

Be civil, courteous and respect the dignity of our official(s) who render the service to

you.
Be honest in your deliberations with us.

Qur Committment:

& We will answer telephone calls within five rings. Missed calls or voice mails will be

officials’ computer.

days.

responded to within 12 working hours after automatic registering thereof on the

& When you write to us we will acknowledge receipt of your letter within 3 working

@ We will send a reply within 10 working days. If we cannot give a reply within ten

working days we will explain why and tell you when you can expect a reply.

& When you send in an application or request, we will provide a fair and objective
assessment based on the information submitted.

Submit full and accurate information accompanied by recently certified copies of

documentation needed or requested.

& We will give you informed, useful, usable and constructive feedback.

Make yourself available as well as be willing to undergo empowerment programmes

agreed upon.

Embark on active application and implementation of plans, initiatives and advice

received from the Department.

& All complaints and correspondence pertaining to agricultural matters made to the

Minister of Economic Oppertunities by clients will be responded to in an efficient

manner within 3 weeks after receipt thereof.

ACCESSIBILITY: Our buildings are accessible for people with disabilities.

For your nearest agricultural service point, please dial the numbers or visit our website mentioned at the

bottom of this page

Our Service Delivery Standards

Farmer Support and Development Services:

Extension and advisory services will be provided to
all farmers within 15 days of receipt of a reguest or in
accordance with a continuous demand driven plan

Support to smallholder and commercial farmers
through sustainable development within agrarian
reform initiatives will be facilitated, coordinated and
provided within 30 days after receipt of the request.

Applications relating to the implementation of the
Integrated Food Security Strategy of S.A. (IFSS) will
be responded to in accordance with the consulted and
predetermined rollout plan.

Engineering, Land Care, Land Use Services and
agricultural Disaster Management Services:

Recommendations regarding land use to prevent the
fragmentation of agricultural land in accordance with
applicable legislation will be provided to the relevant
authority within 60 days after receipt of the request.

Sustainable resource management solutions and
methodologies through the provision of  agricultural
engineering, Land Care services as well as technology
transfer to 80% of clients and partners, will be provided
within 30 days after receipt of a request.

Research, Technology and Development:

Cutting edge research to increase agricultural
production as well as technology to address challenges
of sustainability and climate change, will be provided to
all farmers and stakeholders on a continuous demand
driven and problem focussed basis.

Appropriate, new and adapted technology and
scientific information in the form of user-friendly
information packages, popular and scientific
publications, on-farm "walks and talks” and information
days, will be presented to the agricultural and agri-
business sector on a quarterly basis.

Veterinary Services:

Regulatory services in accordance with the relevant
and applicable legislation to prevent and control animal
diseases, facilitate export market access and to ensure
the safety of meat and meat products will be provided
to communities as well as the agricultural and agri-
business sector on a daily basis.

Agricultural Economics Services:

@ Marketing and agribusiness support services and
intelligence to enhance competiveness of the
agricultural and agri-business sector will be provided
to all farmers and stakeholders within 7 working days
after receipt of a request.

@ Production economics services to inform planning and
business management in support of optimal farming,
will be provided to farmers within 7 working days after
receipt of a request.

Structured Agricultural Education and Training:

@ Structured and accredited agricultural education
and training will be facilitated and provided on a
continuous and programmed basis to participants in
the agricultural sector.

Rural Development

@ Government services delivered in 16 prioritised rural
development nodes will be coordinated through
government and community structures which engage
every quarter to facilitate access to services.

@ Development initiatives to enhance the image and
socio- economic conditions of agri-workers will be
coordinated through partnerships and annual funding
allocation to projects.

@ The agri-worker referral system will provide agri-worker
access to the relevant government service provider
within 5 days of receipt of an agri-worker query.

@ The Agri Worker Household Census which provides
insight to developing responsive programmes
across government in rural areas in the province will
immediately be provided to government institutions
and stakeholders upon request thereof.

MAIN SERVICES TO CLIENTS
Governance

@ Provide and adhere to good corporate governance
principles and practices, including diligent
financial management, the application of fair
human resource management, the promotion of
appropriate communication with clients, other
Departments(National and Provincial level) and
African countries, within the context of the BATHO
PELE principles and Inter Governmental Relations
requirements,

Knowledge Development

@ Develop economically accountable and environmentally
sustainable cutting-edge technologies in all spheres of
agricultural production, processing and marketing with
due consideration of current and future needs of all
farmers and consumers nationally and internationally in
a changing environment, to enhance competitiveness
and to expand agricultural production for increased
growth and development as well as promoting
agricultural job opportunities.

Knowledge Transfer

@ Train prospective and current agriculturalists, farmers
and agri-workers in the agricultural sector and promote
career opportunities in agriculture.

@ Deliver a competitive and appropriate farmer support
service (including extension) to a broad spectrum of
clients, with emphasis on the emerging farming sector
on a geographically determined basis.

@ Provide agricultural economic information and services
for effective decision making in the agricultural and
agribusiness sector.

@ Provide information and services to increase the
efficient use of our agricultural water resources
espedially in view of the impact of climate change on
our Province.

Regulatory function

@ Monitor and minimise animal health risks as well as to
ensure food security by means of food safety and to
facilitate the export of animals and animal products.

@ Promote the conservation and sustainable use of the
environment, especially agricultural natural resources
(land and water) and to prevent the fragmentation and
rezoning of agricultural land.

Financial support for agriculture

® Manage and facilitate financial support for farmers at
all levels of production, including CASP, LandCare, land
protection subsidies, MAFISA, bursaries for agricultural
training and education as well as disaster relief funds as
allocated from time to time.

counts. We want to hear from you. You can tell us how we are doing and performing, of report poor serv
duet by requesting to see a supervisor. Or you €an contact our Communication unit

Head Office:
Tel: #27 21808 51 | Fax: +27 21808 5000

Private Bag X1, Elsenburg, 7607
Muldersviei Road, Elsenburg, 7607

Ministry of Economic Opportunities:

Tel: +27 21483 4218 | Fax: +27 21483 3890
Private Bag X9179, Cape Town, 8001

140 -142 Long eet, Cape Town, 8000

Office hours: 08:00 -16:30 (weekdays)
www.elsenburg.com | infc Isenburg.com
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Report any instances of fraudulent or rrupt
vities by contacting the National

srruption Hotline at: 0800 701 701 or
021 483 0901

Executive Autherity declaration:
I, Joyene Isaacs, commit my Department in terms of
the Public Service Regulations, 2016 Section 37, to adhere
to this Charter:

gt

22 September 2018

J Isaacs Date:




REQUEST FOR ACCESS TO RECORD OF PUBLIC BODY
(Section 18(1) of the Promotion of Access to Information Act, 2000 (Act No. 2 of 2000))
[Regulation 6]

FOR DEPARTMENTAL USE
Reference number:

Request received by (state
rank, name and surname of information officer/deputy information officer) on
(date) at (place).

Request fee (if any): R ..ccoooveieiiiiiiee,
Deposit (if any): R
Access fee: R o,

SIGNATURE OF INFORMATION
OFFICER/DEPUTY INFORMATION
OFFICER

A. Particulars of public body

The Information Officer/Deputy Information Officer:

B. Particulars of person requesting access to the record

(@) The particulars of the person who requests access to the record must be recorded
below.

(b) Furnish an address and/or fax number in the Republic to which information must be
sent.

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

Full names and surname:
Identity number:
Postal address:

Fax number:
Telephone number: E-mail address:
Capacity in which request is made, when made on behalf of another person:
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C.

Particulars of person on whose behalf request is made

This section must be completed only if a request for information is made on behalf of another
person.

Full names and surname:

Identity number:

D. Particulars of record

() Provide full particulars of the record to which access is requested, including the
reference number if that is known to you, to enable the record to be located.

(b) If the provided space is inadequate please continue on a separate folio and attach it
to this form. The requester must sign all the additional folios.

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

E. Fees

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

(b) You will be notified of the amount required to be paid as the request fee.

(c) The fee payable for access to a record depends on the form in which access is
required and the reasonable time required to search for and prepare a record.

(d) If you qualify for exemption of the payment of any fee, please state the reason
therefore.

Reason for exemption from payment of fees:

F.

Form of access to record

If you are prevented by a disability to read, view or listen to the record in the form of access
provided for in 1 to 4 hereunder, state your disability and indicate in which form the record is
required.

Disability: Form in which record is required:
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(@)

Mark the appropriate box with an "X".
NOTES:

Your indication as to the required form of access depends on the form in which the
record is available.

(b) Access in the form requested may be refused in certain circumstances. In such a
case you will be informed if access will be granted in another form.

(c) The fee payable for access to the record, if any, will be determined partly by the
form in which access is requested.

1. If the record is in written or printed form -
copy of record* inspection of record

2. If record consists of visual images -
(this includes photographs, slides, video recordings, computer-generated images,
sketches, etc.)
\view the images copy of the images* transcription of the

images™

3. If record consists of recorded words or information which can be reproduced in
sound -
listen to the soundtrack transcription of soundtrack*
(audio cassette) (written or printed document)

4. If record is held on computer or in an electronic or machine-readable form -
printed copy of record* printed copy of copy in computer

information derived from readable form*
the record* (stiffy or compact
disc)

*If you requested a copy or transcription of a record (above), do you wish [YES |NO
the copy or transcription to be posted to you?
A postal fee is payable.

Note that if the record is not available in the language you prefer, access may be granted in
the language in which the record is available.

In which language would you prefer the record?
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G. Notice of decision regarding request for access

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

How would you prefer to be informed of the decision regarding your request for access to the
record?

Signed at this day of 20

SIGNATURE OF REQUESTER / PERSON ON
WHOSE BEHALF REQUEST IS MADE
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APPENDIX D: FORM B

NOTICE OF INTERNAL APPEAL
(Section 75 of the Promotion of Access to Information Act, 2000 (Act No. 2 of 2000))
[Regulation 8]

STATE YOUR REFERENCE
NUMBER:

A. Particulars of public body

The Information Officer/Deputy Information Officer:

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

(@) The particulars of the person who is lodging the internal appeal, must be completed
below.

(b) Proof of the capacity in which appeal is lodged, if applicable, must be attached.

(c) If the appellant is a third person and not the person who originally requested the
information, the particulars of the requester must be stated at C below.

Full names and surname:

Identity number:

Postal address:

Fax number:

Telephone number: E-mail address:

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

C. Particulars of requester

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

Full names and surname:
Identity number
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D. The decision against which the internal appeal is lodged

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

Refusal of request for access.

Decision regarding fees determined in terms of section 22 of the Act.

Decision regarding the extension of the period within which 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 as
requested by the requester.

Decision to grant request for access.

E. Grounds for appeal

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

State the grounds upon which the internal appeal is based:

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

F. Notice of decision on appeal

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

State the manner:

Particulars of manner:

Signed at this day of 20

SIGNATURE OF APPELLANT
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FOR DEPARTMENTAL USE:
OFFICIAL RECORD OF INTERNAL APPEAL.:
Appeal received on (date) by
(state rank, name and surname of information officer/deputy information officer).
Appeal accompanied by the reasons for the information officer/deputy information officer's
decision and, where applicable, the particulars of any third party to whom or which the
records, submitted by information officer/deputy information officer on
(date) to the relevant authority.

OUTCOME OF APPEAL:

DECISION OF INFORMATION OFFICER/DEPUTY INFORMATION OFFICER
CONFIRMED/SUBSTITUTED BY NEW DECISION

NEW DECISION:

DATE RELEVANT AUTHORITY

DATE RECEIVED BY THE INFORMATION OFFICER/DEPUTY INFORMATION
OFFICER FROM THE RELEVANT AUTHORITY
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APPENDIX E: FEE SCHEDULE

Annexure A
GENERAL: VALUE-ADDED TAX

Public and private bodies registered under the Value-Added Tax Act, 1991 (Act No. 89 of 1991),
as vendors may add value-added tax to all fees prescribed in this Annexure.

PART I
FEES IN RESPECT OF GUIDE

1. The fee for a copy of the guide as contemplated in regulations 2 (3) (b) and 3 (4) (c¢) is R0,60 for
every photocopy of an A4-size page or part thereof.

PART 11
FEES IN RESPECT OF PUBLIC BODIES

1. The fee for a copy of the manual as contemplated in regulation 5 (c) is R0,60 for every photocopy
of an A4-size page or part thereof.

2. The fees for reproduction referred to in regulation 7 (1) are as follows:

R
(@) 0,60
For every photocopy of an A4-size page or part thereof !
(b)
For every printed copy of an A4-size page or part thereof held on a computer 0.40
or in electronic or machine-readable form !
()
For a copy in a computer-readable form on—
(i) stiffy disc 5,00
(iil)compact disc 40,00
(d)
(i)For a transcription of visual images, for an A4-size page or part thereof 22,00
(ii)For a copy of visual images 60,00
(e) (i) For a transcription of an audio record, for an A4-size page or part
thereof 12,00
(ii)For a copy of an audio record 17,00

3. The request fee payable by every requester, other than a personal requester, referred to in
regulation 7 (2) is R35,00.

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

R
(1) (a)For every photocopy of an A4-size page or part thereof 0.60
(b)For every printed copy of an A4-size page or part thereof held on a
computer or in electronic or machine-readable form 0,40
(c)For a copy in a computer-readable form on—

stiffy disc w 3,00
compact disc w 40,00
(d)(i)For a transcription of visual images, for an A4-size page or part
thereof 22,00
(ii)For a copy of visual images 60,00

(e)(i)For a transcription of an audio record, for an A4-size page or part
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thereof 12,00
(ii)For a copy of an audio record 17,00

( f)To search for and prepare the record for disclosure, R15,00 for each hour or part of
an hour, excluding the first hour, reasonably required for such search and
preparation.

(2)For purposes of section 22 (2) of the Act, the following applies:
(a)Six hours as the hours to be exceeded before a deposit is payable; and
(b)one third of the access fee is payable as a deposit by the requester.
(3)The actual postage is payable when a copy of a record must be posted to a requester.

PART II1
FEES IN RESPECT OF PRIVATE BODIES

1. The fee for a copy of the manual as contemplated in regulation 9 (2) (c) is R1,10 for every
photocopy of an A4-size page or part thereof.

2. The fees for reproduction referred to in regulation 11 (1) are as follows:

R
(a@)For every photocopy of an A4-size page or part thereof 1,10
(b)For every printed copy of an A4-size page or part thereof held on a computer or
in electronic or machine-readable form 0,75
(c)For a copy in a computer-readable form on—
(i)stiffy disc 7,50
(ii)compact disc 70,00
(d)(i)For a transcription of visual images, for an A4-size page or part thereof 40,00
(ii)For a copy of visual images 60,00
(e)(i)For a transcription of an audio record, for an A4-size page or part thereof 20,00
(ii)For a copy of an audio record 30,00

3. The request fee payable by a requester, other than a personal requester, referred to in regulation
11 (2) is R50,00.

4. The access fees payable by a requester referred to in regulation 11 (3) are as follows:

R

(1)(a)For every photocopy of an A4-size page or part thereof 1,10
(b)For every printed copy of an A4-size page or part thereof held on a

computer or in electronic or machine-readable form 0,75

(c)For a copy in a computer-readable form on—

(i)stiffy disc 7,50

(iil)compact disc 70,00

(d)(i)For a transcription of visual images, for an A4-size page or part thereof 40,00

(ii)For a copy of visual images 60,00
(e)(i)For a transcription of an audio record, for an A4-size page or part

thereof 20,00

(ii)For a copy of an audio record 30,00

( f)To search for and prepare the record for disclosure, R30,00 for each hour or part of
an hour reasonably required for such search and preparation.

(2)For purposes of section 54 (2) of the Act, the following applies:
(a@)Six hours as the hours to be exceeded before a deposit is payable; and
(b)one third of the access fee is payable as a deposit by the requester.
(3)The actual postage is payable when a copy of a record must be posted to a requester.
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