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> PROMOTION OF ACCESS TO INFORMATION ACT, 2000 (ACT NO.2 OF 2000)
(PAIA)

» The Free State department of Health is committed to compliance with the Constitution
and legislation which validates Batho Pele principles.

» The PAIA gives third parties the right to approach public (government) and private bodies
to request information held by them, which is required in the exercise and/or protection
of any rights.

» On request, the public or private body is obliged to release such information unless the
Act expressly states that the records containing such information may or must not be
released.

» This manual informs requestors of procedural and other requirements which a request
must meet as prescribed by the Act.

» This Manual is published by the Free State Office of Health in terms of section 14 of the
PAIA which gives effect to the provisions of section 32 of the Constitution that provides
for the right of access to information held by the State and to information held by another
person that is required for the exercise or protection of any right.

» The provision of any information in this manual, in addition to that specifically required in
terms of section 14 of the Act, does not create any contractual right or entitlement to
receive such information, other than as specified in the Act.

» The manual is compiled in accordance with section 14 of the Act as amended by the
Protection of Personal Information Act, 2013 (Act No. 4 of 2013) (POPIA). POPIA
promotes the protection of personal information processed by both public and private
bodies and includes certain conditions which establish minimum requirements for the
processing of personal information.

» This PAIA manual therefore contains information related to the submission of objections

to the processing of personal information and requests to delete or destroy personal
information or records as required in terms of POPIA.
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> AVAILABILITY OF MANUAL

This Manual will be updated as required. The latest copy of this manual is available on
the website of (www.health.fs.gov.za). Alternatively, this manual may be requested from
the Information Officer.
This Manual is made available in three official languages, namely; English, Sesotho and
Afrikaans.

» DEFINITIONS
“DIO” means Deputy Information Officer;
“FSPG” means the Free State Provincial Government;
“10” means Information Officer;
“official” means any person who works for or provides services to, or on behalf of the
Office of the Premier and receives or is entitled to receive any remuneration. This
includes permanent, contractual and part-time staff;
“OTP” means the Free State Department of Health;
“other requester’ means a requester, other than a personal requester, who is entitled
to request access to information pertaining to third parties.
“PAIA” means the Promotion of Access to Information, 2000 (Act No. 2 of 2000);
“personal requester’ means a requester who is seeking access to a record containing
personal information about the requester;
“POPIA” means the Protection of Personal Information,2013 (Act No.4 of 2013),
“record” means any recorded information, regardless of the form or medium in which it
is kept or stored, which is in the possession of or under the control of the Office of the
Premier, irrespective of whether it was originated by the Office of the Premier or not
“regulator” means Information Regulator;
“requester’ means any person making a request for access to a record of the

Department of Health and also includes any person acting on behalf of such a person
or requester.
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“the Act’” means the Promotion of Access to Information Act, 2000 (Act No. 2 of 2000).

» PURPOSE OF MANUAL

The purpose of this manual is to enable the public to-

access and understand the structure of the Office of the Department of Health and its
functions;

have access to documents, records and information that is already available for the
public on the FSPG website before submitting a PAIA request;

access all the relevant contact details of the persons who will assist the public with the
records that they need to access;

provide a description of the services available to members of the public from the Office
of the Department of Health, and how to gain access to those services;

provide guidance on how to make requests to the Office of the Department of Health for
access to information in terms of PAIA;

have access to and exercise any of the remedies available in terms of PAIA regarding
requests for access to information from the Office of the Department of Health, before
approaching the Regulator or the courts.

> FUNCTIONS AND THE STRUCTURE OF THE DEPARTMENT

VISION

> A long and healthy life for the free state community.

» MISSION

5.2.1. To Providing quality, accessible and comprehensive health services through a
family and community -based Primary Health Care (PHC) Approach to the Free State
community;

5.2.2. Optimally utilizing all its resources to provide the caring and compassionate
services; Empowering and developing all its personnel and stakeholders and;

5.2.3. Adopting evidence based and Information centered approach to planning and
decision making for the achievement of better health outcomes.
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» FUNCTIONS
The Free State Office of the Department of Health consists of four (8) programmes, namely:
» PROGRAMME 1: ADMINISTRATION

Purpose: The aim of the Programme is to render the overall management and administration
support to the Department.

Programme 1 has the following sub programmes:
» Office of the MEC

The office of the MEC delivers support to the MEC
> Management

The management sub-programme of the administration: programme 1 covers the following
directorates and chief directorates: Office of the HOD and FSDOH-executive management
and support; strategic support Monitoring & Evaluation, Monitoring & Evaluation, Health
Information Management and Research, Human Resources Management, SCM, Medical
Depot and Asset Management, Information, Communication and Technology,
Pharmaceutical Services, Security Administration Services, Public Relations,
Communication and Services Marketing and Special Programmes (gender, disability
management and youth development)

» PROGRAMME 2: DISTRICT HEALTH SERVICES (DHS)
programme purpose

This Programme is responsible for the rendering and the establishment of District Health
Services. The Programme provides District Management, Community Health Clinics,
Community Health Centres, Community Based Services, HIV/AIDS, Nutrition and District
Hospitals.

Programme 2 has the following sub-programmes:

District Management
Community Health Clinics
Community Health Centres
Community Based Services
HIV/AIDS

Nutrition

Coroner Services

District Hospitals

VVVVVVVY
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» PROGRAMME 3: EMERGENCY MEDICAL SERVICES (EMS)
Programme Purpose

The aim of Programme 3 is to provide Medical Rescue, Clinical and Transport support to
ensure that the patients are rapidly stabilised and transported to get the care they need within
the shortest possible time.

Programme Description

This programme has the following sub programmes:
» Emergency Transport
» Planned Patient Transport

The services rendered include:

» Pre-Hospital emergency care:

o Emergency Rapid Response Services

o Rescue Services

o Ambulance Services

o Aero medical services

» inter-facility medical care and transportation
» Planned Patient transport services

» Disaster Response Management

6.2.4. PROGRAMME 4: PROVINCIAL HOSPITALS SERVICES
Programme Purpose

The aim of the Programme is the overall management, monitoring and rendering of Level 2
and Psychiatric services in the Free State, based on district health system.

Programme 4 has the following sub-programmes
» General Hospitals

» Public-private Partnership
»  Psychiatric/Mental Hospitals
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6.2.5. PROGRAMME 5: CENTRAL HOSPITALS SERVICES
Programme Purpose

The aim of Programme 5 is to manage, monitor, organise and render Level Ill and IV tertiary
services in the Free State Province and also training, education, research service and
service delivery of the medical school and other schools in the faculty.

It has the following sub-programmes:

a) Central Hospital Services (Universitas Academic Hospital)
b) Public Private Partnership
c) Provincial Tertiary Services.

6.2.6. PROGRAMME 6: HEALTH SCIENCES AND TRAINING (HST)
Programme Purpose

The Programme is primarily responsible to provide training to Emergency Medical and
Nursing personnel (Primary Health Care training included), as well as promoting research
and development of health systems.

Programme 6 consists of 5 sub-programmes:

Nurse Training Colleges
EMS Training College
Bursaries

Primary Health Care Training
Training, Other.

VVVVY

6.2.7. PROGRAMME 7: HEALTH CARE SUPPORT SERVICES (HCSS)
Programme Purpose

The aim of this programme is to render the support services required by the Department to
fulfil its aims.

Programme 7 consists of the following programmes:
» (OLaundries

> OOrthotic and Prosthetic
» [OMedicine Trading Account
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6.2.8. PROGRAMME 8: HEALTH FACILITIES MANAGEMENT (HFM)
Programme Purpose

OThe programme is responsible for the provision of adequate health facilities and
infrastructure.

Programme 8 consists of 3 sub-programmes:

» [ Community Health Facilities
» [ODistrict Hospital Services
» OProvincial Hospital Services

> KEY CONTACT DETAILS FOR ACCESS TO INFORMATION

» Chief Information Officer:

Email: hodpa@fshealth.gov.za

> Deputy Information Officer:

Position: Director Legal Services

Email: paiarecords@fshealth.gov.za
» Offices:

Physical Address: 4t Floor

Bophelo House

Corner of Harvey Road and Charlotte Maxeke Street
Bloemfontein

9300
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» ACCESS TO RECORDS HELD BY FREE STATE DEPARTMENT OF HEALTH

Records held by the Department may be accessed on request only once the requirements for
access have been met.

» THE REQUEST PROCEDURE

> A requester must comply with all the procedural requirements contained in the Act relating
to a request for access to a record.

» A requester must complete the prescribed form enclosed herewith (Form A) and submit this
form accompanied by the requisite request fee payable and a deposit, if applicable, to the
Information Officer at the postal or physical address or electronic mail address provided in
this manual.

»  The prescribed form (Form A) must be filled in with enough particularity to at least enable
the Information Officer to identify the following:

The record or records requested,;

The identity of the requester;

The form or nature of access is required; and

The postal address or email address of the requester.

VVVYV

> The Department will process a request within 30 (thirty) days. This period may be extended
in accordance with section 26 of the Act if need be.

» The requester will then be informed in writing whether access has been granted or denied.

> A requester may be given access to the requested records held by the Department if:

> the requester complies with all procedural requirements in the Act relating to the
request for access to that record; and
> access for that record is in terms of the requirements of the Act.
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» NATURE OF THE REQUEST

»

The requester must comply with the following:

>

A requester must use the form that has been printed in the Government Gazette
[Government Notice R 187 - 15 February 2002] (Form A);

The requester must also indicate if a copy of the record is required or if they seek
permission to peruse the record or alternatively, if the record is not a document, it
can then be viewed in the requested form, where possible [section 29(2)];

If a requester asks for access in a particular form, then the requester should get
access in the manner and form that has been requested unless doing so would
interfere unreasonably with the running of the department, damage the record or
infringe a copyright not owned by the State.

If, for practical reasons, access cannot be given in the required form but in an
alternate manner, then the fee will be calculated according to the form in which the
requester first requested the record [section 29(3) and (4)];

If, in addition to a written reply to their request for the record, the requester wants
to be told about the decision in any other way, e.g. telephone, this must be indicated
[section 18(2)(e)];

If a requester is asking for the information on behalf of somebody else, the capacity
in which the request is being made should be indicated [section 18(2)(f)]; and

If a requester is unable to read or write, or has a disability, then he/she can make
the request for the record orally. The information officer must then fill in the form on
behalf of such a requester and give him/her a copy [section 18(3)].

» FORMS OF ACCESS

>

There are two types of fees required to be paid in terms of the Act which are the
request fee and the access fee [section 22]

A requester, who seeks access to a record containing their own personal
information, is not required to pay the request fee.

Every other requester, who is not a personal requester, must pay the required
request fee.
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The Information Officer must notify the requester (other than a personal requester)
by written notice, requiring the requester to pay the prescribed fee (if any) before
further processing the request.

The requester may lodge an internal appeal, where appropriate, or an application to
the court against the tender or payment of the request fee.

After the Information Officer has made a decision on the request, the requester must
be notified of such a decision in the way in which the requester wanted to be notified
in.

If the request is granted then a further access fee must be paid for the search,
preparation, reproduction, and postage (if applicable) and for any time that has
exceeded the prescribed hours to search and prepare the record for disclosure.

DESCRIPTION OF ALL REMEDIES AVAILABLE IN RESPECT OF AN ACT OR A
FAILURE TO ACT BY THE DEPARTMENT

>

>

If one is not satisfied with a decision of the Information Officer/ Deputy Information
Officer, one has the right to lodge an internal appeal to the Relevant Authority and
if not satisfied with the decision of the Relevant Authority, one can either send a
complaint to the Information Regulator or apply to a court for relief.

Internal Appeal

(i) The internal appeal must be lodged with the relevant authority (DIO)

(i) The appeal must be lodged within 60 days of the decision of the Information
Officer/ Deputy Information Officer;

(iii) The appeal must be submitted to the Deputy Information Officer on the Internal
Appeal Form, “Form 4” (Internal Appeal form);

(iv) The form is available upon request from the Deputy Information Officer or from
the Department’s website at: (www.health.fs.gov.za)

(v) The Deputy Information Officer will help and guide the requestor through the
process of lodging an appeal.

> Complaint to the Information Regulator

() The complaint to the Information Regulator must be lodged by completing a
“Form 5" and sending it to the Information Regulator,

(i) This must be done within 180 calendar days of the relevant authority’s decision;
and
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(i) The Information Regulator will assist and guide the requestor through the
process of lodging the complaint.

> Application to Court.

(i) The application to court must be lodged within 180 calendar days of the decision
of the relevant authority or that of the Information Regulator;

(i) Every Magistrates Court has jurisdiction to hear the PAIA application; and

(i) The Clerk of the Court shall help and guide you through the process of lodging
an application to court.

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

>

>

In terms of section 10(1) of PAIA, the Regulator is required to compile, in each official
language, a guide containing such information in an easily comprehensible form and
manner, as may be required by a person who wishes to exercise any right
contemplated in PAIA and POPIA. The Regulator must ensure that:

The Guide is available in each of the official languages and contains a description
of-

(i) the objects of PAIA,

(i) the postal and street address, telephonic details and electronic mail address of-
a. the Information Officer of every public body, and
b. every Deputy Information Officer of every public and private body
designated in terms of section 17(1) of PAIA.

(iii) The manner and form of a request for -
a. access to a record of a public body contemplated in section 11; and
b. access to a record of a private body contemplated in section 50;

(iv) The assistance available from the Information Officer of a public body in terms of
PAIA;

(v) The assistance available from the Regulator in terms of PAIA;

(vi)All remedies in law available regarding an act or failure to act in respect of a right
or duty conferred or imposed by PAIA, including the manner of lodging-
a. aninternal appeal;
b. acomplaint to the Regulator; and
c. an application with a court against a decision by the information officer of a
public body, a decision on internal appeal or a decision by the Regulator or
decision of the head of a private body;
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(vii) The provisions of sections 14 and 51 requiring a public body and private body,
respectively, to compile a manual, and how to obtain access to a manual;

(viii) The provisions of sections 15 and 52 providing for the voluntary disclosure of
categories of records by a public body and private body, respectively;

(ix) The notices issued in terms of sections 22 and 54 regarding fees to be paid in
relation to requests for access; and

(x) The regulations made in terms of section 92.

> INSTITUTIONS FALLING UNDER THE DEPARTMENT

a)

1.

Regional Hospitals

Bongani Regional Hospital

Boitumelo Regional Hospital

Dihlabeng Regional Hospital

Mofumahadi Manapo Mopeli Regional Hospital

Tertiary Hospitals

. Pelonomi Hospital

Universitas Academic Hospital

District Hospitals / Complexes

. Elizabeth Ross District Hospital

Katleho/Winburg District Hospital
Metsimaholo/Parys District Hospital Complex
Phekolong/Nketoana District Hospital Complex

Thebe/Phumelela District Hospital Complex

Page 14 of 21



PAIA Manual: Free State Department of Health

6. Thusanong/ Nala/Mohau District Hospital Complex

7. Tokollo/Mafube District Hospital Complex

8. Moroka/Mantsopa Hospital Complex

9. Botshabelo District Hospital

10. Phuthuluha/ltemoheng/ DJ Newberry Hospital Complex
11. Embekweni/Stoffel Coetzee Hospital Complex

12. Diamant District Hospital

13.National District Hospital

e) Specialized Hospitals

Free State Psychiatric Complex

f) Other Structures

Free State College of Emergency Care;
Community Health Care Centers and Clinics;
Free State School of Nursing;

Medical depot;

Laundry services.

U S L

g) Boards and Councils

Hospital Boards

Mental Health Review Board

Free State School of Nursing Council

Free State School of Nursing Senate

Free State College of Emergency Care Council
Free State College of Emergency Care Senate

Rl e
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> RECORD SUBJECTS AND CATEGORIES (SECTION 14)

The following applies:

DESCRIPTION OF RECORDS THAT ARE NOT AUTOMATICALLY AVAILABLE AND FOR
WHICH MAY BE APPLIED IN TERMS OF THE PROMOTION OF ACCESS TO
INFORMATION ACT.

Minutes of all meetings (management, staff, committees and Boards)
Employee Employment records

All Medical records

Ambulance records

Contracts, service level Agreements and Transversal Contracts
Investigation and disciplinary reports

Bid documents and other supply chain documents

Internal submissions, circulars and documents

Learner / student academic results

All registers (i.e. assets, loss, donation and visitor access control)
Postmortem reports

Health Hotline reports

National Anti-corruption Hotline reports

Presidential hotline reports

Private Hospital license applications

Private Hospitals inspection reports

> CATEGORIES OF RECORDS WHICH ARE AVAILABLE WITHOUT A PERSON HAVING

TO REQUEST ACCESS IN TERM OF THE PROMOTION OF ACCESS TO INFORMATION

ACT.

The Minister must in terms of Section 15(2) of the Promotion of Access to Information Act
publish in the Government Gazette a notice of records that are automatically available.

The Request to complete forms for Road Accident Fund (RAF1) and for Insurance purposes

may be requested directly from the Institutions.
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DESCRIPTION OF CATEGORY OF RECORDS
AUTOMATICALL AVAILABLE IN TERMS OF
SECTION 15(1)(a) OF THE PROMOTION OF
ACCESS TO INFORMATION ACT, 2000

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

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

Departmental policies, legislations and
regulations

Annual reports

Strategic Plans (Annual performance
Plans)

Employment Equity plans

Employment Equity Reports

Human Resources Management Plan
Court decisions

Arbitration awards

Department’s Contact numbers
Departmental or Government Forms
MEC Speeches and Budget vote
Newsletters, posters and Publications
Health Pamphlets

Customer satisfaction statistics and
reports

Statistics regarding grievance lodged
Bargaining Chamber Resolutions
Media enquiries and responses

Health Guidelines

Standard operating procedures

List of non-Governmental
Organizations working with  the
Department.

e The records may be inspected
after an arrangement has been
made  with  the Deputy
Information Officer and / or were
available by visiting
www.fshealth.gov.za.

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

Duplicate qualification certificates
Free State College of emergency Care
standard operating procedures

« By requesting those through the
Principals of Schools of Nursing
and College of Emergency Care
and on payment of fees
prescribed by the colleges.

FOR COPYING INTERMS OF SECTION 15(1)(a)(ii):
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Student own academic records or
results

records the
college

academic
school or

For
relevant
principal must be contacted.

o Departmental policies and regulations
¢ Annual reports e The records may be obtained on
e Strategic Plans (Annual performance request in writing to the Deputy

Plan) Information  Officer and on
e Employment Equity plans payment of the fees prescribed /
« Department's Contact numbers alternatively they may be
 Departmental Forms downloaded by visiting
« MEC Speeches w.health.fs.qov.za where
o Newsletters, posters and Publications applicable.
¢ Health Pamphlets
e Bargaining Chamber Resolutions
e Media enquiries and responses
¢ Health Guidelines
e Standard operating procedures

AVAILABLE FREE OF CHARGE IN TERMS OF SECTION 15(1)(a)(iii):

e Colleges brochures e By visiting the Schools of
e Colleges prospectus Nursing and college of
o Contact numbers emergency or the Department
e MEC Speeches and requesting them at
o Newsletters, posters and Publications reception.
e Health Pamphlets and posters

> DESCRIPTION OF THE SERVICES AVAILABLE TO MEMBERS OF THE PUBLIC AND

HOW TO GAIN ACCESS TO THESE SERVICES.

The services rendered by the FSDOH are health care services that are available at the
Regional and District Hospitals, the Clinics and other facilities referred to in Paragraph 4

herein above.

» ARRANGEMENTS IN TERMS OF SECTION 14(1)(G) OF THE PROMOTION OF ACCESS

TO INFORMATION ACT (PUBLIC INVOLVEMENT IN THE FORMULATION OF POLICY).

When decisions are taken by the FSDOH, the FSDOH will comply with the provisions of the
Promotion of Administrative Justice Act and allow persons whose rights are affected to make
representations (i.e. public hearings or notice and comment procedure) prior to a decision

being taken by the FSDOH.
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> UPDATING AND AVAILABILITY OF THE MANUAL

The Manual will, if necessary be updated at intervals of not more than a year in line with the

requirements of the Act.

The Manual is available as prescribed by the Legal Deposit Act and is obtainable on the
website of the FSDOH (www.health.fs.gov.za) and submitted to the South African Human

Right Commission.

> PROCESSING OF PERSONAL INFORMATION

> DESCRIPTION OF THE CATEGORIES OF DATA SUBJECTS AND OF THE

INFORMATION OR CATEGORIES OF INFORMATION RELATING HERETO

RECIPIENTS OF

interns, apprentices and
learners)

Related persons to
data subject
Contact details;
Physical address;
Educational,
employment and
criminal history;
Biometric information;
Bank account
information;
Performance reports

TYPE OF DATA SUBJECT ";';%'Zﬁg;‘:n"' INFORMATION OR
CATEGORIES OF
RECIPIENTS
e Names; Relevant Provincial
¢ Identity numbers; and National
e Gender; Government
e Race; Departments and their
o Age; Agents;
e Cultural background; | South African
e Ethnic and social | Qualifigations
Natural persons ongin, gu”};rﬁ’. Poli
(Prospective and current  Nationality; CUSIAHCNEONCS
employees, service providers, e Religion; Services;

Security screening and
vetting agencies
Parties or entities
conducting
investigations;

Credit Bureaus
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» PLANNED TRANS-BORDER FLOWS OF PERSONAL INFORMATION

> Section 72 of the POPI Act provides that Personal Information may only be
transferred out of the Republic of South Africa if the —

> the recipient country can offer such data an “adequate level” of protection. This
means that its data privacy laws must be substantially similar to the conditions for
lawful processing as outlined in Chapter 3 of the POP! Act; or

> the Data Subject consents to the transfer of their Personal Information; or

> the transfer is necessary for the performance of a contractual obligation between
the Data Subject and the Responsible Party; or

> the transfer is necessary for the performance of a contractual obligation between
the Responsible Party and a third party, in the interests of the Data Subject; or

> the transfer is for the benefit of the Data Subject, and it is not reasonably

practicable to obtain the consent of the Data Subject, and if it were, the Data
Subject, would in all likelihood provide such consent.

> Presently, the Free State Department of Health has no planned trans-border Flows
of Personal Information.

> GENERAL DESCRIPTION OF INFORMATION SECURITY MEASURES TO BE
IMPLEMENTED BY THE RESPONSIBLE PARTY TO ENSURE THE CONFIDENTIALITY,
INTEGRITY AND AVAILABILITY OF THE INFORMATION

> The Department has secured the integrity and confidentiality of personal
information in its possession or under its control by taking appropriate, reasonable
technical and organisational measures to prevent loss of, or damage to, or
unauthorised destruction, unlawful access to, or processing of personal
information.

> The Department has put in place security protocols to safeguard personal
information from being unlawfully accessed. The Department envisages the
enhancement of Information Security Measures by:

> Ensuring that the correct classification of information is recorded as employee
data is classified as ‘personal information’ or ‘special personal information’;
> Ensuring that security protocols are enhanced to guard against unauthorised

access to information by implementing computer and network security
measures such as passwords, installing firewalls and antivirus protection,
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> Ensuring data protection through data encryption and redaction of personal
information, securing laptops and computers through passwords or biometrics
and securing the Virtual Private Network (VPN);

> Ensuring that there are protocols in place that will notify employees or other
persons when their personal information has been compromised, or when there
is a breach of privacy in relation to the personal information concerned; and

> Ensuring that stricter security protocols are adopted to restrict access by third
parties, the office environment, computer network, system, application
software, data or another resource.

» ACCOUNTABILITY i
!

> The Information Officer appointed by the Free State Department of Health in terms
of PAIA will be responsible for ensuring that the information protection principles
within POPI Act and the controls that are in place to enforce them are complied

with by:

> Developing suitable policies and systems for the management and processing
of personal information within the relevant units within the Department of health;

> Ensuring that policies and systems are understood, embraced and complied
with;

> Ensuring that staff members are properly equipped and trained to com'ply with
POPIA;

> Regularly monitoring and reviewing the effectiveness of policies and systems.

For office use only:

Approval of this Manual by the Deputy Information Officer:

Date: O%f/f)%[/;l@l5

o
Signature: ‘('%O
Lx
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