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SECTION A 

CONCISE GUIDELINES 
CONCI SE GUI DELI NES FOR ACCESS TO RECORDS OF THE CENTRAL UNI VERSI TY OF 
TECHNOLOGY, FREE STATE I N  ACCORDANCE W I TH THE PROMOTI ON OF ACCESS TO 
I NFORMATI ON ACT, ACT NO. 2  OF 2 0 0 0  
 
1 . I NTRODUCTI ON 
 
The Prom ot ion of Access to I nform at ion Act , Act  No. 2 of 2000 (hereinafter referred 
to as “ the Act ” ) , with the except ion of Sect ions 10, 14, 16 and 51, cam e into effect  
on 9 March 2001 and provides that  a person ( “ the requester” )  m ay apply for access 
to certain records of both pr ivate and public bodies. 
 
Sect ions 10, 14, 16 and 51 of the Prom ot ion of Access to I nform at ion Act , Act  No. 2 
of 2000, cam e into effect  on 15 February 2002. 
 
I n view of the fact  that  the Cent ral Universit y of Technology, Free State, in terms of 
the definit ions clause of the Act , is regarded as a “public body” , the Act  shall be 
discussed or referred to hereafter only to the extent  that  it  applies to a public body. 
The objects of the Act  are specified in Sect ion 9 of the Act , and state as follows:  
 
The objects of this Act  are – 
 
(a)  to give effect  to the const itut ional r ight  of access to – 
( i)  any inform at ion held by the State;  and 
 
( ii)  any inform at ion that  is held by another person and that  is required for the 
exercising or protect ion of any r ights;  
 
(b)  to give effect  to that  r ight  -  
 
( i)  subject  to just ifiable lim itat ions, including, but  not  lim ited to, lim itat ions 
aim ed at  the reasonable protect ion of pr ivacy, com m ercial confident ialit y 
and effect ive, efficient  and good governance;  and 
 
( ii)  in a m anner which balances that  r ight  with any other r ights, including the 
r ights in the Bill of Rights in Chapter 2 of the Const itut ion;  
 
(c)  to give effect  to the const itut ional obligat ions of the State of prom ot ing a 
hum an r ights culture and social j ust ice, by including public bodies in the 
definit ion of “ requester” , allowing them , am ongst  others, to access inform at ion 
from  private bodies upon com pliance with the four requirem ents in this Act , 
including an addit ional obligat ion for certain public bodies in certain instances 
to act  in the public interest ;  
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(d)  to establish voluntary and m andatory m echanism s or procedures to give 
effect  to that  r ight  in a m anner which enables persons to obtain access to 
records of public and private bodies as swift ly, inexpensively and effort lessly 
as reasonably possible;  and 



 
(e)  generally, to promote t ransparency, accountability and effect ive governance 
of all public and private bodies by, am ongst  others, em powering and 
educat ing everyone -  
 
( i)  to understand their r ights in term s of this Act  in order to exercise their 
r ights in relat ion to public and private bodies;  
 
( ii)  to understand the funct ions and operat ions of public bodies;  and 
( iii)  to effect ively scrut inise, and part icipate in, decision-m aking by public 
bodies that  affects their  r ights. 
 
The full text  of the Act , in English, is available on the I nternet  at  
ht tp: / / polit y.org.za./ govdocs/ legislat ion/ 2000/ index.htm l 
 
Sect ion 14(1)  of the Act  states that  “within six m onths after the com m encem ent  of 
this sect ion or the coming into existence of a public body, the inform at ion officer of 
the public body concerned m ust  com pile in at  least  three official languages a 
m anual, which m ust  contain extensive details, inter alia regarding inform at ion that  
a requester m ay need to enable him  or her to apply for access to a record in term s 
of the Act .”  
 
2 . APPLI CATI ON FORM 
 
The applicat ion form  LS226 (available in English, Afr ikaans and Sesotho)  can be 
com pleted elect ronically, after which it  can be printed. Hard copies of the 
applicat ion form  are also available by request  at  info@t fs.ac.za or at  telephone 
num ber + 27 51 5073911 and facsim ile num ber + 27 51 5073019. 
 
3 . FEES PAYABLE 
 
The applicat ion form  m ust  be com pleted in full in accordance with the inst ruct ions 
given on the form  and m ust  be accom panied by the prescribed fees payable. 
Access fees shall be determ ined by a num ber of variables, e.g. the form at  in which 
the record m ust  be m ade available, the t ime spent  in searching for the record, the 
volum inosity of the request , etc. 
 
The request  fee is a m inim um  fee payable for the subm ission of an applicat ion. 
This am ount  is current ly R39,90 ( thir t y nine rand and ninety cents)  per request  
payable by every requester, other than a personal requester, referred to in 
regulat ion 7(2)  of the Regulat ions regarding the prom ot ion of Access to I nform at ion 
Act , and is not  refundable. Request  fees are payable upon subm ission of the 
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request  form . An addit ional deposit  m ay be levied in certain cases, depending on 
the nature (volum e)  of the inform at ion requested, as well as the form at  in which it  
is requested. The deposit  shall be deducted from  the access fee, if applicable. 
Access fees are payable after a request  for access to a record has been 
processed, with the except ion of a record that  contains personal inform at ion of the 
requester, and provided that  the record is ready to be m ade available. Please note 
that  where at  all possible, a quotat ion for the access fees shall first  be furnished to 
the requester. 
Unt il further not ice, the following fees will be used as general guidelines for the 
calculat ion of access fees:  
 
Fees for reproduct ion 
 



The fee for a copy of the Manual as contem plated in Regulat ion 5(c)  of the 
Regulat ions regarding the Prom ot ion of Access to I nform at ion Act  is R0-68 for 
every photocopy of an A4-size page or part  thereof. 
 
For every photocopy of an A4-size page or part  thereof (colour copies will be 
quoted separately) :  R0-68 per black-and-white copy. 
 
For every pr inted copy of an A4-size page or part  thereof held on com puter or in 
elect ronic or m achine- readable form  (colour copies will be quoted separately) :  R0-  
46 per black-and-white copy. 
 
For a copy in com puter- readable form  on -  
 
( i)  st iffy disk:  R5-70 each;  and 
( ii)  com pact  disc:  R45-60 each 
 
For a t ranscript ion of visual im ages -  A4-size page or part  thereof:  R25-08 
For a copy of visual im ages:  R68-40 
For a t ranscript ion of an audio record -  A4-size page or part  thereof:  R13-68 
For a copy of an audio record:  R19-38 
Please note!  Value-added Tax ( “VAT” )  is included in all the above-m ent ioned fees. 
 
Access fees payable 
(Unless exem pted under sect ion 22(8)  of the Act ) :  
For every photocopy of an A4-size page or part  thereof (colour copies will be 
quoted separately) :  R0-68 per black-and-white copy. 
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For every pr inted copy of an A4-size page or part  thereof held on com puter or in 
elect ronic or m achine- readable form  (colour copies will be quoted separately) :  R0-  
46 per black-and-white copy. 
For a copy in com puter- readable form  on -  
( i)  st iffy disk:  R5-70 each;  and 
( ii)  com pact  disc:  R45-60 each 
 
For a t ranscript ion of visual im ages -  A4-size page or part  thereof:  R25-08 
For a copy of visual im ages:  R68-40 
For a t ranscript ion of an audio record -  A4-size page or part  thereof:  R13-68 
For a copy of an audio record:  R19-38 
 
To search for the record for disclosure purposes, excluding the first  hour, which is 
reasonably required for such a search and preparat ion:  R17-10 per hour or part  of 
an hour 
 
The actual postage fee is payable when a copy of a record m ust  be posted to a 
requester. 
 
For purposes of Sect ion 22 (2)  of the Act , the following applies:  
 
( i)  Six hours are the hours to be exceeded before a deposit  is payable;  and 
( ii)  One third of the access fee is payable as a deposit  by the requester. 
Please note!  Value-added Tax ( “VAT” )  is included in all the above-m ent ioned fees. 
 
4 . PAYMENT OF FEES 
 
Fees payable m ust  be deposited against  the ent it y/ account  num ber B0015044 in 
cash, by cheque or by postal order, at  the cashiers at  the following address (no 



credit  card paym ents are allowed) :  
 
Main Building 
20 President  Brand St reet  
Bloem fontein 
 
Direct  paym ents to the Cent ral Universit y of Technology, Free State can be m ade 
into the following bank account :  ABSA, Branch code:  334134, Account  num ber:  
470831901, Reference num ber:  B0015044. 
 
Office hours are Mondays t o Fridays from  8: 00 to 16: 30. The cashiers are open 
during lunch. 
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Paym ents m ade by m ail can be addressed as follows:  (Cheques/ bills m ust  be 
m ade payable to the “Cent ral Universit y of Technology, Free State” ) :  
 
Postal Address: 
 
The I nform at ion Officer 
c/ o The Regist rar 
Cent ral Universit y of Technology, Free State 
Private Bag X20539 
Bloem fontein 
9301 
 
( Please Note: No cash is to be sent  by m ail)  
 
5 . PROCEDURE FOR THE APPLI CATI ON FOR ACCESS TO I NFORMATI ON 
 
A requester m ust  subm it  the com pleted and signed applicat ion form , together with 
the access fee, by hand, by m ail or by facsim ile, to the Regist rar ’s Office. 
Applicat ion form s can also be subm it ted by e-m ail, e.g. as an at tached file, 
provided that  proof of paym ent  of the prescribed fees is included. The e-m ail 
address is info@t fs.ac.za. 
 
All applicat ions m ust  com ply with the requirem ents of Sect ions 11(1)  and 18 of the 
Act . Please note that  Sect ion 11 of the Act  expressly provides that  an applicat ion 
for access to inform at ion can inter alia be refused in the event  where the 
applicat ion does not  com ply with the procedural requirem ents of the Act . 
 
6 . TI ME LI MI TS FOR DEALI NG W I TH REQUESTS 
 
Sect ion 87 of the Act  provides that  in the first  twelve m onths after the Act  com es 
into effect , a public body m ust  grant  or refuse a request  for access to inform at ion 
within 90 days, and not ify the requester accordingly. I n the following twelve 
m onths, the 90-day period is reduced to 60 days. Thereafter it  is further reduced 
to 30 days. 
 
Should the Cent ral Universit y of Technology, Free State not  respond within the 
prescribed t ime lim its, a requester m ay deduce that  the Cent ral Universit y of 
Technology, Free State refuses to grant  access to the required inform at ion, and 
thereafter m ay bring the applicat ion to court . 
 
7 . PROVI DI NG ACCESS, AND THE FORMAT I N  W HI CH I NFORMATI ON MUST BE MADE 
AVAI LABLE 



 
Sect ions 29 to 31 of the Act  provide for the form at  in which a record m ust  be m ade 
available. 
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8 . REFUSAL TO GRANT ACCESS TO I NFORMATI ON 
 
A public body m ay legit imately refuse to grant  access to a record. The grounds for 
refusal are set  out  in Sect ions 33 to 45 of the Act . 
 
 
9 . APPLI CATI ON TO COURT 
 
Sect ions 78 to 82 provide for an applicat ion to court  to gain access to a record. 
1 0 . ENQUI RI ES 
 
Any enquir ies with regard to the Act  can be m ade by e-m ail to info@t fs.ac.za, 
by fax or in person, as indicated in this docum ent . 
 
1 1 . SUMMARY 
 
At  present  there is m uch uncertainty regarding certain provisions of the Act , 
even within the Departm ent  of Just ice (which was responsible for draft ing the 
Act ) . 
 
One of the m ost  problem at ic aspects is the uncertainty regarding the 
interpretat ion of Sect ion 3, which states that  the Act  applies to the records of 
the Cent ral Universit y of Technology, Free State regardless of when such 
records cam e into existence. 
 
Usually there is an assum pt ion against  ret rospect ivit y;  this part icular 
provision, however, creates exact ly the opposite im pression. 
 
Cent ral Universit y of Technology, Free State personnel are advised to 
provisionally accept  that  this part icular provision does indeed have 
ret rospect ive effect , unt il such t im e as our courts decide on the m at ter. 
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PROMOTI ON OF ACCESS TO I NFORMATI ON ACT: 
CENTRAL UNI VERSI TY OF TECHNOLOGY, FREE STATE 
 
I NFORMATI ON OFFI CER 
 
DEPUTY I NFORMATI ON OFFI CERS 
 

A. PROCESS 
 
 
RESPONSI BI LI TI ES 
 
1 . Deputy I nform at ion Officer ( Co- ordinat ion)  –  Registrar 
 
( i)  Prepare list  of autom at ically available records ( including procedures and fees 



for reproduct ion & m ailing) . 
( ii)  Com m unicate applicable procedures. 
( iii)  Receive requests. 
( iv)  Assist  requesters. 
(v)  Transfer requests, where necessary. 
(vi)  Extend period to deal with request , where necessary. 
(vii)  Adm inister requests (e.g. fee adm inist rat ion, correspondence) . 
(viii)  Seek legal advice. 
( ix)  Record all requests. 
(x)  Obtain records from  assistant  inform at ion officers. 
(xi)  Com m unicate (m ail)  records to requesters, or make records available for 
inspect ion. 
 
DEPUTY I NFORMATI ON OFFI CER 
( Com pliance)  
REQUESTER 
DEPUTY I NFO OFFI CER 
( Co- ordinat ion)  
LEGAL COUNSEL 
( Advice)  
ASSI STANT I NFO OFFI CERS 
( Search and preparat ion)  
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2 . Assistant  I nform at ion Officers ( Search and Preparat ion)  –  All f irst - line 
m anagers 
 
( i)  Search record. 
( ii)  Reproduce or prepare record. 
( iii)  Ensure correct ion of record. 
3 . Legal Services 
 
( i)  Provide legal advice with regard to disclosure or non-disclosure of a part icular 
record. 
( ii)  Advise on all categories of records available for inspect ion in term s of 
legislat ion other than Act  2 of 2000. 
 
4 . Deputy I nform at ion Officer ( Com pliance)  –  Execut ive Assistant  of the 
Principal/ Vice- Chancellor 
 
( i)  Provide report  to the Minister in accordance with sect ion 15 of the Act . 
( ii)  Provide report  to the Hum an Rights Com m ission in accordance with sect ion 32 
of the Act . 
( iii)  Ensure com pliance with the Act  and with inst itut ional procedures on the 
disclosure of inform at ion. 
 


