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1. LIST OF ACRONYMS AND ABBREVIATIONS

"CEO" Chief Executive Officer

"DIO" Deputy Information Officer

"10" Information Officer

"JHC" Johannesburg Housing Company NPC

"MAM" Makhulong A Matala Community Development Services NPC

"Minister" Minister of Justice and Constitutional Development

"PAIA" Promotion of Access to Information Act No. 2 of 2000 (as
amended)

"POPIA™ Protection of Personal Information Act No. 4 of 2013

"Regulator” Information Regulator

"Republic" Republic of South Africa

2. MAKHULONG A MATALA COMMUNITY DEVELOPMENT SERVICES NPC AND THE

JHC GROUP

Makhulong A Matala Community Development Services NPC ("MAM") is a wholly-owned

subsidiary of the Johannesburg Housing Company NPC ("JHC") and forms part of the JHC

Group. MAM was established to provide community development services - including social

support, skills development and community building programmes - to residents and

communities in the areas where JHC operates.

MAM does not maintain its own head office. All records held by MAM are maintained at the

offices of JHC at 141 Lillian Ngoyi Street, Newtown, Johannesburg 2001. All PAIA requests in

respect of MAM must be directed to the PAIA Request Administrator at that address.

Further information about MAM's programmes and activities is available at www.jhc.co.za.

3. PURPOSE OF THIS PAIA MANUAL

This manual is useful for members of the public to:




4.

» check the categories of records held by MAM which are available without a formal

PAIA request;

» understand how to make a request for access to a record of MAM, by providing a

description of the subjects and categories of records held;

» identify which records are available under other legislation;

» obtain the contact details of the Information Officer and Deputy Information Officer;

» access the guide on how to use PAIA, as updated by the Regulator;

» understand how MAM processes personal information, including the purpose of such

processing and the categories of data subjects;

» know the recipients or categories of recipients to whom personal information may be

supplied;

+ know whether MAM transfers personal information outside the Republic of South

Africa; and

+ know what security measures MAM has in place to protect personal information.

INFORMATION REQUIRED UNDER SECTION 51(1)(a) OF THE ACT

Designated Head (Head of Private
Body):

Mr Lungisani Ntuli

E-mail
Head:

address of Designated

lungisani.ntuli@jhc.co.za

Information Officer:

Tumi Pambo

E-mail address of Information

Officer:

tumi.pambo@jhc.co.za

Deputy Information Officer:

Juanita Prinsloo

E-mail address of Deputy IO:

juanita.prinsloo@jhc.co.za

PAIA Request Administrator:

Mamosa Nonyane

E-mail (submit Form 2 to):

mamosa.nonyane@jhc.co.za

Postal Address:

PO Box 61738, Marshalltown 2107

Street Address:

141 Lillian Ngoyi Street, Newtown, Johannesburg
2001




Telephone: 010 593 0200

Website: www.jhc.co.za (JHC Group website)

Note: Form 2 requests for access to records must be submitted to the PAIA Request
Administrator (Mamosa Nonyane) for the attention of the Information Officer. The legal

responsibility for PAIA compliance rests with the Designated Head and the Information Officer.

5. DESCRIPTION OF GUIDE REFERRED TO IN SECTION 10

The Information Regulator has, in terms of section 10(1) of PAIA (as amended), updated and
made available a guide on how to use PAIA (the "Guide"), in an easily comprehensible form
and manner, as required by a person wishing to exercise any right contemplated in PAIA or

POPIA. The Guide is available in each of the official languages and in braille.

In terms of Regulation 3(3), MAM makes a copy of the Guide available for inspection at the
JHC offices during normal business hours in the following two official languages: English and

isiZulu.

The Guide may be obtained from:
+ the Information Regulator's website at www.inforegulator.org.za;
+ the offices of the Information Regulator during normal working hours; or
+ JHC's offices at 141 Lillian Ngoyi Street, Newtown, Johannesburg, upon request to the

Information Officer.

Contact details of the Information Regulator:

Physical address: Woodmead North Office Park, 54 Maxwell Drive, Woodmead,
Johannesburg

Postal address: PO Box 31533, Braamfontein, Johannesburg, 2017

Telephone: 010 023 5200

Toll free: 0800 017 160

Email: enquiries@inforegulator.org.za

Website: www.inforegulator.org.za




6. RECORDS AVAILABLE IN TERMS OF OTHER LEGISLATION

The following records are held by MAM in terms of, or are regulated by, legislation other than

PAIA:

Category of Records

Applicable Legislation

Memorandum of Incorporation, NPC

registration and governance records

Companies Act, No 71 of 2008 / Non-Profit
Organisations Act, No 71 of 1997

Annual financial statements and audit

records

Companies Act, No 71 of 2008 / Tax

Administration Act, No 28 of 2011

PAYE, UIF, SDL and

records

income tax

Income Tax Act, No 58 of 1962 / Unemployment
Insurance Act, No 63 of 2001 / Skills Development
Levies Act, No 9 of 1999

Employment contracts, payroll, leave

and disciplinary records

Basic Conditions of Employment Act, No 57 of
1997 / Labour Relations Act, No 66 of 1995

Employment equity plans and reports

Employment Equity Act, No 55 of 1998

Occupational health and safety records

Occupational Health and Safety Act, No 85 of
1993

Skills development plans and levy

records

Skills Development Act, No 97 of 1998 / Skills
Development Levies Act, No 9 of 1999

B-BBEE certificates and compliance

records

Broad Based Black Economic Empowerment Act,
No 53 of 2003

Non-profit compliance and NPO

registration records

Non-Profit Organisations Act, No 71 of 1997

POPIA processing records, consent

records, breach and security records

Protection of Personal Information Act, No 4 of
2013

PAIA manual

records

and PAIA request

Promotion of Access to Information Act, No 2 of
2000

Preferential procurement and supply

chain records

Preferential Procurement Policy Framework Act,
No 5 of 2000




7. RECORDS AUTOMATICALLY AVAILABLE

In terms of section 52(1) of PAIA, MAM voluntarily makes certain categories of records
available to the public without the need for a formal PAIA request. No notice has been
submitted to the Minister of Justice and Constitutional Development in terms of section 52(2)
of PAIA. The categories of records voluntarily made available are set out in Appendix A to this

manual.

General information about MAM's programmes and the JHC Group is available at

www.jhc.co.za.

8. SUBJECTS AND CATEGORIES OF RECORDS HELD BY MAM

The subjects on which MAM holds records and the categories of records held on each subject,
in terms of section 51(1)(e) of PAIA, are listed below. Access to these records may be refused
on the grounds set out in sections 62 to 69 of PAIA, read with section 70, which provides for
mandatory disclosure in the public interest, and subject to any applicable partial-access

provisions:

8.1. Compliance

* B-BBEE compliance records

+ Legislation compliance records

* Non-profit organisational compliance records
» Regulatory reports and submissions

* Policies and procedures

+ POPIA compliance, breach and information security records

8.2. Corporate Governance

» Company registrations and corporate records (including Memorandum of Incorporation
and director records)

* Annual returns and statutory compliance records

* Board minutes and administration

» Company directorships

» Strategic management records

8.3. Finance



Financial statements and audit records
Budgets and financial projections
Funders and donors records

Funding proposals and grant agreements
Insurance records

Management accounts

Salary and payroll administration

Tax records

Treasury management records

. Human Resources

Disciplinary records

Job profiles

Performance management records
Staff benefits and incentives records
Staff list

Training and skills development records

Employment equity records

. Community Development

Community building initiatives and outreach records
Programme participant and beneficiary records
Funding proposals and programme reports

Tenant bursary records

Tenant and community support services records
Partnership and stakeholder engagement records

Monitoring and evaluation records

. Procurement

Procurement agreements and service provider contracts

Compliance documentation of service providers

Procurement proposals and tenders



9. PURPOSE OF PROCESSING OF PERSONAL INFORMATION

MAM processes personal information for the following purposes:
* To support recruitment and management of staff
* To support the delivery of community development programmes and services to
beneficiaries
» To support engagement with funders and donors
» To support engagement with service providers
* To support relationships with statutory and other authorities
* To support programme monitoring, evaluation and reporting

» To comply with legal and regulatory obligations

10. DATA SUBJECTS: CATEGORIES AND THEIR PERSONAL INFORMATION

Category of Data Personal Information that may be processed
Subject
Employees Full names; identity/passport number; contact details

(residential address, email, telephone); CV and qualifications;
tax number; banking details; payroll and salary records; leave
records; performance reviews; disciplinary records; medical
aid and pension details; job profile; training records;

employment contract; employment equity data

Community Full names; identity/passport number; contact details;
development household and demographic information relevant to
beneficiaries and programme eligibility; programme participation records;

programme participants | bursary application and award records; community support

service records

Funders and donors Organisation or individual name; contact details; funding

agreement records; correspondence; grant reporting records

Service providers and Company/entity name; registration number; VAT number; B-
contractors BBEE certificate details; directors' details and contact
information; banking details; tax compliance status; contracts
and SLAs




Statutory and other

authorities

records

Contact details; regulatory correspondence and submission

General public

Names and contact details submitted via general enquiry

correspondence

11. PLANNED RECIPIENTS OF PERSONAL INFORMATION

Category of Personal

Information

Recipient / Category of Recipients

Employee tax, payroll, UIF and
SDL data

SARS; UIF; payroll service providers (Sage 300

People); auditors

Employee pension and medical
aid data

Pension fund administrators; medical scheme

administrators

Employee verification data

(identity, qualifications)

Background verification service providers (where

applicable)

Funder and donor records

Auditors; where required by funding agreements and

grant reporting obligations

Beneficiary and programme

participant data

Funders and donors (where required for grant
reporting, in anonymised or aggregated form where

possible); auditors

Supplier B-BBEE, tax

compliance and banking data

Auditors; funders; banks

Law enforcement and

regulatory requests

South African Police Service; courts; regulatory

bodies (where lawfully required)

All personal information (as

operators under POPIA)

Cloud service providers: Microsoft 365, FreshDesk,

Sage 300 People.

12. PLANNED TRANS-BORDER FLOWS OF PERSONAL INFORMATION

MAM uses cloud-based platforms that may process or store personal information on servers

located outside South Africa:




Platform Purpose Categories of Personal Information

Microsoft 365 Email and document | Employee records; beneficiary and
management programme correspondence; funder/donor
records; service provider correspondence;
general organisational records. Servers may
be located in the European Union (Ireland,

Netherlands) and other Microsoft data centre

regions.
FreshDesk Community helpdesk | Community member and beneficiary
and enquiry enquiries; general public enquiries. Servers
management may be hosted in the United States and/or

European Union.

Sage 300 People | HR and payroll Employee records; payroll data; tax
management information; pension and medical aid details.
Cloud-hosted.

MAM requires all operators to process personal information in accordance with POPIA.

13. SECURITY MEASURES TO PROTECT PERSONAL INFORMATION

MAM relies on the information security measures implemented by JHC at its offices, where all
MAM records are held. These measures include:

* Physical security measures at JHC offices

» Access controls (logical and physical)

* Internal information security measures and procedures

* Home and mobile device security measures

» Cyber security measures including firewalls, anti-virus and anti-malware measures

* Anti-spam measures

» Password control and access management

» Information security training for all staff

+ Information security policy covering all IT-related matters

* Regular audits of information security

» Formalisation of written data operator agreements with cloud service providers in

progress in terms of section 21 of POPIA



14. HOW TO MAKE A REQUEST FOR ACCESS TO RECORDS

A requester must complete Form 2 (attached to this manual) and submit it, together with the

prescribed request fee of R140.00, to the PAIA Request Administrator using any of the

following methods:

PAIA Request Mamosa Nonyane (for the attention of the Information
Administrator: Officer)

E-mail: mamosa.nonyane@jhc.co.za

Postal Address: PO Box 61738, Marshalltown 2107

Street Address: 141 Lillian Ngoyi Street, Newtown, Johannesburg 2001
Telephone: 010 593 0200

Requirements for a valid request:

Use the prescribed Form 2 attached to this manual. The request must be directed to
the Designated Head.

Provide sufficient detail to enable the Designated Head to identify the record and the
requester.

Indicate the form of access required.

Indicate the preferred manner of notification [s 53(2)(a), (b) and (c)].

Identify the right that is sought to be exercised or protected and explain why the record
is required for that purpose [s 53(2)(d)].

If making a request on behalf of another person, provide proof of authorisation [s
53(2)(f)]-

A requester seeking access to records containing their own personal information is not
required to pay the request fee.

All other requesters must pay the prescribed request fee of R140.00 before the request
will be processed [s 54(1)].

If granted, an access fee will also be payable - see Section 17 of this manual.

MAM will notify the requester of its decision within 30 days of receiving the request, or

within any extended period permitted by PAIA.

Grounds for refusal:



Access to records may be refused on the grounds set out in PAIA, including the protection of
privacy, commercial information, confidential information, safety of individuals, legally
privileged records and research information, subject to any applicable public-interest override

and partial-access provisions.

15. REMEDIES AVAILABLE TO A REQUESTER

If a requester is dissatisfied with any aspect of MAM's handling of a PAIA request - including
a refusal of access, a partial grant, failure to respond within 30 days, or the fees charged - the

following remedies are available:

15.1. Complaint to the Information Regulator

A requester may lodge a complaint with the Information Regulator, free of charge, using Form

5 (available at www.inforegulator.org.za/paia-forms/).

Physical address: Woodmead North Office Park, 54 Maxwell Drive, Woodmead,
Johannesburg

Postal address: PO Box 31533, Braamfontein, Johannesburg, 2017

Telephone: 010 023 5200

Toll free: 0800 017 160

Email: enquiries@inforegulator.org.za

Website: www.inforegulator.org.za




15.2. Court application

A requester may lodge a complaint with the Information Regulator or approach a court with
jurisdiction for appropriate relief in terms of PAIA. A complaint to the Regulator should
generally be lodged within 180 days of the refusal, deemed refusal, fee decision or other
relevant decision. If a complaint has already been lodged with the Regulator, the requester

should exhaust or withdraw that complaint before approaching court.

Note: MAM is a private body. The internal appeal provisions of PAIA apply to public bodies
only. MAM does not operate an internal appeal process.

16. AVAILABILITY OF THE MANUAL

A copy of this manual is available:
* on the JHC Group website at www.jhc.co.za;
+ for inspection at the offices of JHC at 141 Lillian Ngoyi Street, Newtown,
Johannesburg, free of charge during normal business hours;

» to any person upon request and upon payment of the prescribed fee set out in Section
17 of this manual; and

+ to the Information Regulator upon request.

Signature omitted for security reasons. A signed copy is available on request.

Lungisani Ntuli

Name of Designated Head of the Private Body

Date of signature: 26 /06 /2026

Publication date: 26 /06 /2026

Next revision date: 01/06 /2027




17. FEES IN RESPECT OF PRIVATE BODIES

The following fees are prescribed in terms of PAIA and Annexure B to the Regulations relating
to the Promotion of Access to Information, 2021 (GN R1383, Government Gazette No. 45057,

27 August 2021):

Item | Description Amount

1 Request fee payable by every requester | R140.00
(other than a personal requester)

2 Photocopy of A4-size page or part thereof | R2.00 per page

3 Printed copy of A4-size page or part thereof | R2.00 per page
(from computer or electronic form)

4(a) | Copy on flash drive or compact disc - if | R40.00
storage medium provided by the requester

4(b) | Copy on flash drive or compact disc - if | R60.00
storage medium provided by MAM to the
requester

5 Transcription of visual images per A4-size | Service outsourced - quotation from
page service provider

6 Copy of visual images Service outsourced - quotation from

service provider

7 Transcription of audio record per A4-size | R24.00 per page
page

8 Copy of audio record (flash drive/CD) - see | As per item 4 above
item 4 for medium costs

9 Search and preparation fee per hour or part | R145.00 per hour, capped at R435.00
thereof (first hour excluded)

10 Deposit payable where search is likely to | One third of estimated access fee
exceed 6 hours

11 Postage, e-mail or any other electronic | Actual expense, if any
transfer




Notes: (1) A personal requester seeking access to their own personal information is not
required to pay the request fee. (2) The request fee of R140.00 is payable before a request
will be processed. (3) VAT may be added where applicable.



18. FORM 2: REQUEST FOR ACCESS TO RECORD OF A PRIVATE BODY

FORM 2

REQUEST FOR ACCESS TO RECORD
[Regulation 7, Annexure A to the PAIA Regulations, 2021]

NOTE:

» Proof of identity must be attached by the requester.

» If the request is made on behalf of another person, proof of authorisation must be

attached to this form.

TO:

Mamosa Nonyane (PAIA Request Administrator)

For the attention of: Tumi Pambo (Information Officer)
Makhulong A Matala Community Development Services NPC
c/o Johannesburg Housing Company NPC

141 Lillian Ngoyi Street, Newtown, Johannesburg 2001

PO Box 61738, Marshalltown 2107

E-mail:

mamosa.nonyane@jhc.co.za

Mark with an "X":

O Request is made in my own name [0 Request is made on behalf of another

person

SECTION A: PERSONAL INFORMATION OF REQUESTER

Full names:

Identity number:

Capacity (if acting on behalf of

another):

Postal address:

Street address:

E-mail address:




Tel. (B):

Facsimile:

Cellular:

SECTION B: DETAILS OF PERSON ON WHOSE BEHALF REQUEST IS MADE (if
applicable)

Full names:

Identity number:

Postal address:

Street address:

E-mail address:

Tel. (B):

Cellular:

SECTION C: PARTICULARS OF RECORD REQUESTED

Description of record or

relevant part of the record:

Reference number (if

available):

Any further particulars:

SECTION D: TYPE OF RECORD (mark applicable box with an "X")

O | Record is in written or printed form

0 | Record comprises visual images (photographs, slides, video recordings, computer-

generated images, sketches, etc.)




OO0 | Record consists of recorded words or information which can be reproduced in sound

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

SECTION E: FORM OF ACCESS REQUIRED (mark applicable box with an "X")

O | Printed copy of record

O | Written or printed transcription of visual images

O | Transcription of soundtrack (written or printed document)

O | Copy of record on flash drive (USB)

O | Copy of record on compact disc

O | Copy of record saved on cloud storage / file transfer

SECTION F: MANNER OF ACCESS REQUIRED (mark applicable box with an "X")

0 | Personal inspection at 141 Lillian Ngoyi Street, Newtown, Johannesburg (free of

charge - appointment required)

O | Postal services to postal address

0 | Postal services to street address

0 | Courier service to street address

O | Facsimile of information in written or printed format

O | E-mail

0 | Cloud share / file transfer

Preferred language: (Note: if the record is not available in your preferred
language, access may be granted in the language in

which the record is available)

SECTION G: PARTICULARS OF RIGHT TO BE EXERCISED OR PROTECTED




Indicate which right is to be

exercised or protected:

Explain why the record is
required for the exercise or

protection of that right:

SECTION H: FEES

A request fee of R140.00 must be paid before the request will be processed. You will be
notified of the applicable access fee. The fee depends on the form of access required and the
time needed to locate and prepare the record. If you qualify for exemption from any fee, state
the reason below.

Reason for fee exemption (if

applicable):

Preferred manner of correspondence:

Postal address Facsimile Electronic communication
(specify)
Signed at this day of
20

Signature of Requester / person on whose behalf request is made

FOR OFFICIAL USE ONLY

Reference number:




Request received by (Name and

Surname of Information Officer):

Date received:

Access fees:

Deposit (if any):

Signature of Information Officer:




APPENDIX A

CATEGORIES OF RECORDS VOLUNTARILY AVAILABLE WITHOUT A FORMAL PAIA

REQUEST

In terms of section 52(1) of PAIA, MAM voluntarily makes the following categories of records

available to the public without the need for a formal PAIA request:

Category of Records

Types of Record

How to Access

This PAIA manual

PAIA manual for Makhulong
A Matala Community

Development Services NPC

Website: www.jhc.co.za; or
upon request at JHC offices:
141 Lillian Ngoyi Street,

Newtown, Johannesburg

Community
development

information

Information about MAM's
programmes, community

initiatives and services

Website: www.jhc.co.za

Information Regulator's
PAIA Guide

Available in English and
isiZulu for public inspection

at no charge

JHC offices: 141 Lillian Ngoyi
Street, Newtown,
Johannesburg (during normal

business hours)

Note: All other records held by MAM require a formal PAIA request using Form 2 (Section 18

of this manual). Access to those records may be refused on the grounds set out in PAIA.




