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1. INTRODUCTION

1.1 JOSHCO wasestablished by the City of Johannesburg (“CoJ"}in 2004 and mandated
to provide and manage social and affordable rental housing for the lower income
market as part of CoJ's strategy to address its housing backlog.

1.2 Togive effectto its mandate, JOSHCO is required to collect, record, disseminate and
retain certain records (information and documents), including personal information.

1.3 Indoing so, JOSHCO must comply with the provisions of PAIA and POPIA insofar as
protecting and providing access to the information held by it.

14 PAIA was promulgated to give effect to Section 32 of the Constitution which provides
forthe right of access to any information held by public or private bodies in instances

where such information is required by any person for the exercise and/or protection
of any right,

1.5 The principal objectives of PAIA are to foster a culture of transparency, accountability
and effeciive governance by enabling persons who require access to certain
information held by public or private bodies the means by which they can do so.

1.6 POPIA, on the other hand, promotes the protection of personal information processed
by public and private bodies and puts in place conditions so as to establish minimum

requirements for the processing of personal mformation.

2. PURPOSE AND AVAILAILITY OF THIS MANUAL

2.1 This Manual is published in terms of Section 14 of PAIA read together with the
requirements of POPIA.

2.2 The purpose of the manual is to set out the nature of records held by JOSHCO, the
procedure, as well as the criteria that must be complied with by any person who
requires access to records held by JOSHCO.

2.3 This Manual can be accessed on the JOSHCQ website at www.joshco.co.za or by

requesting a copy via email from the relevant Deputy Information Officer as set out in
paragraph 8 below.,

24 This Manual is also available for inspection at JOSHCO's head office, free of charge.
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3. GUIDE ON HOW TO USE PAIA

3.1 In accordance with section 10 of PAIA, the SAHRC has published a guide on how to
utilise PAIA (“the guide”).

3.2 This guide is available at the offices of the Information Regulator:
Physical Address: The South African Human Rights Commission,

PAIA Unit — The Research and Development Department,
Braampark Forum 3,
33 Hoof Strest,
Braamfontein
Private Bag x 2700, Houghton 2041
Tel: +27 11 877 3803
Fax+ 27 11 403 0625

Email: pala@sahre.org.za

Website: www.sahrc.org.za

4. DEFINITIONS
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The fallowing words or expressions will bear the following meanings in this Manual:

41

42
4.3
44

4.5

4.8

“JOSHCO" means the Johannesburg Social Housing Company 80C Limited, a
Municipal Entity of the City of Johannesburg established in terms of the Municipal
Systems Act 32 of 2000 and the Companies Act 71 of 2008.

"Manual” means this manual, together with all its annexures:
"PAIA" means the Promotion of Access to Information Act No. 2 of 2000;
“POPIA” means the Protection of Parsonal Information Act No 4 of 2013;

“BHI" means a Soclal Housing Institution accredited under the Sooial Housing Act
2008; and

"SHRA™ msans the Soclal Houslng Regulatory Authorlty established In terms of the
Bocial Housing Act 16 of 2008,

5. FUNCTIONS AND STRUCTURE OF JOSHGO

5.1

8.2

JOBHCO's vision s to become the best provider of quality affordable housing
deslgned to world class standards that contributes to the God.

JOBHCO achieves its vision by designing and building quality, resource efficient,

5.3

54

nades and addrass the needs the Cod,

JOSHCO'score husiness includes, but ks not limited to, the development of snolal
rental housing, refurbishments, upgrading, and management of council-owned rental
housing stock as well as the refurblshmert, upgrading and management of hostels,

The arganogram below outlines the governance structure under which JOSHCO
operates:

Version: 2
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55  JOSHCO’sBoard of Directors ("BOD"), serves as the focal point and custodiarn for

carporate governance. The BOD js comprised of executive and non

-executive
directors as outlines in the organogram below:

6. INFORMATION OFFICER AND DEPUTY INFORMATION OFFICER CONTACT DETAILS
6.1 PAIA designates the Chief Executive Officer, or equivalent officer, of a public body as
the Information Officer.
Version: 2
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8.2

6.3

6.4

The Information Officer’s role Is to ensure and encowrage overall compliance with
PAIA and POPIA and ovaluate and approve requests for access to information
recelived.

The details of JOSHCO's Information Officer are detafled balow:

DETAILS OF THE INFORMATIDN OFFICER

THle | Name and Contact Einall addrass Physleal Postal Address
Surnamas Number Address
TBA | TBA a1l 408 | TRBA 61 Jula Street| 81  Juty  Sbrest
7300 Braamfontain Brasmfontain 2094
2084

JOSBHCO's Infurmation Offlcer has, in terms of section 1 7(3) of PAIA, deslgnated the
powers conferred on him in tarms of the PAIA to the persons tabled below, who shall
perform the functions of Deputy Information Officer.

7.

DETAILLS OF THE DEPUTY INFORMAYION OFFICERS
Title | Mame Deslgnation | Contast | Email Address Phystcal Postal
Surnamse Datalls Address Address
ABY—-Mpandulo—j-Bepuly B41408-mpenduie@iosheo-coza--61 <Jata---54 uia-
Maguishwa | information | 7300 Street Shast
Officer Braamoniei | Braamfonisin
2004 2094

CONSIDERATIONS TO BE MADE BEFORE REQUESTING ACCESS TQ JOBHCOS

RECORDS

7.1

Verslon: 2

Before submitting & request foraccess to a record, & requestor must ensure that the
record which hefshe seeks to acoess is not a record requestad;

741 for purposes of criminal or civil proceedings; and

712 afterthe commencement of such ariminal or civil proceedings, as the case may

be,
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7.2 Furthermore, a requaestor must, prior to submitting a request for access, ensurs that the
production of the record is not provided for in any othet law,

7.3 Thedocuments listed above fall outside the ambit of PAIA, Should you seek to access

any of the above records, you are required to uss the rules and procedures for
discovery of information set out in the relevant forum.

74 Inorderto ensure that you are provided with the correct record expediently, JOSHCO
retjuests that you;

74.1  provide sufficiant detail on the requast form to enable us to identify the record
sought;

742  indlcate the preferred format of the requested record, i.e., whether a hardcopy
printout or electronic format is sought;

743  list the right/s that you seck to exercise andlor protect and provide an
explanation as to why the requestad record is required for the exercise or
protection of that right; and

744 submit proof of the capacily in which you makeathe request, in the event that
the request has been made on behalf of another entity and/or party.

8. HOWTOREQUEST INFORMATION FROM JOSHCO

81  JOSCHOIsapublic body end, as a result, requeste for access o information held by
it may only be made on the form as prescribed in PAJA.

82  Any person (“a requestor”) who seeks to access a record andfor information held by
JOBHCO must follow the following procedures set out in this Manual:

821  print the formal request form, attachet hersto as "Annexure 1", this form is
also available on JOSHCO's website www.josheo.co.za, as well as at the
offices of JOSHCO at the address mentioned in paragraph 6.3 above;

822 fillin all fields in the request form and pay the prescribed fee as set out in
“Annexura 27; and '

823  deliver the request form and applicable payment fo the address of the Deputy
Infermation Officer mentioned in paragraph 6.4 above.
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B3  If you are unable to read or wrlte, or have a disability, your request may be made
orally. The Information Officer will complete the form on your behalf and provide you
with a copy and/or coples.

84  JOBHCO's information Offlcer, will, a8 soon as reasonably possible and within thirty
{30) days after the request hes been received, daclde whether to grant your reguest
of not and notify you, in witting, of such declsion,

88  The thirty (30) day period may be extendsd, by notice to the recuestor, to sixty (60)
days of receipt therecf, if the request involves a large number of records or the search
for the records is to be conducted at premises not situated in the same towrn or city
as the head offlce of JOSCHO.

86  Should our nformation Officsr failto give yaut & response within thirty {30) days after
recelpt of the request or pursuant to the requested perlod of extansion, the raquest is
deemed to have been refused,

8.7  Where your request has besn declined, our Information Officer will provide you with
wittten reason for histher decision,

B2  All requests received by the hformation Officer will be evaluated and considersd In
accordarnce with PAIA,

———8FEES PAYABLE

941  There are two types of fees payable in ferms of the Act, namely the retusst fee and
the access feefs - as sat outin section 22 of PAIA.

82  Arequestor, who seeks accessto & record containing personal information about the
requestor, is not required to pay the request fee. Every other requestor, who is rot a
rersonal requestor, must pay the praserlbed raguest fae.

9.3  The Information Officer must notify the requestor (other than a persoial requiestor)
by relavant means, requiring the requestor fo pay the presctibed fee (if any) before
further processing the request,

94 The request fee payable to JOSHCO is R35.00,

8.5  Afferthe Information Officer has made a decision on the request, the requestor must
‘ be notified of such declsion and the reasons substantiating that decision in the
marner requested by the requestor.
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98  If the request Is granted, an access fee must be pald for the search, preparation,
reprocuction and for any time that has excesded the prescribad hours to search and
prepare the record for disclosure,

10.  REFUSAL TO GRANT ACCESS TO A RECORD

101 JOSHCO will gram you access to a record if 1t is flled out in accordance with
paragraph 7.3 and where the requested fees have been paid.

102 A request for access to a record will be refused ff it falls into one or more of the
following grounds of refusal stipulated in PAIA:

10.21  mandatory protection of privacy of a third party who s a natural person;
1022 mandatory protection of cartain records of SARS;
10.23  mandatory protection of commercial information of a third party:

10.24 mendatory protection of certain confidential information, and protection of
certain other confidential Information, of & third party; -

10.25 mandatory protection of safety of individuals and protestion of properiy;

1028 mandatory protection of police dockets in hall procsedings, and protection of
T s lawrenfercement-and Jegal proceedlngs;~ — e e

1027 mandatory protection of records privilegs from production in legal proceadings;
10.2.8 defence, security and international relations of the Republic;

10.28  economlc Interssts and financial welfare of the Republic and commemal
activities of the public bodies;

10.2.10 mandatory protection of ressarch information of & third parly and protection of
research information of the public bodies:

10.2.11 operations of public hodies; and

10.2.12 manifestly frivolous or vexatious requast or substantial and unreasonable
diversion of resolircss,
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11. REMEDIES AVAILABLE AFTER A DECISION OF THE INFORMATION OFFICER

1.1 Requestors and third parties may challenge decisions made by the Information
Officer in the following instances, and in the manner prescribed below.

1.2 Adecision of JOSHCO to:
112.1  refuse a request for access; or
11.2.2  extend the period to deal with request; or
11.2.3 grant accessina particular form.

11.3 A third party may lodge a complaint with the Information Regulator if they are not

happy with a decision of the Information Officer of JOSHCO to grant a request for
access.

114 If the requestor is not salisfied with the reasons provided by the Information Officer
following a refusal of access to information, the requestor may:

11.4.1  within 180 days of receiving the decision, lodge a complaint with the Information
Regulator; and

1142 the complaint can be made by filling in and submitting the complaint fom
aftached as “Annexure 3",

115  The requestor may approach the Court either before or after exhausting the
complaints procedure with the Information Regulator.

12. CATEGORIES OF RECORDS
121 RECORDS THAT ARE AUTOMATICALLY AVAILABLE
1211 Records of a public nature, typically those disclosed on the JOSHCO website

htips:/iwww.joshco.co.za and in its various annual reports, may be accessed
without the need to submit a formal application.

1212 Other non-confidential records, such as statutory records maintained at CIPC,
may also be accessed without the need to submit a formalapplication, however,

please note that an appointment to view such records will still have to be made
with the Information Officer.
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122 RECORDS WHICH MAY BE REQUESTED

Varsion 2

JOSHCO retains records i the following categorfes as fistsd below. It must be noted
that a requestor to the information below is nat automatically allowed ascess to these
records and that access io the records may be refused in accordance with grounds for
refusal fisted In sections 33 to 48,

1221 Operational Information and Agreements

1222

12214

12212

12.2.1.3

12.2.1.4

122.1.5

122186

12247

12221

12222

12.2.2.3

12224

documents relating to the palicy, ohjectives and governanes of the
JOBHCO:

directives, resolutions and insfructions of the Board of the JOSHGO;

Joint-venture agreements with subsidiarles andfor agreements with
any person, government or administration;

rental agresments, title dseds, mortgage bonds and natatial bonds
relating to movable and fmmovable propsrty;

company records refaling to companies established by the JOSHCD
or in association with joint-venture partners andfor any psrson for the
purpose of developing or exploling an Invention or technolagical
axperlise;

memaorandurs of undarstanding; and

métedata and spatial informatjon,

Finance and Accounting records relating to the following categories

bank acoount records;
books of account and financial statements;
auditor's annual regork;

audited financial statements;

12,2.2._5 fi{lanciilkstai:em epj_s l_o_fiubsidiariesj,_; 7
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12.2.3

12.2.4

12.2.8

Verslon: 2

12.2.2.6 annual report, including statement of financial position and statement
of ingotme and expenditure cettified by the Auditor-Genaral;

12227 annual budgst and corperate plan as provided for In the Municipal
Finance Management Act ("MFMA™);

12228 Value Added Tax (VAT), Stendard Income Tax on Employess (SITE)
and Pay as You Eamn (PAYE) records; and

12,229 edditional Information rsquxired by the Ministar.

Human Resources Records

122,31 policles and pracedures;

122.3.2 personnel filss — subject to the rules governing the PORIA;
12.2.3.3 contracts, conditions of servive and other agreements;

12234 pension fund records of the pension fund established under the
Assoclated Institutions Pansion Fund Act, 1963 (Act 41 of 1963),

12.2.35 documentation relating to employee benefits ~ subject to rules
govemning POPIA;

12.2.36 list of employees; and
12.2.3.7 minutes of Committae Maetings.
Moveabls and Immoveable Property Records

12.24.1 ttle deeds In raspsct of properties owned by company;

12.2.4.2° agresments of Lease with tenarits and concessionslres; and

12.24.3 mortgage bonds, lens, notarial bonds and other security interest,
Risk Management Records
12.2.51 occupational health and safety reporis;

12.25.2 insurance reports and polialas, and
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Vergion: 2

1226

1227

1228

12.2.9

12.26.3 Incident reports ralating to securily and safely,
Procurement Records

12.2.8.1 procurament policy including new documentation
12.26.2 minutes of Tender Board;

12.2.63 Tender Board sutbmisslons;

12.2.84 request for guotaliohs;

122,65 advertised tanders;

12.26.86 blds recelved;

12.28.7 public adjudication;

12,2.6.8 bids awarded;

1228.8 supplier registration farm; and

12.2.6.10 expression of interest,

Hq_&;s!ng Man_agemeni Raccrds_s

12271 community development:

122.7.2 community bullding initiafives and outreach:
12.2.7.3 funding proposals; and

12274 tenant support services.

Revenue Management

12.2.8.1 leasing administration; and

12.28.2 customer sUrveys.

Housing Development

12.2.9.1 Greenfield ang ESrownﬁsld developments;

e RS St cw o memivbs e
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1229.2 hostel redevelopment;
12.2.8.3 inner city refurbishments/conversons;
12294 Cod public stock/upgrades;
12.2.9.5 communal and transitional houslng; and
122988 student accommodation.

PART B: POPIA MANUAL

13. PROTECTION OF PERSOMAL INFORMATION

131 On 19 Noverber 2018, Parliament assented to the POPIA, which aims to, infer affa:

1311 promote the protection of persoral Information processed by public and privatg
hodles: and

13.1.2 Infroduce certaln condiions fo establish minimum'requiremenis for the
processing of personal information.

18.2  The overall purpose of POPIA is fo ensure that the processing of all personal
informetion and specialisansitive personal information by responsible partles adheres
to the eight conditions for lawful processing sel down in Chapter 3 of POPIA.

133 JOSHCOrequires personal information relating to both individual and juristic PETSONS
in order to carry out ifs functions and detormines the manner Ih which such
Inforrnation must he processed,

134  JOSHCO is therefore & Responsible Party as defined In POPIA. As a Responsible
Parly, JOSHCO places great importance on the seculrity of all persanal data and has
ensured that its meastres are In place to guarantes the privacy and protaciion of all
personal information it processes,

135  Personal Informatlon collected by JOSHCO will be collected and processed in

accordance with the conditions for lawful processing of personal information set out
nPOPIA,

13.6  In this regard, JOSHCO is accountable for the integrity and security of the personal
Information in s possession or under lis control and enstrres that:
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13.8.1

13.8.2

13.8.3

1384

13648

13.6.6

13.6.7

13.6.8

persanal information is processed lawfully, reasonably and in & manner that
does not Infringe on the privacy of ifs data subjects;

personal information is collected for g specific, explicifly defined and Jawful
purpuse related to Its functions;

the further processing of any personal infarmation s in accordance with the

- purpose for which it was collscted:

personal information Is complete, accurats, not migleading and updated whers

hecessary;

it meintalng the documentation of all processing operations and notification to
the data subject when collecting personal Information;

adequate safeguards are in place to secure the Integrity and canfidentiality of
Personal information in Its possession:

data subjects are made aware of personal information collscted and the
purpose of the collection; and

anyone processing personal information on its behalf, processes such
information only with its knowledge or authorisation and freats the personal
information as confidential and doss nat disclose it unless requirad by law or in
the course of the proper performance of their duties,

14.  PURPOSE FOR WHICH JOSHCO PROCESSES PERSONAL INFORMATION

4.1 JOSHCO will process parsonal information for the following purpose:

Version: 2

14.1.1

14.1.2

14.1.3

14.1.4

tofulill its statutory obligafions in terms of applicable legisiation;

to obtaln information necessary fo provide contractually agreed services to its
custorners;

mornitoring, maintaining and managing JOSHCO's contractua) obligations to
customers, clients, suppliers, service providers, employess, directors and other
third parties;

marketing and advertising;
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14,15  resolving and tracking complaints;
1416 verifleation of employee's information during recruitment process;

14.1.7  Hhistorical rscord keeping, research and recording stafistics necessary for
fulfiliing the JOSHCO's business objectives;

1418 to institute legal proceedings for the recovery of outetanding remtal, levies
and/for taxes from lis tenants;

1418 payment of Invoices;

14.1.10 verification of Information and perferming checks including financial and tax
status;

14,111 to collect monay dus and payable fo JOSHCO inrespect of rates and sarvices;

14,112 to provide accurate monthly bilfing with the appropriate and correctiarifis and
charges;

14.1.13 1o assess msthods to defermine the credit worthiness of its applisants; ang
14.1.14 any other reasonably required purpose related to JOSHCO's operations, t

168. CATEGORIES OF DATA SUBJECTS WHOSE PERSONAL INFROMATION WILL BE
PROCESSED BY JOSHCO

151 JOSHCQ will process the parsonal information of the following categories of datg
subjests;

15.1.1 customers, fepresentatives, agents, partners, contractors and service providers
of such customers;

15.1.2  representatives, agents, contractors, vendors, service providers and third
pariles '

18.1.3  members of board of directors JOSHCO:;
16,14  members of JOSHOO' Exacutive;

15.1.5  existing and former employees {inciuding contractors, agents, temporary ang
_ Casual empioyees);
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1518  existing and former tenants: and

18,17 complainants, correspondents and engulrers.

16, PERSONAL INFORMATION PROCESSED BY JOSHCO

16,1

16.2

163

16.4

16.5

16,6

16.7

Name, Identifying number, symbol, email address, physical address, telephone
number, location information, online identifier or other particular assignment ta the
persor;

Biometric Infarmation:

informaton relating to the education orthe madieal, financlal, crimingl or employrmeant
history of the data subject;

Information relating to the race, gender, marital status, national origin, age, disabiilty,
language and birth of the data subject;

Personal opinlons, views or preferences of the data subjach:

Canfidentlal correspondence sent by the data subject; and

Cradit rating or credit worthiness of the data subject,

17, 8PECIAL CATEGORIES OF PERSONAL INFORMATION

17.1

The processing of special personal information s generally prohibited, however,
JOSHCO is allowed to process special personal Information in the followling
clreumstances:

1711 the data subject has granted JOSHCO consent to process thelr special

Versfon: 2

personal information;

1712

17.1.3

1714

the processing is in complianice with a lagal obllgation;

the pracessing Is necessary forthe purposes of carrying out the ebligations and
exerciging specific rights in the field of em ployment and security;

the processing |s necessary to protect the vital interesis of the dala subject or
another person whers the data subject is physlcally or fegally incapabie of
consenting; and
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17.1.6  the processing is necessary for the purposes of preventative or occupations)
medicihe, for the assessment of the working capacity of employees.

18, SPECIAL CATEGORIES OF PERSONAL INFORMATION COLLECTED IN RESPECT OF
EMPLOYEES

18,1 Race or ethnlsity;
182 Criminal behaviour:
18.3  Trade union membership;

184 Medical records collected at the on-site medical centre, information ahout yourhealth,
including any medical condition; and

185 Blometrle data,

19.  JOSHCO MAY SUPPLY PERSONAL INFORMATION TOTHE FOLLOWING CATEGORIES
OF RECIPIENTS

181 Such disclosures will only be pracessed In full compliance with relevant fegislation,
.9, POPIA and the Constitution of the Republic of South Africa:

19.4.1  regulatory, statutory and gavernment bodies:

19.1.2  suppliers, service providers, vendors, agents and representatives of the
employees of the shareholders and other stakeholders;

18.1.3  third-parly verification agencies and credif bureau;
18.1.4  collection agencles; and

19.1.5  banks and other financial institutions.

20. SECURITY MEASURES

201 JOSHCO confinuously establishes and malntains appropriafe, reasonable technical

and organlsational measures to ensure fhat the integrity of the personal Information
inits possession or undar its contro! [s secure.
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20.2  Through lts ICT Policy and stringent sacurity mesasures, JOSHCO ensures that
personal information Iz protected against unauthorsed or unlawful processing,
accidental loss, destruction or damage, alteration, or access by having regard to the
reguirements set out In POPIA,

20,3 JOSHGO will carry out regular assessments to:

20,37 identify all reasonably foreseeable internal and external risks to personal
Infarmation in its possession and control;

20.3.2 verly that safeguards are effectively implemented to ssecure personal
information; and

20.3.3 where applicable, JOSHCO updates its existing safeguards to maintaln the
security of the parsonal Infarmation in s possession and control,

21. RETENTION PERIODS FOR PERSONAL INFORMATION

215 Interms of the Profection of Personal Information Act, JOSHCO is required fo keep
your parsonal data for no longer than Is necessary for the purposes for which it is
processed. Afteryour personal data Is no longer necessary forthe purposes forwhich
it was processed, it will be archived for the required retenfion period as contained in
JOSHCO'S Records Management Polioy and File Plan,

21,2 Once the retention period has expired, the personal information will be irreversibly
destroyad, Any personal iInformation submilled to JOSHCO far marketing,
subseription or service update nolifications will be kept by the JOSHCG untlt such
time that you notify us that you no longer wish ta receive this information.

22, UPDATING OF THE MANUAL

The Informetion Officer will attend to the updeting of this manual on an ennual basis.

Nexi review: Jan 2027,

lssbied by:
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Adv. Mpsndulo Maguishwa {Denuty Information Officer,
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