MANUAL

for 

THE MEDICAL RESEARCH COUNCIL

THIS MANUAL HAS BEEN PREPARED IN TERMS OF SECTION 14 OF THE PROMOTION OF ACCESS TO INFORMATION ACT 2 / 2000.
A.
THE FUNCTIONS AND STRUCTURE OF MEDICAL RESEARCH COUNCIL (MRC)  [Section14(1)(a) ]

a. The functions of the MEDICAL RESEARCH COUNCIL
The MRC is a Statutory Council established in terms of Section 2 of the South African Medical Research Council Act 19 of 1969. The MRC’s objectives are, that through research, development and technology transfer to promote the improvement of the health and the quality of life of the population of the Republic of South Africa.

b. The structure of the MEDICAL RESEARCH COUNCIL
The MRC consists of the Board which determines the policy and objectives of the MRC and exercises control generally over the performance of its functions. The Board then assigns an Executive Management Committee consisting of:

· The President of the MRC

· Two Executive Directors of Research

· Executive Manager of Informatics and Knowledge Management

· Executive Manager of Research and Development

· Executive Director of Finance and Operations

· Executive Director of Technology and Business Development

· Executive Director of Human Resources and Organisational Development

The Executives head the different departments which they represent and that make up the MRC. 

A schematic diagram of the structure of Research at the Medical Research Council


B
CONTACT DETAILS [Section 14 (1) (b)] 

 INFORMATION OFFICER

Contact person:                      
Professor Anthony MBewu
DEPUTY INFORMATION OFFICER

Contact person:

        
Dr Nolwazi Mbananga
GENERAL INFORMATION:

Physical address:                    
Francie Van Zijl Drive,

                                                
Parow Valley

                                                
7505

                                                
Tygerberg

Postal address:                        
P.O Box 19070

                                                 
Tygerberg

                                                 
7505

Telephone number:                  
+27 21 938 – 0911

Fax number:                             
+27 21 938 – 0200

Website:

          
www.mrc.ac.za
C.
GUIDE OF SOUTH AFRICAN HUMAN RIGHTS COMMISSION ON HOW TO USE THE ACT

The guide on how to use the Promotion of Access to information Act, 2000, will be available from the South African Human Rights Commission by not later than August 2003. Queries can be made at:

South African Human Rights Commission, PAIA Unit, The Research and Documentation Department.

Postal address:                      
Private Bag 2700

                                               
Houghton

                                             
2041

Telephone:                              
011-484 8300

Fax:                                         
011-484 1360

Website:                                   
www.sahrc.org.za
E-mail:                                     
PAIA@sahrc.org.za
D.
RECORDS

DESCRIPTION OF SUBJECTS ON WHICH THE MEDICAL RESEARCH COUNCIL HOLDS RECORDS AND CATEGORIES OF RECORDS HELD ON EACH SUBJECT

For purposes of facilitating a request in terms of the Act, the subject on which the MEDICAL RESEARCH COUNCIL holds records and the categories of records held on each subject are as follows:

a)  Voluntary disclosures

i. Reports

ii. Booklets

iii. Newsletters

iv. Marketing material

v. Web site

vi. Posters

vii. Pamphlets

A comprehensive list is available on the MRC website: www.mrc.ac.za
b) Records that may be requested in terms of Section 14(1)(d)

Description of subjects and categories of records held by the MEDICAL RESEARCH COUNCIL:

RESEARCH AND RESEARCH DEVELOPMENT

1. BASIC RESEARCH DATA

· Research Questions
· Protocols
· Results of scientific research
· Demographical and Disease Information
· Experimental data
· Bio-informatics and Genomic data
· Funding proposals
· Research reports
2. INFORMATICS AND KNOWLEDGE MANAGEMENT
· Library Services: containing books, journals, other scientific and medical publications

· Information Technology

3. FINANCE AND OPERATIONS

· MRC’s accounting records

· Procurement policies

· Budgets

· Strategic Plans

· Asset register

· Auditor’s reports

· Operational data

4.          TECHNOLOGY AND BUSINESS DEVELOPMENT


Legal Services

· Legal contracts

· Intellectual Property

Indigenous Knowledge Systems

· Traditional medicines
· Results of research surrounding traditional and/or herbal medicines.
· Proposals
· Protocols
Business Development Division

· Development Proposals
· Funding proposals
· Innovation Fund Projects
5.
HUMAN RESOURCES

· Policies on staff recruitment and other staff related policies

· Employment records

· Medical Aid Information

· Pension Information

E.
THE REQUEST PROCEDURE (SEE ANNEXURE A FOR REQUEST FORM]

 A requester must be given access to a record of a public body if the requester complies with the following:

· The requester complies with all the procedural requirements of the Act relating to the request for access to that record; and
· Access to that record is not refused on any ground of refusal mentioned in the Act
 Nature of the request

· For the purpose of request the requester must use the form that has been printed in the Government Gazette [Govt. Notice R187 – 15 February 2002 Form A].
· The requester must also indicate if the requester is for a copy of the record or if the requester wants to come in and look at the record at the offices of the public body.  Alternatively if the record is not a document it can then be viewed in the requested form, where possible [s 29(2)].
· If a person asks for access in a particular form then the requester should get access in the manner that has been asked for.  This is unless doing so would interfere unreasonably with the running of the public body concerned, or damage the record, or infringe a copyright not owned by the state.  If for alternate manner, then the fee must be calculated according to the way the requester first asked for [s 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 [s 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 [s 18(2)(f)].
· If a requester is unable to read or write, or has a disability, then they 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 them a copy [s 18(3)].

F.
THERE ARE TWO TYPES OF FEES REQUIRED TO BE PAID IN TERMS OF THE ACT, BEING THE REQUEST FEE AND THE ACCESS FEE (SEE ANNEXURE B FOR THE PRESCRIBED FEES)
The requester who seeks access to a record containing personal information about that requester is not required to pay the request fee.  Every other requester, who is not a personal requester, must pay the required fee:

· The information officer must notify the requester (other than a personal requester) by notice, requiring the requester to pay the prescribed fee (if any) before further processing the request.

· The request fee payable to public bodies is R35.  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 for any time that has exceeded the prescribed hours to search and prepare the record for disclosure.

G.
SERVICES AVAILABLE TO MEMBERS OF THE PUBLIC [Section 14(1)(f)]


In the MRC these will include services such as:

· Adding to the knowledge pool through research to solve health problems
· Translating research information to make it more accessible and understandable to the public.
· We also inform policy makers (local and national Government), health professionals and the education environment on health issues and research.
· Holds discussion forums, workshops and seminars.
H. HOW TO GAIN ACCESS TO THESE SERVICES

To gain access to these services at the MRC, request must be made to the President or acting President (as the case may be) of the MRC.

The President or acting President of the Medical Research Council: 

Professor Anthony MBewu
Address:

Francie Van Zijl Drive




Parow Valley




7505




Tygerberg

Cape Town

Postal Address: 
P O Box 19070



            Tygerberg




7505

Telephone:

+27  21  938-0911

Fax:


+27  21  938-0200

Website:

www.mrc.ac.za
I.
ARRANGEMENT ALLOWING FOR PUBLIC INVOLVEMENT IN THE FORMULATION OF POLICY AND THE EXERCISE OF POWER [Section 14(1)(g)]


At the MEDICAL RESEARCH COUNCIL, such arrangements for public involvement would include:

· Provisions on the MRC’s website allows for public comment and debate. SA Health Info and the AfroAIDSinfo web portal are examples of this.

· Members of the public can volunteer to take part in various research studies. For example, for testing of the AIDS vaccine the public can volunteer to participate or become field workers who gather demographic data.

· The MRC also actively encourages interaction between its researchers and the media since public support for the MRC’s activities is essential, as we are ultimately responsible to the public regarding whether or not our research is adding value to the overall health and socio-economic climate of the nation. It is a responsibility of the MRC’s researchers to actively strive to promote public understanding of and support for their work by explaining their work and the relevance of their activities for South Africa and all its people and the mass media provides a powerful opportunity to achieve this.

· Community Advisory Boards

· Discussion Forums and inviting public debate.

· Consultants and contract researchers – to undertake or assist in certain projects.

J.          THE REMEDIES AVAILABLE IF THE PROVISIONS OF THIS ACT ARE NOT COMPLIED
WITH [Section 14(1)(h)]

The MEDICAL RESEARCH COUNCIL may, from time to time refuse to furnish such requested information to the requester. Appeals may be lodged with the Board of the MEDICAL RESEARCH COUNCIL or as otherwise provided for in the MEDICAL RESEARCH COUNCIL rules and regulations. This would apply to any situation in which the requester wishes to appeal a decision made by the President of the MRC Although mention is made of internal appeal procedures, this is subject to such a mechanism actually being in place within a public body to facilitate such an internal appeal.

K.
OTHER INFORMATION AS PRESCRIBED IN TERMS OF THE ACT [Section 14(1)(i)]

There is currently no information available from the Minister in terms of section 92 to be placed here.

L.
UPDATING OF MANUAL [Section 14(2)]

A public body must, if necessary, update and publish its manual referred to in subsection (1) of section 14, annually.

M. AVAILABILITY OF MANUAL [Section 14(3)]

Regulation 187 of 15 February 2002 prescribes in section 4(1) that the manual of a public body must be made available in the following manner:

· A copy in each of the three official languages must be made available to every place of legal deposit as defined in section 6 of the Legal Deposits Act 1997; the South African Human Rights Commission; and every office of that public body.

· The manual is to be published in English in the Gazette.

· The manual is to be made available, in three official languages, on the web site, if any, of the public body.

N. REQUEST TO THE MINISTER FOR THE COMPILATION OF ONE MANUAL [Section 14(4)(a) and Section 14(4)(b)]

If the functions of two or more public bodies are closely related, the Minister may on request or of his or her own accord determine that the two or more bodies compile one manual only.

The public bodies in question must share the cost of the compilation and making available of such manual as the minister determines.

O. EXEMPTION BY THE MINISTER FROM ANY PROVISION OF THIS SECTION FOR A DETERMINED PERIOD [Section 14(5)]

For security, administrative or financial reasons, the Minister may, on request or of his or her own accord by notice in the Gazette, exempt any body or category of public bodies form any provisions of this section for such period as the Minister thinks fit.

ANNEXURE A

FORM A

REQUEST FOR ACCESS TO RECORD OF PUBLIC BODY

(Section 18(1) of the Promotion of Access to Information Act, 2000 

(Act No. 2 of 2000))

[Regulation 6]
	FOR DEPARTMENTAL USE

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

Request fee (if any): R ....................................

Deposit (if any):        R ...................................

Access fee:               R ...................................


                                                         SIGNATURE OF INFORMATION OFFICER/DEPUTY INFORMATION OFFICER


A. 
Particulars of public body
The Information Officer/Deputy Information Officer:

B. 
Particulars of person requesting access to the record
	(a)
The particulars of the person who requests access to the record must be given below.
(b)
The address and/or fax number in the Republic to which the information is to be sent, must be given.

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


Full names and surname:                                                                                                                                                                                                                                                                               Identity number:                                                                                                              

Postal address:                                                                                                                                                                                                                                                                                                                                                                                                                                                                Fax number:                                                

Telephone number:                                  E-mail address:                                              

Capacity in which request is made, when made on behalf of another person:                                                                                                                                                       
C. 
Particulars of person on whose behalf request is made
	This section must be completed ONLY if a request for information is made on behalf of another person.


Full names and surname:                                                                                                                                                                                                                                  Identity number:     

D.
Particulars of record

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

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


1. 
Description of record or relevant part of the record:                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                

2.
Reference number, if available:                                                                         

3. 
Any further particulars of record:                                                                                                                                                                                                                                                                                                                                                                                                                                                                 

E. 
Fees

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

(b)
You will be notified of the amount required to be paid as the request fee.
(c)
The fee payable for access to a record depends on the form in which access is required and the reasonable time required to search for and prepare a record.
(d) 
If you qualify for exemption of the payment of any fee, please state the reason for exemption.


Reason for exemption from payment of fees:                                                                                                                                                                                                                                                                                                                                                 

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

	Disability:                                                                                                                                                                                                                                  
	Form in which record is required:                                                                                                                                               

	Mark the appropriate box with an X.
NOTES:

(a)
Compliance with your request for access in the specified form may depend on the form in which the record is available.

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

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

	1. 
If the record is in written or printed form:

	
	copy of record*
	
	inspection of record

	2. 
If record consists of visual images -

(this includes photographs, slides, video recordings, computer-generated images, sketches, etc.):

	
	view the images
	
	copy of the images*
	
	transcription of the images*

	3. 
If record consists of recorded words or information which can be reproduced in sound:

	
	listen to the soundtrack (audio cassette)


	
	transcription of soundtrack*

(written or printed document)



	4. 
If record is held on computer or in an electronic or machine-readable form:

	
	printed copy of record*
	
	printed copy of information derived from the record*
	
	copy in computer readable form*

(stiffy or compact disc)

	*If you requested a copy or transcription of a record (above), do you wish the copy or transcription to be posted to you?  

Postage is payable.
	YES
	NO

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

	In which language would you prefer the record?                                                       


G. 
Notice of decision regarding request for access
	You will be notified in writing whether your request has been approved/denied. If you wish to be informed in another manner, please specify the manner and provide the necessary particulars to enable compliance with your request.


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

Signed at                                  this                 day of                                 20               

ANNEXURE B

FEES IN RESPECT OF PUBLIC BODIES

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

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











R

(a)
For every photocopy of an A4-size page or

part thereof







 0,60

(b)
For every printed copy of an A4-size page or part 

thereof held on a computer or in electronic or machine-

readable form






 0,40

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

(i)
stiffy disc






5,00

(ii)
compact disc




         

40,00

(d)
(i)
For a transcription of visual images,

for an A4-size page or part thereof

           22,00

     
(ii)
For a copy of visual images


           60,00

(e)
(i)
For a transcription of an audio record,

for an A4-size page or part thereof

          12,00

     
(ii)
For a copy of an audio record


          17,00

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

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

R

(1)(a)
For every photocopy of an A4-size page or

part thereof







0,60

(b)
For every printed copy of an A4-size page or part 

thereof held on a computer or in electronic or machine-

readable form






0,40

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

(i)
stiffy disc






5,00

(ii)
compact disc




         

40,00

(d)
(i)
For a transcription of visual images,

for an A4-size page or part thereof

          
22,00

     
(ii)
For a copy of visual images


          
60,00

(e)
(i)
For a transcription of an audio record,

for an A4-size page or part thereof

          12,00

     
(ii)
For a copy of an audio record


          17,00

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


(2)
For purposes of section 22(2) of the Act, the following applies:

(a)
Six hours as the hours to be exceeded before a deposit is payable; and

(b)
one third of the access fee is payable as a deposit by the requester.



(3)
The actual postage is payable when a copy of a record must be posted to a requester. 

SIGNATURE OF REQUESTER / PERSON ON WHOSE BEHALF REQUEST IS MADE

