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1. LIST OF ACRONYMS AND ABBREVIATIONS 

 

1.1      “CEO”   Chief Executive Officer  

 

1.2      “Constitution”   Constitution of the Republic of South Africa, 1996 

 

1.3      “DIO”   Deputy Information Officer. 

 

1.4      “IO“   Information Officer. 

 

1.5      “Manual”  Legal Aid SA Manual which set out the procedure for the  

  administration of legal aid  

 

1.6      “Minister”  Minister of Justice and Constitutional Development. 

 

1.7   “PAIA”   Promotion of Access to Information Act No. 2 of 2000 as  

Amended. 

 

1.8   “PFMA”   Public Finance Management Act No.1 of 1999 as   

Amended. 

 

1.9   “POPIA”  Protection of Personal Information Act No.4 of 2013. 

 

1.10   “Legal Aid SA”  Legal Aid South Africa 

 

1.11 “Legal Aid SA Act” Legal Aid South Africa Act 39 of 2014 

 

1.12 “Regulator”  Information Regulator.  

 

1.13 “Regulations”   Legal Aid SA Regulations 
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2. PURPOSE OF PAIA MANUAL  

 

This PAIA Manual is useful for the public to- 

 

2.1 check the nature of the records which may already be available at Legal Aid SA without the 

need for submitting a formal PAIA request. 

 

2.2 understand how to make a request for access to a record of Legal Aid SA. 

 

2.3 access all the relevant contact details of the persons who will assist the public with the records 

they intend to access. 

 

2.4 know all the remedies available from Legal Aid SA regarding request for access to the 

records, before approaching the Regulator or the Courts. 

 

2.5 the description of the services available to members of the public from the Legal Aid SA and 

how to gain access to those services. 

 

2.6 a description of the guide on how to use PAIA, as updated by the Regulator and how to obtain 

access to it. 

 

2.7 if the body will process personal information, the purpose of processing of personal 

information and the description of the categories of data subjects and of the information or 

categories of information relating thereto.  

 

2.8 know if the Legal Aid SA has planned to transfer or process personal information outside the 

Republic of South Africa and the recipients or categories of recipients to whom the personal 

information may be supplied; and 

 

2.9 know whether the Legal Aid SA has appropriate security measures to ensure the 

confidentiality, integrity and availability of the personal information which is to be processed. 
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3. ESTABLISHMENT OF LEGAL AID SA 

 

Legal Aid SA is a national public entity established in terms of section 2 of the Legal Aid South SA 

Act.  The main objective and/or its mandate is to-  

 

3.1. render or make available legal aid and legal advice.  

3.2. provide legal representation to persons at state expense; and  

3.3. provide education and information concerning legal rights and obligations, as 

envisaged in the Constitution and Legal Aid SA Act. 

 

4. ORGANISATIONAL STRUCTURE OF LEGAL AID SOUTH AFRICA 

4.1. Organisational Structure 
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4.2 Functions 

 

4.2.1. In terms of section 3 of the Legal Aid SA Act, the functions of Legal Aid SA are, 

amongst others, to: 

 

(a) Render or make available legal aid and legal advice. 

(b) provide legal representation to persons at state expense and 

(c) provide education and information concerning legal rights and obligations, 

as envisaged in the Constitution and Legal Aid SA Act. 

 

4.2.2. Legal Aid SA uses the mixed model for the delivery of its mandate, namely- 

(a). Through its internally employed legal practitioners 

(b). Judicare legal practitioners. 

(c). Agency agreements  

(d). Co-operations partnership 

 

4.2.3. Legal Aid SA has also employed paralegals led through by qualified legal 

practitioners to assist clients through a toll-free Call Centre (0800 110 110).  

 

5. KEY CONTACT DETAILS FOR ACCESS TO INFORMATION OF LEGAL AID SA 

 

5.1. Information Officer 

 

Name:    Mantiti Kola 

Tel:    011 877 2000 

Email:    ceo@legal-aid.co.za  

Fax number:   011 877 2222 

 

5.2. Deputy Information Officers  

 

The Information Officer of Legal Aid SA has designated 9 (nine) Executives as Deputy 

Information Officers.  The aforesaid executives are delegated in writing by the Information 

Officer of Legal Aid SA to exercise the powers and perform the duties assigned to the 

mailto:ceo@legal-aid.co.za


___________________________________________________________________________________________ 

Page | 7 PAIA Manual: Legal Aid South Africa v2 July 2025 

 

Information Officer in terms of the Act relating to the requests for access to information in the 

possession or under their control. Their details are as set out below- 

5.2.1. Name:    Sethopo Mamotheti   

Designation  Chief Corporate Services Executive 

Tel:    011 877 2000 

Email:    CCSE@legal-aid.co.za 

 

5.2.2. Name:    Ntsumbedzeni Nemasisi 

Designation  Chief Operations Officer 

Tel:    011 877 2000 

Email:    coo@legal-aid.co.za 

  

5.2.3. Name:    Thabiso Mbhense 

   Designation  Legal Executive- National 

   Tel:    011 877 2000 

   Email:    LENational@legal-aid.co.za 

    

5.2.4. Name:    Stephen Mofokeng  

   Designation  Gauteng Provincial Executive 

   Tel:    012 664 2921 

   Email:    ProvincialExecutives@legal-aid.co.za 

    

5.2.5. Name:    Nolitha Jali  

   Designation  Western and Northen Cape Provincial Executive 

   Tel:    021 861 3000 

   Email:    ProvincialExecutives@legal-aid.co.za         

     

5.2.6. Name:    Mpho Kgabi   

   Designation  Limpopo and Mpumalanga Provincial Executive 

   Tel:    015 296 0117 

   Email:    ProvincialExecutives@legal-aid.co.za  

     

5.2.7. Name:    Tshotlego Makamedi  

Designation   Free State & Northwest Provincial Executive 

mailto:CCSE@legal-aid.co.za
mailto:coo@legal-aid.co.za
mailto:LENational@legal-aid.co.za
mailto:ProvincialExecutives@legal-aid.co.za
mailto:ProvincialExecutives@legal-aid.co.za
mailto:ProvincialExecutives@legal-aid.co.za
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   Tel:    0 51 412 8040 

   Email:    ProvincialExecutives@legal-aid.co.za  

    

5.2.8. Name:    Hope Bambiso   

Designation  Eastern Cape Provincial Executive 

   Tel:    041 408 2800 

   Email:    ProvincialExecutives@legal-aid.co.za  

 

5.2.9. Name:    Lungile Magoso 

    Designation  KwaZulu Natal Provincial Executive 

    Tel:    031 304 0100 

  Email:    ProvincialExecutives@legal-aid.co.za  

 

5.3.  Access to information general contacts 

 

Email:   ceo@legal-aid.co.za or coo@legal-aid.co.za  

 

5.4. National / Head Office  

 

Postal Address:   Private Bag X76  

 

Physical Address:  29 De Beer Street, Legal Aid House, Braamfontein, Johannesburg 

 

Telephone:   011 877 2000 

 

Email:  ceo@legal-aid.co.za;  or coo@legal-aid.co.za; 

  

Website:    www.legal-aid.co.za  

 

6. DESCRIPTION OF ALL REMEDIES AVAILABLE IN RESPECT OF AN ACT OR A FAILURE TO 

ACT BY LEGAL AID SA 

 

6.1  A Requester that is aggrieved by a decision of the Information Officer or a Deputy 

Information Officer of Legal Aid SA, to refuse his or her request for access to any record 

mailto:ProvincialExecutives@legal-aid.co.za
mailto:ProvincialExecutives@legal-aid.co.za
mailto:ProvincialExecutives@legal-aid.co.za
mailto:ceo@legal-aid.co.za
mailto:coo@legal-aid.co.za
mailto:ceo@legal-aid.co.za
mailto:coo@legal-aid.co.za
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may, within 30 days, lodge a complaint with the Information Regulator, for an appropriate 

relief. 

 

6.2    A Requester that is aggrieved by a decision of the Information Officer or Deputy 

Information Officer of Legal Aid SA for requesting payment of the prescribed request fee, 

deposit or access fee in terms of section 22 of the PAIA, may within 30 days, lodge a 

complaint with the Information Regulator for an appropriate relief. 

 

6.3    A Requester that is aggrieved by a decision of the Information Officer or Deputy 

Information Officer of Legal Aid SA of extending the period over which to make a decision 

of whether or not to grant a request for access may, within 30 days, lodge a complaint with 

the Information Regulator for an appropriate relief. 

 

6.4    A Requester that is aggrieved by a decision of the Information Officer or Deputy 

Information of Legal Aid SA of not providing the access in a particular form, as requested 

by the Requester, may within 30 days lodge a complaint with the Information Regulator.  

 

6.5. There is no internal appeal against the decision of the Information Officer, or the Deputy 

Information Officer and any requester aggrieved by the decision, must seek judicial review 

against such decision. 

 

7. GUIDE ON HOW TO USE PAIA AND HOW TO OBTAIN ACCESS TO THE GUIDE 

 

7.1. The Regulator has, in terms of section 10(1) of PAIA, updated and made available the revised 

Guide on how to use PAIA (“Guide”), in an easily comprehensible form and manner, as may 

reasonably be required by a person who wishes to exercise any right contemplated in PAIA 

and POPIA. 

 

7.2. The Guide is available in each of the official languages. 

 

7.3. The aforesaid Guide contains the description of- 

 

7.3.1. the objects of PAIA and POPIA. 
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7.3.2. the postal and street address, phone and fax number and, if available, electronic 

mail address of- 

 

7.3.2.1. the Information Officer of every public body, and 

 

7.3.2.2. every Deputy Information Officer of every public and private body 

designated in terms of section 17(1) of PAIA1 and section 56 of POPIA2; 

7.3.3. the manner and form of a request for- 

 

7.3.3.1. access to a record of a public body contemplated in section 113; and 

 

7.3.3.2. access to a record of a private body contemplated in section 504; 

 

7.3.4. the assistance available from the Information Officer of a public body in terms of 

PAIA and POPIA. 

 

7.3.5. the assistance available from the Regulator in terms of PAIA and POPIA. 

 

7.3.6. all remedies in law available regarding an act or failure to act in respect of a right or 

duty conferred or imposed by PAIA and POPIA, including the manner of lodging- 

 

7.3.6.1. an internal appeal.  

 

7.3.6.2. a complaint to the Regulator; and  

 

 
1 Section 17(1) of PAIA- For the purposes of PAIA, each public body must, subject to legislation governing the employment of personnel of the 

public body concerned, designate such number of persons as deputy information officers as are necessary to render the public body as 
accessible as reasonably possible for requesters of its records.  
 
2 Section 56(a) of POPIA- Each public and private body must make provision, in the manner prescribed in section 17 of the Promotion of Access 

to Information Act, with the necessary changes, for the designation of such a number of persons, if any, as deputy information officers as is 
necessary to perform the duties and responsibilities as set out in section 55(1) of POPIA. 
 
3 Section 11(1) of PAIA- A requester must be given access to a record of a public body if that requester complies with all the procedural 

requirements in PAIA relating to a request for access to that record; and access to that record is not refused in terms of any ground for refusal 
contemplated in Chapter 4 of this Part. 
 
4 Section 50(1) of PAIA- A requester must be given access to any record of a private body if- 

a) that record is required for the exercise or protection of any rights; 
b) that person complies with the procedural requirements in PAIA relating to a request for access to that record; and 
c) access to that record is not refused in terms of any ground for refusal contemplated in Chapter 4 of this Part. 
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7.3.6.3. 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 a decision of the head of a private body. 

 

7.3.7. the provisions of sections 145 and 516 requiring a public body and private body, 

respectively, to compile a manual, and how to obtain access to a manual. 

 

7.3.8. the provisions of sections 157 and 528 providing for the voluntary disclosure of 

categories of records by a public body and private body, respectively. 

 

7.3.9. the notices issued in terms of sections 229 and 5410 regarding fees to be paid in 

relation to requests for access; and 

 

7.3.10. the regulations made in terms of section 9211. 

 

7.4. Members of the public can inspect or make copies of the Guide from the offices of the public 

or private bodies, including the office of the Regulator, during normal working hours.  

 

7.5. The Guide can also be obtained- 

 

 
5 Section 14(1) of PAIA- The information officer of a public body must, in at least three official languages, make available a manual containing 

information listed in paragraph 4 above. 

 
6 Section 51(1) of PAIA- The head of a private body must make available a manual containing the description of the information listed in 

paragraph 4 above. 
 
7 Section 15(1) of PAIA- The information officer of a public body, must make available in the prescribed manner a description of the categories 

of records of the public body that are automatically available without a person having to request access 
 
8 Section 52(1) of PAIA- The head of a private body may, on a voluntary basis, make available in the prescribed manner a description of the 

categories of records of the private body that are automatically available without a person having to request access 
 
9 Section 22(1) of PAIA- The information officer of a public body to whom a request for access is made, must by notice require the requester to 

pay the prescribed request fee (if any), before further processing the request. 
 
10 Section 54(1) of PAIA- The head of a private body to whom a request for access is made must by notice require the requester to pay the 

prescribed request fee (if any), before further processing the request. 

 
11 Section 92(1) of PAIA provides that –“The Minister may, by notice in the Gazette, make regulations regarding- 

(a)  any matter which is required or permitted by this Act to be prescribed; 
(b)  any matter relating to the fees contemplated in sections 22 and 54; 
(c)  any notice required by this Act; 
(d)  uniform criteria to be applied by the information officer of a public body when deciding which categories of records are to be made 

available in terms of section 15; and 
(e)  any administrative or procedural matter necessary to give effect to the provisions of this Act.” 

 



___________________________________________________________________________________________ 

Page | 12 PAIA Manual: Legal Aid South Africa v2 July 2025 

 

7.5.1. upon request to the Information Officer or head of the private body, using Form 1 

available at https://inforegulator.org.za/paia-forms/;  

 

7.5.2. upon request, to the Information Regulator, by sending Form 1 (a request for a copy 

of the Guide) to- PAIACompliance@infoRegulator.org.za; and 

 

7.5.3. from the website of the Regulator (https://inforegulator.org.za/paia-guidelines/). 

 

8. DESCRIPTION OF THE SUBJECTS ON WHICH THE BODY HOLDS RECORDS AND 

CATEGORIES OF RECORDS HELD BY LEGAL AID SA 

 

NB: Describe the subjects (i.e. Finance, SCM or HR), in respect of which the body holds records 

and the categories of records held on each subject. Below is an example of the table that can be 

used.  

 

Subjects on which the body 

holds records 

Categories of records held on each subject 

Strategic Documents, Plans, 

Proposals 

Annual Reports, Strategic Plan, Annual 

Performance Plan. 

Human Resources - HR policies and procedures. 

- Advertised posts. 

- Employees records. 

- Learning and development e.g.: skills 

development and training plans 

- Employment equity plan and statistics 

Application for legal aid  - Personal information, such and ID, Employment 

Details, Banks Statement and Assets (Movable 

and Immovable) 

 

9. THE LATEST NOTICE REGARDING CATEGORIES OF RECORDS OF LEGAL AID SA WHICH 

ARE AVAILABLE WITHOUT A PERSON HAVING TO REQUEST ACCESS 

 

https://inforegulator.org.za/paia-forms/
mailto:PAIACompliance@infoRegulator.org.za
https://inforegulator.org.za/paia-guidelines/
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The following records and/or information are available for access without the need to request in 

terms of the provisions of PAIA. These records are available at the Head Office of Legal Aid SA 

during office hours, the Regulator during office hours and they are further accessible www.legal-

aid.co.za , namely- 

Table- Records available without requesting access. 

1. Category  Document Type Available on the Website 

YES NO 

 Strategic Documents (Plans and 

Report) Annual Report 

▪ Annual Reports; - 

Strategic Plan;  

▪ Annual Performance 

Plan; 

▪ Annual Performance 

Plans. 

▪ Business plan 

X 

 

X 

X 

 

 

 

 

 

X 

2.  Board and Board Committees  Terms of Reference  X 

3. Manuals  Legal Aid Manual 

PAIA Manual 

X  

4. Legislation The Regulations to 

Legal Aid South Africa 

Act 39 of 2024 

Legal Aid South Africa 

Act 39 of 2024 

X  

5. Tenders List of tenders awarded 

and cancelled by Legal 

Aid SA 

X  

6. Approved organisational structure 

of Legal Aid SA. There is also 

Board and Exco details  

 X  

http://www.legal-aid.co.za/
http://www.legal-aid.co.za/
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7. Forms  Legal Aid Forms 

Accreditation Forms 

X  

 

10. SERVICES AVAILABLE TO MEMBERS OF THE PUBLIC FROM LEGAL AID SA AND 

HOW TO GAIN ACCESS TO THOSE SERVICES 

10.1 Legal Aid SA provides services for the following matters subject to qualification in 

accordance with means test- 

10.1.1. All criminal matters as set out in regulations 3  

10.1.2. Civil cases for the protection of constitutional matters subject to the 

merit assessment on the prospects of success. 

10.1.3. Extradition. 

10.1.4. Witnesses who may provide incriminating evidence. 

10.1.5. Bail applications. 

10.1.6. Asylum seekers 

10.1.7. Labour matters 

10.1.8. Divorce and family law matters 

10.1.9. Land Rights matters 

10.1.10. The Haque Convention cases 

10.1.11. Land Reform (Labour Tenants), Extension of Security of Tenure Act, 

and Prevention of Illegal Eviction from and Unlawful Occupation of 

Land Act matters. 

10.1.12. Civil matters involving children 

10.1.13. Domestic Violence and Harassment cases involving persons over 60 

years. 

10.2 The services can be accessed by visiting a nearest local office which appears on 

the list attached as table 1. 

10.3 The services can further be accessed through the call centre at (0800 110 110).  

 

10.4  legal aid also provide legal advisory services, and there is no means test.  
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11. PUBLIC INVOLVEMENT IN THE FORMULATION OF POLICY OR THE EXERCISE OF POWERS 

OR PERFORMANCE OF DUTIES BY LEGAL AID SA 

 

Whenever there is the review of the legislative framework for Legal Aid SA, specifically a Legal Aid 

SA’s policy that effect the public, there will be notification for such review and invitation for public 

participation will also be published with the timelines for submissions. Legal Aid SA welcomes 

public participation and inputs. 

 

12. PROCESSING OF PERSONAL INFORMATION 

 

12.1 Purpose of Processing 

 

12.1.1 Legal Aid SA collects personal information from legal aid applicants, legal aid 

clients, services providers, and its employees and prospective employees as set 

out in detail below: - 

 

12.1.1.1 Legal aid applicant’s/client’s personal information is collected mainly to 

determine qualification for legal aid services as provided for in the Act 

or in the execution of a legal matter on behalf of the client and to keep 

in contact with and to keep the client informed of progress in their 

matter. In addition, the information may be utilised to conduct client 

satisfaction surveys. 

 

12.1.1.2 Legal Aid SA collects personal information from service providers 

mainly to ensure proper assessment of their capacity to deliver the 

required services and for compliance with various legislative 

requirements, including their registration on National Treasury’s Central 

Supplier Database (CSD) and to effect payment for any contracted 

services.  

 

12.1.1.3 Legal Aid SA collects personal information from its personnel and job 

applicants for recruitment purposes and other related legal 

requirements. 
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 The reasons for the need to process personal information by Legal Aid SA 

 12.1.2 Information collected from legal aid applicants/clients, service providers and job 

applicants and employees is used only for the purpose for which it was collected 

or agreed, including: 

   (a) Determine qualification for legal aid. 

                 (b) Determine the conditions regarding the provision of legal aid services. 

             (c) Maintaining contact with the applicant/client. 

                 (d)  Statistical and reporting purposes particularly to Parliament, Executive 

Authority, the Board and Internal and External Auditors. 

                 (e) Analyses of the effectiveness or sustainability of legal aid services. 

  (f) Assessment of capability to perform the services required and compliance 

with legislative requirements by the service providers for purposes of 

appointment. 

   (g) For accreditation of judicare practitioners. 

   (h) For recruitment purposes. 

   (i) The Evaluation of any bid, proposal or quote; and 

   (j) For compliance with all other legislative requirements. 

   

12.2 Description of the categories of Data Subjects and of the information or categories of 

information relating thereto 

 

   

Categories of Data 

Subjects 

 

Personal Information that may be Processed 

Natural Persons- 

Clients and Applicants 

for legal aid 

Names and surname; contact details (contact 

number(s), fax number, email address); Residential, 

postal or business address; Unique Identifier/Identity 

Number and confidential correspondence  

Juristic Persons 

(Judicare Practitioners 

and Service Providers 

Names of contact persons; Name of legal entity; 

physical and postal address; contact details (contact 

number(s), fax number, email address); registration 
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Categories of Data 

Subjects 

 

Personal Information that may be Processed 

appointed by Legal Aid 

to provide services.   

number; financial, commercial, scientific or technical 

information and trade secrets  

 

 

 

 

Employees & Board 

Members 

Gender, pregnancy; marital status; Race age, 

language, educational information (qualifications); 

financial information; employment history; ID number; 

physical and postal address; contact details(contact 

number(s), fax number, email address); criminal 

behaviour; well-being and their relatives ( family 

members) race, medical, gender, sex, nationality, 

ethnic or social origin, sexual orientation, age, physical 

or mental health, well-being, disability, religion, 

conscience, belief, culture, language, biometric 

information of the person 

 

12.3 The recipients or categories of recipients to whom the personal information may be 

supplied 

12.3.1 Legal Aid SA may supply the personal information of data subject to the Service 

Providers who render the following services –  

 

12.3.1.1 Capturing and organising of personal information;  

12.3.1.2 Storing of personal information;  

12.3.1.3 Sending of emails and other correspondence to the public;  

12.3.1.4 Conducting due diligence checks;  

12.3.1.5 Conducting criminal checks;  

12.3.1.6 Conducting qualification verifications; Forensic investigation and any 

other investigation relating to the activities of the Regulator;  

12.3.1.7 Auditing;  

12.3.1.8 Administration of the Provident, Pension Funds and medical aids; and  

12.3.1.9 ICT Infrastructure. 
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12.3.2 Below are the specific recipients or categories of recipients to whom the personal 

information may be supplied 

 

Category of personal 

information 

 

Recipients or Categories of Recipients 

 

Identity number and names, for 

criminal checks  

South African Police Services  

Qualifications, for qualification 

verifications 

South African Qualifications Authority 

 

Credit and payment history, for 

credit information 

Credit Bureaus 

Tender Proposals National treasury 

Banking details South African Banks 

Assets, Employment and 

Directorship Verification to check 

eligibility for legal aid. 

Consumer Profile Bureau (Pty) Ltd. 

Performance information  Auditor General South Africa 

 

12.4 Planned transborder flows of personal information 

 

12.4.1 There is currently no plan nor the intention to transborder any personal information 

by Legal Aid SA, as all personal information collected are stored in the Republic 

of South Africa. 

 

12.4.2 Any transfer of personal information cross border shall be with data subject’s 

consent, however, should it not be reasonably practicable to obtain data subject’s 

consent, the Legal Aid SA shall transfer the personal information if – 

 

12.4.2.1 it will be for the data subject’s benefit; and 

 

12.4.2.2 the data subject would have given consent should it have been 

reasonably practicable to obtain such consent. 
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12.5 General Description of Information Security Measures to be implemented by the 

responsible party to ensure the confidentiality, integrity and availability of the 

information 

 

12.5.1 Legal Aid SA provides protection for personal information, whether in electronic 

or physical form and such information may not be accessed by unauthorized 

persons. 

12.5.2 Legal Aid SA has a security policy dealing with computer system security, network 

security, procedural security and communications security. In terms of the security 

policy, Legal Aid SA creates process and manages sensitive information daily. 

The information created and generated are proprietary and as such is secured 

from inappropriate use and intrusions via the IT Polices and Cyber Security Policy 

12.5.3 Legal Aid SA also implements Physical Security in terms of its Cyber Security 

Policy and its Standard Operating Procedures relating to the storing of Physical 

Information relating to clients, employees and vendors, which must be kept in a 

locked cabinet, drawer or office when not being worked on or overnight. 

12.5.4 Legal Aid SA ensures that it regularly review and verify that the relevant security 

measures are effectively implemented and ensure that these measures are 

continually updated in response to an emerging risk or deficiencies identified 

during an investigation into a data breach. 

12.5.5 Personal information of the legal aid applicant/client, service provider, employee 

or prospective employee is captured on an electronic system and some of the 

personal documentation is retained in a physical format.  

12.5.6 The information that is stored on any electronic system maintained by Legal Aid 

SA is protected in accordance with the Legal Aid SA IT Policy and Cyber Security 

Policy. Employees at all stages comply with the relevant provisions of the IT and 

Cyber Security Policies. Employees do not share their passwords with any person, 

including a fellow employee, or introduce any malware that could result in a data 

breach.  

12.5.7 The following are security measured implemented includes, amongst others –  

12.5.7.1 Access Control;  

12.5.7.2 Data Encryption;  

12.5.7.3 Defensive Measures;  
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12.5.7.4 Robust Monitoring, Auditing and Reporting capabilities;  

12.5.7.5 Data Backups;  

12.5.7.6 Anti-virus and Anti-malware Solutions;  

12.5.7.7 Awareness and Vigilance; and  

12.5.7.8 Agreements are concluded with Operators to implement security

 controls. 

12.5.7.9 Incident Response Plan 

12.5.7.10 Patch Management 

12.5.7.11 Multi-Factor Authentication 

12.5.7.12 Business Continuity and Disaster Recovery 

12.5.7.13 Vulnerability Management 

12.5.7.14 Network Security 

12.5.7.15 Data Loss Prevention 

12.5.7.16 Web Application Security 

 

12.5.8 At every Legal Aid SA Office, all physical personal information, including client 

files, is kept in a locked cabinet, drawer or office where access is restricted to 

employees and their immediate supervisors who are authorized to have access to 

the personal information. 

 

13 AVAILABILITY OF THE MANUAL 

 

13.3 This Manual is made available in the following three official languages- 

 

13.3.1 English; 

 

13.3.2 Will be made available in Sepedi in September 2025 

 

13.3.3 Will be made available in Zulu in September 2025. 

 

13.4 A copy of this Manual or the updated version thereof, is also available as follows- 

 

13.4.1 on website www.legal-aid.co.za  of Legal Aid SA; 

 

http://www.legal-aid.co.za/
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13.4.2 at the head office of the public body for public inspection during normal business 

hours; 

 

13.4.3 to any person upon request and upon the payment of a reasonable prescribed fee; 

and 

 

13.4.4 to the Information Regulator, upon request. 

 

13.5 A fee for a copy of the Manual, as contemplated in annexure B of the Regulations, shall be 

payable per each A4-size photocopy made.  

 

14 UPDATING OF THE MANUAL 

 

Legal Aid SA will, if necessary, update and publish this Manual annually. 

 

 

Issued by 

 

 

 

________________________________ 

Mr Ntsumbedzeni Nemasisi 

CHIEF EXECUTIVE OFFICER (Acting) 

Date: 27 October 2025 
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Annexure – Table 1 

LEGAL AID SOUTH AFRICA – PROVINCIAL AND LOCAL OFFICES TELEPHONE LIST 

GAUTENG PROVINCE 
 

No Legal Aid SA 

Local Office 

Responsible 

Person 

Postal Address Physical Address Telephone Number 

1 Alexandra Head of 

Office 

P O Box 1192 

Bramley 

2018,  

First Floor, Yarona 

Building, 89-Watt Avenue 

(corner 3rd street), 

Wynberg 

2090 

011 786 3603 

 

2 Benoni Head of 

Office 

P O Box 2972 

Benoni 

1500 

 

18 Howard Street 

Benoni 

1500 

011 845 4311 

3 Germiston Head of 

Office 

P O Box 4302 

Germiston South 

1401 

 

38 Lambert Street 

Germiston South 

1401 

011 842 7300 

4 Ga-Rankuwa Head of 

Office 

P O Box 23 

Ga-Rankuwa 

North, Akasia 

0209 

 

222 Main Street, Zone 15 

Ga-Rankuwa Industrial  

0208  

 

012 700 1416 

5 Johannesburg Head of 

Office 

P O Box 62378 

Marshalltown 

2107 

 

56 Main Street 

Marshalltown 

Johannesburg 

2000 

011 870 1480 
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No Legal Aid SA 

Local Office 

Responsible 

Person 

Postal Address Physical Address Telephone Number 

6 Krugersdorp Head of 

Office 

P O Box 660 

Krugersdorp 

1740 

 

51 Burger Street  

Krugersdorp 

1740 

 

011 660 2335 

7 Pretoria Head of 

Office 

P O Box 1281 

Pretoria 

0001 

 

317 Francis Baard 

Locarno House 

4th Floor 

Pretoria 

0001 

012 304 0576 

8 Soshanguve Head of 

Office 

P O Box 401 

Soshanguve 

0152 

 

Medicross Centre Stand 

No 2093 

Bock H 

Soshanguve 

0152 

012 797 2721 

9 Soweto Head of 

Office 

PO Box392 

Pimville 1808  

 

Docex 115 

Johannesburg 

Office 403 & 411A 

Maponya Mall  

Chris Hani Road  

Klipspruit  

Soweto 

1804 

 

 

 

 

 

011 938 3547 
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No Legal Aid SA 

Local Office 

Responsible 

Person 

Postal Address Physical Address Telephone Number 

10 Tembisa Head of 

Office 

P O Box 563 

Olifantsfontein1665 

Kempton Park 

Shop 42 

Tembisa MegaMart Mall 

Botswana Road 

(Olifantsfontein Road) 

Tswelopelo Section 

 

Tembisa 

1620 

011 316 0164 

11 Vereeniging Head of 

Office 

P O Box 3948 

Vereeniging 

1930 

 

Office currently working 

remotely; office address 

will be updated. Use the 

telephone to contact us. 

016 421 3527 

016 421 3528 

Gauteng Provincial 

Office 

Provincial 

Executive 

P O Box 16237 

Lyttleton 

0140 

 

144 Cantonment Street 

Selborne Centre Suite 2E 

Lyttleton 

Pretoria 

0157 

012 664 2921 
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EASTERN CAPE PROVINCE 

No Legal Aid SA 

Local Office 

Responsible 

Person 

Postal 

Address 

Physical Address Telephone Number 

1 Maletswai Head of 

Office 

P O Box 153 

Aliwal North 

Docex 4 

67 Somerset Street 

Aliwal North 

9750 

051 633 2530 

051 633 2579 

2 Butterworth Head of 

Office 

P O Box 553 

Butterworth 

4960 

Docex 1 

ECD Building 

24 High Street 

Butterworth 4960 

047 491 3800 

047 491 0006 

3 East London Head of 

Office 

P O Box 7570 

East London 

5200 

Docex 57 

33 Fleet Street 

Entrance Commissioner 

Street 

East London 

5200 

043 704 4700 

4 Graaf-Reinet Head of 

Office 

P O Box 326 

Graaf-Reinet 

6280 

Docex 3 

64 Church Street 

Graaf-Reinet 

6280 

049 807 2500 

5 Makhanda  Head of 

Office 

P O Box 105 

Makhanda 

6140 

Docex 18 

69 High Street 

Makhanda 

6140 

046 622 9350 

 

 

 

  
6 Qonce  Head of 

Office 

P O Box 2323 

Qonce  

2nd Floor Old Mutual Bld 043 604 6000 
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5600 

Docex 4 

Cnr Cathcart & Macclean 

Street 

Qonce  

7 Mthatha Head of 

Office 

P O Box 536 

Mthatha 

5099 

Docex 13 

PRD Building 96 Sutherland 

Street 

Mthatha 

5099 

047 501 4600 

8 Gqeberha  Head of 

Office 

P O Box 

27989 

Gqeberha 

Docex 127 

1 Uitenhage Road  

Legal Aid Building 

Gqeberha  

6011  

041 408 2800 

9 Komani  Head of 

Office 

P O Box 1398 

Komani 5320, 

Docex 28 

No 2- 4 Shepstone 

Road 

Komani  

5319 

045 807 3500 

10 Kariega  Head of 

Office 

P O Box 459 

Kariega  

6230 

Docex 6 

32-36 Baird Street 

Kariega  

6230 

041 991 1811 

Eastern Cape 

Provincial 

Office 

Provincial 

Executive 

P O Box P O 

Box 63799 

Greenacres 

Port Elizabeth 

6056 

Docex 131 

1 Uitenhage Road  

Legal Aid Building 

Gqeberha 

6011 

041 363 8863 
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KWAZULU NATAL PROVINCE 

No Legal Aid SA 

Local Office 

Responsibl

e Person 

Postal Address Physical Address Telephone Number 

1 Durban Head of 

Office 

P O Box 4397 

Durban 

4000 

Docex 214 

22 Dorothy Nyembe 

Marine Building   

4000 

031 304 0100 

031 304 3162 

031 304 3163 

2 Empangeni Head of 

Office 

P O Box 38 

Empangeni 

3880 

Docex 18 

Mazuli House 

7 Maxwell Street 

Empangeni 

3008 

035 792 4949 

035 792 4952 

3 Ladysmith Head of 

Office 

P O Box 1181 

Ladysmith 

3370, Docex 9 

65/67 Queens Street 
Ladysmith 

3370 

036 638 2500 

4 Newcastle Head of 

Office 

P O Box 1850 

Newcastle 

2940, Docex 7 

65 Scott Street 

Newcastle 

2940 

034 328 7100 

5 Pietermaritzburg Head of 

Office 

Suite 173 

Postnet X9118 

Pietermaritzburg 

3200, Docex 64 

187 Hoosen Haffejee 

Street 

Pietermaritzburg 

3201 

 

033 394 2190 

033 394 2264 

6 Pinetown Head of 

Office 

P O Box 1006 

Pinetown 

3600, Docex 162 

1st Floor ABSA Building 

1 Church Lane 

Pinetown,3600 

031 719 2700 
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KWAZULU NATAL PROVINCE 

No Legal Aid SA 

Local Office 

Responsibl

e Person 

Postal Address Physical Address Telephone Number 

7 Port Shepstone 

 

 

Head of 

Office 

P O Box 50148 

Port Shepstone 

4240 

Docex 5 

2nd Floor MB Building 

49 Aiken Street 

Opposite ABSA Bank 

Port Shepstone, 4240 

039 688 9600 

8 Umlazi Head of 

Office 

P O Box 36265 

Ntokozweni 

4089 

Docex 1 

V1332 

Ithala Industrial Park 

Cnr Mangosuthu Highway 

& Road 1902 

Umlazi, 4031 

031 918 8100 

9 Verulam Head of 

Office 

P O Box 183 

Verulam 

4340 

Docex 380 

Suite 1 Ayesha Razak 

Centre 

1st Floor 

Ayesha Razak Centre 

33 Groom Street 

Verulam, 4340 

032 533 2654 

032 533 2657 

 

10 Vryheid Head of 

Office 

P O Box 852 

Vryheid 

3100, Docex 5 

116 Landdrost Street 
Vryheid, 3100 

 

034 989 8300 

034 989 8301 

KwaZulu Natal 

Provincial 

Office 

Provincial 

Executive  

P O Box 2489 

Pinetown 

3600, Docex 261 

1st Floor ABSA Building 

1 Church Lane 

Pinetown,3600 

031 918 8110 
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WESTERN CAPE AND NORTHERN CAPE PROVINCE 

No Legal Aid SA 

Local Office 

Responsible 

Person 

Postal 

Address 

Physical Address Telephone Number 

1 Athlone Head of 

Office 

P O Box 166 

Athlone 

7760,Docex 9 

2nd Floor, Klipfontein Road 

Melofin Centre 

Athlone,7764 

021 697 5252 

2 Bellville Head of 

Office 

 

Docex 70 

68 2nd Floor  

Van der Stel Building 

Cnr Voortrekker &, Durban 

Road 

Belville,7535 

021 949 3062 

3 Cape Town Head of 

Office 

P O Box 516 

Cape Town 

8000 

Docex 19 

60 St. Georges Mall,  

3rd Floor 

Reserve Bank Building 

Cape Town 

8001 

021 426 4126 

4 George Head of 

Office 

 

Docex 27 

Tommy Joubert Building 

Cnr Craddock & Courtenay 

Street 

George 

6530 

044 802 8600 

5 Caledon Head of 

Office 

Docex 3 22 Church Street 

Caledon 

7230 

028 212 1815 
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WESTERN CAPE AND NORTHERN CAPE PROVINCE 

No Legal Aid SA 

Local Office 

Responsible 

Person 

Postal 

Address 

Physical Address Telephone Number 

                                                
                                                         WESTERN CAPE AND NORTHERN CAPE PROVINCE 
 

 

6 Malmesbury Head of 

Office 

Docex 6 47 Voortrekker Road 

The Frank Building 

1st Floor 

Malmesbury 

022 482 1784 

7 Stellenbosch Head of 

Office 

P O Box 534 

Stellenbosch 

7600 

Docex 38 

Office 201,  

2nd Floor 

Eikestad Mall 

Stellenbosch,7600 

021 882 9221 

8 Vredendal Head of 

Office 

Docex 3 

Vredendal 

9 Dorp Street 

Vredendal 

8160 

027 201 1030 

10 Colesburg Head of 

Office 

Docex 4 

Colesburg 

12 Church Street 

Colesburg 

9795 

051 753 2280/3 

051 753 2281 

11 Kimberley Head of 

Office 

P O Box 846 

Kimberley 

8300 

Docex 4 

4 Sydney Street 

Pretmax Building 

Kimberley 

8301 

053 832 2348 

12 Upington Head of 

Office 

P/Bag X5879 

Postnet #100 

46 Schroeder Street 

Upington 

8801 

054 337 9200 
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WESTERN CAPE AND NORTHERN CAPE PROVINCE 

No Legal Aid SA 

Local Office 

Responsible 

Person 

Postal 

Address 

Physical Address Telephone Number 

Upington, 

8800 

Docex 12 

Western & Northern 

Cape Provincial 

Office 

Provincial 

Executive 

Docex 23 

Stellenbosch 

Shiraz House 

Brandwacht Office Park 

Trumali Road 

Stellenbosch,7600 

021 861 3000 

 

FREE STATE AND NORTH WEST PROVINCE 

No Legal Aid SA 

Local Office 

Responsible 

Person 

Postal 

Address 

Physical Address Telephone Number 

1 Bethlehem Head of 

Office 

P O Box 1324 

Bethlehem 

9700 

Docex 15 

24 Cnr Commissioner and 

Naude Street 

Bethlehem 

9700 

058 303 6824 

2 Bloemfontein Head of 

Office 

P O Box 9899 

Bloemfontein 

9300 

Docex 46 

49 Charlotte Maxeke 

Street, 4th floor, Fedsure 

Building 

Bloemfontein 

9300 

051 447 9915 

051 447 7263 

051 447 0466 

051 447 2136 

051 447 0902 

051 447 5043 
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WESTERN CAPE AND NORTHERN CAPE PROVINCE 

No Legal Aid SA 

Local Office 

Responsible 

Person 

Postal 

Address 

Physical Address Telephone Number 

3 Botshabelo Head of 

Office 

P O Box 6141  

Botshabelo 

9781 

 

Shop No.1 

Re A Hola Shopping 

Complex 

Botshabelo 

9781 

051 534 4915 

4 Kroonstad Head of 

Office 

P O Box 2229 

Kroonstad 

9500 

Docex 12 

99 Murray Street 

Kroonstad 

9501 

 

 

 

 

056 216 4800 

5 Phuthadithjaba Head of 

Office 

Private Bag 

X831 

Witsieshoek 

9870 

FDC Office Block E 

Cnr Motloung & Setai 

Street 

Phuthadithjaba 

9866 

058 713 5000 

6 Klerksdorp Head of 

Office 

P O Box 2793 

Klerksdorp 

2570 

Docex 9 

19 BraamFischer Street 

Klerksdorp 

2571 

018 464 3022 

7 Lichtenburg Head of 

Office 

P O Box 1208 

Lichtenburg 

25 Bantjes Street 

Lichtenburg 

018 632 7600 
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WESTERN CAPE AND NORTHERN CAPE PROVINCE 

No Legal Aid SA 

Local Office 

Responsible 

Person 

Postal 

Address 

Physical Address Telephone Number 

2740 

Docex 7 

2740 

8 Mafikeng Head of 

Office 

Private Bag 

x2125 

Mafikeng 

2745 

Docex 8 

Borekelong House 

742 Dr James Moroka 

Drive 

Unit 2 

Mmabatho 

018 381 4668 

018 381 4605 

018 381 1096 

018 381 4582 

018 381 4602 

9 Potchefstroom Head of 

Office 

P O Box 1447 

Potchefstroom 

2520 

Docex 23 

2nd Floor 

Royal Building 

James Moroka Avenue  

Potchefstroom 

2531 

018 293 0045 

10 Rustenburg Head of 

Office 

P O Box 2090 

Rustenburg 

0300 

Docex 31 

122 Beyers Naude 

Albech Building 

Rustenburg 

0300 

 

014 592 3185 

 

 

 

11 Vryburg Head of 

Office 

P O Box 652 

Vryburg 

8601 

Docex 7 

71 Vry Street 

Vryburg 

8601 

053 927 0095 

053 927 0145 

053 927 0142 

12 Welkom Head of Office P O Box 335 8 Heeren Street 057 357 2847 
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WESTERN CAPE AND NORTHERN CAPE PROVINCE 

No Legal Aid SA 

Local Office 

Responsible 

Person 

Postal 

Address 

Physical Address Telephone Number 

Welkom 

9460 

Archiquant Building 

Welkom 

Free State & North 

West 

Provincial Office 

Provincial 

Executive 

P O Box 

12798 

Bloemfontein 

9301 

Docex 125 

Hydro Park 

100 Kellner Street 

Bloemfontein 

9301 

051 412 8040 

 

LIMPOPO AND MPUMALANGA PROVINCE 

No Legal Aid SA 

Local Office 

Responsible 

Person 

Postal 

Address 

Physical Address Telephone Number 

1 Makhado Head of 

Office 

P O Box 4591 

Louis 

Trichardt,0920 

Docex 8 

Noor Gardens 

Cnr Krogh & Devenish 

Street 

Louis Trichardt,0920 

015 519 1100 
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LIMPOPO AND MPUMALANGA PROVINCE 

No Legal Aid SA 

Local Office 

Responsible 

Person 

Postal 

Address 

Physical Address Telephone Number 

2 Modimolle Head of 

Office 

P O Box 4373 

Modimolle 

0510 

Docex 8 

Shop 8 

Nyl Sake Sentrum 

95 Nelson Mandela 

Drive 

Modimolle, 0510 

014 717 4977 

3 Polokwane Head of 

Office 

P O Box 1314 

Polokwane 

0700 

Docex 24 

Limpopo High Court 
Building, 3rd Floor, Cnr 
Bodenstein & Biccard 
Street, Polokwane 
0700.  

015 291 2436 015 291 2437 

015 291 2429 

 

4 Thohoyandou Head of 

Office 

P O Box 3550 

Thohoyandou 

0950 

Docex 3 

Shop 2 

Metropolitan Complex 

Thohoyandou 

0950 

015 962 6206 

015 962 6268 

015 962 6269 

5 Tzaneen Head of 

Office 

P O Box 2365 

Tzaneen 

0850 

Docex 16 

2nd Floor 

Tzaneen Crossing Mall 

Cnr Lydenburg & 

Skurving Street 

Tzaneen, 0850 

015 307 3129 

6 Ermelo Head of 

Office 

P O Box 656 

Ermelo 

2350 

Docex 9 

14 Joubert Street 

Ermelo 

2350 

017 819 7291 

017 819 7292 
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LIMPOPO AND MPUMALANGA PROVINCE 

No Legal Aid SA 

Local Office 

Responsible 

Person 

Postal 

Address 

Physical Address Telephone Number 

7 Middelburg Head of 

Office 

P O Box 827 

Middelburg 

1050 

Docex 3 

5A Lavers Street 

Clubville 

Middleburg 

1050 

 

013 282 1253 013 243 5964.  

8 Nelspruit Head of 

Office 

P O Box 1031 

Mbombela 

1200 

 

3rd Floor Mpumalanga 

High Court Building 

Samora Machell Drive, 

West Acres,1200 

013 756 4500 

013 755 5019 

 

9 Witbank Head of 

Office 

P O Box 4373 

Witbank 

1035 

Docex 51 

No 17 Cnr Botha & 

Northey,  

 Emalahleni 1035 

013 656 5290 

013 656 2061 

013 656 0583 

013 690 2283 

10 Limpopo & 

Mpumalanga 

Provincial Office 

Provincial 

Executive 

P O Box 1314 

Polokwane 

0700 

Docex 24 

Limpopo High Court 

Building, 3rd Floor, Cnr 

Bodenstein & Biccard 

Street, Polokwane 

0700. 

015 291 2436 015 291 2437 

015 291 2429 

 


