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BULE,$.

from Government Printing Works
Dear Valued Customers,

Government Printing Works has implemented rules for completing and submitting the electronic Adobe Forms 
when you, the customer, submits your notice request.
Please take note of these guidelines when completing your form. 

Important
Information

GPW Business Rules

1. No hand written notices will be accepted for processing, this includes Adobe 
forms which have been completed by hand.

2. Notices can only be submitted in Adobe electronic form format to the email submission 
address submit.egazette@gpw.gov.za. This means that any notice submissions not on an Adobe electronic 
form that are submitted to this mailbox will be rejected. National or Provincial gazette notices, where the Z95 
or Z95Prov must be an Adobe form but the notice content (body) will be an attachment.

3. Notices brought into GPW by "walk-in" customers on electronic media can only be submitted in Adobe 
electronic form format. This means that any notice submissions not on an Adobe electronic form that are 
submitted by the customer on electronic media will be rejected. National or Provincial gazette notices, where 
the Z95 or Z95Prov must be an Adobe form but the notice content (body) will be an attachment.

4. All customers who walk in to GPW that wish to submit a notice that is not on an electronic Adobe form will be 
routed to the Contact Centre where the customer will be taken through the completion of the form by a GPW 
representative. Where a customer walks into GPW with a stack of hard copy notices delivered by a 
messenger on behalf of a newspaper the messenger must be referred back to the sender as the submission 
does not adhere to the submission rules.

5. All notice submissions that do not comply with point 2 will be charged full price for the notice submission.

6. The current cut-off of all Gazette’s remains unchanged for all channels. (Refer to the GPW website for 
submission deadlines – www.gpwonline.co.za)

7. Incorrectly completed forms and notices submitted in the wrong format will be rejected to the customer 
to be corrected and resubmitted. Assistance will be available through the Contact Centre should help be 
required when completing the forms. (012-748 6200 or email info.egazette@gpw.gov.za)

8. All re-submissions by customers will be subject to the above cut-off times.

9. All submissions and re-submissions that miss the cut-off will be rejected to the customer to be submitted with 
a new publication date.

10. Information on forms will be taken as the primary source of the notice to be published. Any instructions that 
are on the email body or covering letter that contradicts the notice form content will be ignored.

You are therefore advised that effective from Monday, 18 May 2015 should you not comply with our new rules 
of engagement, all notice requests will be rejected by our new system.

Furthermore, the fax number 012- 748 6030 will also be discontinued from this date and customers will only be 
able to submit notice requests through the email address submit.egazette@gpw.gov.za.
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DO use the new Adobe Forms for your notice request.

These new forms can be found on our website: 
www.gpwonline.co.za under the Gazette Services page.

DO attach documents separately in your email to 
GPW. (In other words, your email should have an 
Adobe Form plus proof of payment – 2 separate 
attachments – where notice content is applicable, it 
should also be a 3rd separate attachment)

DO specify your requested publication date.

DO send us the electronic Adobe form. (There is no 
need to print and scan it).

DON’T submit request as a single PDF containing all 
other documents, i.e. form, proof of payment & notice 
content, it will be FAILED by our new system.

DON’T print and scan the electronic Adobe form.

DON’T send queries or RFQ’s to the submit.egazette
mailbox.

DON’T send bad quality documents to GPW. (Check 
that documents are clear and can be read)

Form Completion Rules

No. Rule Description Explanation/example
1. All forms must be completed in the chosen 

language.
GPW does not take responsibility for translation of notice 
content.

2. All forms must be completed in sentence 
case, i.e. No fields should be completed in all 
uppercase.

e.g. “The company is called XYZ Production Works”

3. No single line text fields should end with any 
punctuation, unless the last word is an 
abbreviation.

e.g. “Pty Ltd.”, e.g. Do not end an address field, company 
name, etc. with a period (.) comma (,) etc.

4. Multi line fields should not have additional 
hard returns at the end of lines or the field 
itself.

This causes unwanted line breaks in the final output, e.g.
Do not type as:

43 Bloubokrand Street
Putsonderwater
1923

Text should be entered as:
43 Bloubokrand Street, Putsonderwater, 1923

5. Grid fields (Used for dates, ID Numbers, 
Telephone No., etc.)

Date fields are verified against format CCYY-MM-DD
Time fields are verified against format HH:MM
Telephone/Fax Numbers are not verified and allow 
for any of the following formats limited to 13 
characters: including brackets, hyphens, and spaces
o 0123679089
o (012) 3679089
o (012)367-9089

6. Copy/Paste from other documents/text 
editors into the text blocks on forms.

Avoid using this option as it carries the original 
formatting, i.e. font type, size, line spacing, etc.
Do not include company letterheads, logos, headers, 
footers, etc. in text block fields.

Explanation/example
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Government Printing Works does not accept responsibility for notice requests submitted through the discontinued 
channels as well as for the quality and accuracy of information, or incorrectly captured information and will not 
amend information supplied.
GPW will not be held responsible for notices not published due to non-compliance and/or late submission.

No. Rule Description Explanation/example

7. Rich text fields (fields that allow for text 
formatting)

Font type should remain as Arial 
Font size should remain unchanged at 9pt
Line spacing should remain at the default of 1.0
The following formatting is allowed:
o Bold
o Italic
o Underline
o Superscript
o Subscript

Do not use tabs and bullets, or repeated spaces 
in lieu of tabs and indents
Text justification is allowed:
o Left
o Right 
o Center
o Full

Do not use additional hard or soft returns at the 
end of line/paragraphs. The paragraph breaks 
are automatically applied by the output 
software
o Allow the text to wrap automatically to 

the next line only use single hard return 
to indicate the next paragraph

o Numbered lists are allowed, but no 
special formatting is applied. It maintains 
the standard paragraph styling of the 
gazette, i.e. first line is indented.

e.g.
1. The quick brown fox jumps over the lazy river. The quick brown fox jumps over the lazy river. 

The quick brown fox jumps over the lazy river.
2. The quick brown fox jumps over the lazy river. The quick brown fox jumps over the lazy river. 

The quick brown fox jumps over the lazy river.

You can find the new electronic 
Adobe Forms on the website 
www.gpwonline.co.za under the 
Gazette Services page.

For any queries or quotations, please 
contact the eGazette Contact Centre 
on 012-748 6200 or email 
info.egazette@gpw.gov.za

This gazette is also available free online at www.gpwonline.co.za
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IMPORTANT NOTICE

The Government Printing Works will not be held responsible for faxed documents not received due
to errors on the fax machine or faxes received which are unclear or incomplete. Please be advised
that an “OK” slip, received from a fax machine, will not be accepted as proof that documents were
received by the GPW for printing. If documents are faxed to the GPW it will be the sender’s respon-
sibility to phone and confirm that the documents were received in good order.

Furthermore the Government Printing Works will also not be held responsible for cancellations and
amendments which have not been done on original documents received from clients.



DEPARTMENT OF ENVIRONMENTAL AFFAIRS

USE OF OFFICIAL LANGUAGES ACT, 2012
(ACT NO.12 OF 2012)

PROPOSED LANGUAGE POLICY

I, Born, Edith Edna Molewa, Minister of Environmental Affairs, hereby give notice of my intention to
adopt the Language Policy for the Department of Environmental Affairs, under Regulation 3(2) of the
Use of Official Languages Act, 2012 (Act No 12 of 2012) set out in the Schedule hereto,

Members of the public are invited to submit to the Director-General, within 30 (thirty) days after the
publication of this notice in the Gazette, written representation to the following addresses:

By post to: The Director-General
Department of Environmental Affairs
Attention: Mr Tshifhiwa Netshiukhwi
Private Bag X447
PRETORIA
0001

By hand at: Environmental House, 473 Steve Biko Street, Arcadia, Pretoria, 0083.

By e-mail: TNetshiukhwiAenvironment.gov,za

Any enquiries in connection with the notice can be directed to Mr Tshifhiwa Netshiukhwi at
012 399 9023.

Comments received after the closing date may not be considered.

BOMO EDITH EDNA MOLEWA
MINISTER OF ENVIRONMENTAL AFFAIRS

This gazette is also available free online at www.gpwonline.co.za
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environmental affairs
Department:
Environmental Affairs
REPUBLIC OF SOUTH AFRICA

DRAFT LANGUAGE POLICY

OF THE

DEPARTMENT OF ENVIRONMENTAL AFFAIRS

1
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1. INTRODUCTION

The new dispensation in South Africa that was ushered in by the democratic system introduced

constitutional governance. The constitutional governance promotes certain democratic ethos

which requires government administration to change previous behaviours and attitudes.

Amongst those behaviours were the disparities that existed in the South African languages; in

particular the indigenous languages that were marginalised.

As a means to redress the marginalisation of the indigenous languages, Parliament deemed it

fit to promulgate a legislation obliging the national government departments, public entities and

the public enterprises, to strive for the parity of South African official languages, a point that has

been considered by the DEA in developing its language policy.

In its policy, the DEA seeks to regulate the proper usage of languages, promotion of

marginalised languages, and the establishment of the Language Unit as a functional instrument

to monitor implementation, evaluate the outputs and outcomes, and to ensure compliance

through submission of written reports to the Department of Arts and Culture as required by the

Act.

Furthermore, the policy will be instrumental in aligning the functions of the Language Unit to

those prescribed in the Act. Finally, and again in alignment with the Act, the policy identifies

three official languages which DEA will use for government purposes.

2 BACKGROUND

Parliament promulgated the much needed piece of legislation which ca e into operation on the

2 May 2013, to regulate the use of official languages by government.

On 4 September 2013, the Department of Arts and Culture presented the Act to various

stakeholders, including government departments. Amongst other things, the emphasis was on

the promotion of multilingualism in South Africa, to ensure equal treatment of all official

languages. Therefore, national departments were encouraged to establish language units and

develop language policies.

3
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According to the Act, every national department, national public entity and national public

enterprise must adopt a language policy regarding its use of official languages for government

purposes within 18 months of the commencement of this Act or such further period as the

Minister of Arts and Culture may prescribe, provided that such prescribed period may not

exceed six months.

Section 2 (b) of the Act, requires government departments to identify at least three official

languages for official communication. In line with this provision, the DEA conducted a survey

whose intention was to ascertain as to which languages must be identified as the official

languages of the department.

Aligned with the outcomes of the survey and the provisions of the Act, the DEA initiated a

process that has led to the development of its proposed language policy.

LEGISLATIVE MANDATE

(a) The Constitution of the Republic of South Africa of 1996.

(b) The Use of Official Languages Act, 2012 (Act No. 12 of 2012).

(c) Promotion of Access to Information Act, 2000 (Act No.2 of 2000)

DEFINITIONS

'Director-General' means the Director-General of the Department of Environmental Affairs;

'Act' means the Use of Official Languages Act, 2012 (Act No, 12 of 2012),

`business language or language of record' means an official language chosen for keeping

record or archiving proceedings and procedures of the department;

'Constitution' means the Constitution of the Republic of South Africa, 1996;

'DEA' means the Department of Environments Affairs;

'equitable treatment' means the usage of anguage which is fair, impartial and even -handed;

4
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'interpretation' in relation to oral utterance, means the transposing of utterances of one

language into utterances of another language and, in relation to signed utterances, means the

transposing of sign language signs into a spoken language and the other way round, with

`interpret' having a corresponding meaning;

'muitilingualise means the use of three or more languages by an individual or a group of

people;

'official language' means a language used in government, education, business and the

media;

`policy' means the Language Policy of he Department of Environmental Affairs;

`republic' refers to the Republic of South Africa.

elation' means the transposing of a text from one language to another, with 'translate'

having a corresponding meaning;

THE PURPOSE OF THE POLICY

5.1. The purpose of this policy is:-

to promote equitable use of official languages in order to realise social, cultural and

linguistic iustice in line with section 6 of the Constitution.

to facilitate access to information by various communities of South Africa through

languages of their choice.

to promote languages which were previously marginalised.

to introduce the Language Unit which will perform functions as stipulated in the Act.

to identify the three departmental official languages that will be used as media of

communication.

to promote the usage of the three officia languages of the department by the

departmental staff.
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(g) to foster compliance with the provision of the departmental language policy and the

legislation thereto.

(h) to promote respect of other languages by using various official languages of the

Republic of South Africa.

6 ESTABLISHMENT OF THE DEA LANGUAGE UNIT

6.1 The Act requires that all national government departments, public entities, and public enterprise

to establish a language unit. The functions of the language units are to:

advise the responsible Director-General or accounting authority on the development,

adoption, and implementation of the language policy;

monitor and assess the use of official languages by the DEA;

monitor and assess compliance with the language policy;

compile and submit a report to the Minister responsible for Arts and Culture, and to the

Pan South African Language Board in terms of section 9 of the Act;

promote parity of esteem and equitable treatment of official languages of the Republic and

facilitate equitable access to the DEA's services and information;

promote good language management by the DEA; and

perform any other functions that the Minister of Arts and Culture may prescribe.

6.2 The DEA has identified three languages as the departmental official languages, Each language

shall have a sub-unit that is responsible for the promotion, usage and proficiency.

7. POLICY STATEMENT

(a) The DEA shall work closely with the Department of Arts and Culture and the Pan South

African Language Board established in terms of Pan South African Language Board Act,

1995 (Act No, 59 of 1995) to promote equal usage of all South African languages.

(b) The DEA shall participate in national structures, forums and other avenues whose

objectives are to promote South African languages,

6
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7.1. Publication of and access to this Policy

(a) The policy shall be placed on the following DEA website, for easy access by the general

public: https://wwmenvironment.gov.za.

(b) All DEA offices shall have hard copies of the policy that must be given to members of the

general public on request.

(c) The policy shall be made available on other accessible format to accommodate people

living with disabilities, (for instance, audio, and braille print).

(d) The policy will be displayed in all the DEA's offices, in such a manner and place that it can

be read by the public.

7.2. Official languages of the DEA

7,2,1 The official languages that the DEA shall use for government purpose are:-

(a) isiZulu;

(b) Setswana; and

(c) English.

7.3. Inter and intra-governrrient communication

(a) For practical purpose, the business language or language of record of the DEA shall be

English.

(b) Written correspondence and departmental publication shall be translated into other official

languages of the DEA, taking into account the following factors:

(i) expense;

(ii) practicality; and

(iii) usage,

7,4. CommunIcation with members of he public

interpretation and translation, as well as official publications intended for the public distribution

(notices on the departmental website, advertisements, forms, booklets, and signage on

buildings) will be translated into the DEA official languages, taking into account the following

factors:
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(a) the target which such publications will be aimed at (region);

(b) usage;

(c) practicality; and

(d) regional circumstances.

7.5. Communication with members of the public whose language of choice is not one of the

official languages of the department

7.5.1 The publications, interpretation, and translation services, shall be provided to members of the

public who may require DEA communication in other official languages of the Republic of South

Africa which is not identified as DEA official languages, after consideration of factors listed in

paragraph 7.4

7.5.2 The DEA will arrange for relevant interpretation within, at least, seven days from the date of

request for such a service.

7.6 Sign language

The DEA will arrange for an appropriate sign language interpreting provided there is an

appointment made at least seven days before the actual date of service. Any person who is

dissatisfied with the decision of the DEA regarding its use of official languages may lodge a

complaint in writing to the Director-General,

Complaints mechanism

7.6,1 Any complaint must be lodged,

(a) in writing; and

(b) within three months of the complaint arising,

7.6.2 Any complaint lodged must state the name, address and contact information of the person

lodging it,

7,6,3 Any complaint lodged must provide a full and detailed description of the complaint

This gazette is also available free online at www.gpwonline.co.za

14 No. 38813 GOVERNMENT GAZETTE, 20 MAY 2015



7.6.4 The Director-General may request a complainant to supply any additional information

necessary to consider the complaint and to attend the meeting for the purpose of making an

oral enquiry into the complaint.

7.6.5 The Director-General will consider the complaint and respond in writing, not later than three

months after the complaint is lodged, informing the complainant of the decision.

8 MONITORING AND EVALUATION

The DEA Language Unit shall monitor and evaluate the implementation and compliance of the

DEA with the policy.

9. POLICY REVIEW

The policy shall be reviewed when it is required.

10. AMENDMENT

10.1 The DEA may amend the policy on the basis of the following factors:-

(a) Implementation challenges whose origin are from the principles of the policy;

(b) recurring audit queries that point to inefficiency and ineffectiveness of some of the

provisions of the policy;

(c) an amendment of national legislation;

(d) a mandate from the Minister who is responsible for the regulation of languages in the

national government; or

(e) when it is necessary, in order to give effect to the Act.
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from Government Printing Works
Dear Valued Customers,

Government Printing Works has implemented rules for completing and submitting the electronic Adobe Forms 
when you, the customer, submits your notice request.
Please take note of these guidelines when completing your form. 

Important
Information

GPW Business Rules

1. No hand written notices will be accepted for processing, this includes Adobe 
forms which have been completed by hand.

2. Notices can only be submitted in Adobe electronic form format to the email submission 
address submit.egazette@gpw.gov.za. This means that any notice submissions not on an Adobe electronic 
form that are submitted to this mailbox will be rejected. National or Provincial gazette notices, where the Z95 
or Z95Prov must be an Adobe form but the notice content (body) will be an attachment.

3. Notices brought into GPW by "walk-in" customers on electronic media can only be submitted in Adobe 
electronic form format. This means that any notice submissions not on an Adobe electronic form that are 
submitted by the customer on electronic media will be rejected. National or Provincial gazette notices, where 
the Z95 or Z95Prov must be an Adobe form but the notice content (body) will be an attachment.

4. All customers who walk in to GPW that wish to submit a notice that is not on an electronic Adobe form will be 
routed to the Contact Centre where the customer will be taken through the completion of the form by a GPW 
representative. Where a customer walks into GPW with a stack of hard copy notices delivered by a 
messenger on behalf of a newspaper the messenger must be referred back to the sender as the submission 
does not adhere to the submission rules.

5. All notice submissions that do not comply with point 2 will be charged full price for the notice submission.

6. The current cut-off of all Gazette’s remains unchanged for all channels. (Refer to the GPW website for 
submission deadlines – www.gpwonline.co.za)

7. Incorrectly completed forms and notices submitted in the wrong format will be rejected to the customer 
to be corrected and resubmitted. Assistance will be available through the Contact Centre should help be 
required when completing the forms. (012-748 6200 or email info.egazette@gpw.gov.za)

8. All re-submissions by customers will be subject to the above cut-off times.

9. All submissions and re-submissions that miss the cut-off will be rejected to the customer to be submitted with 
a new publication date.

10. Information on forms will be taken as the primary source of the notice to be published. Any instructions that 
are on the email body or covering letter that contradicts the notice form content will be ignored.

You are therefore advised that effective from Monday, 18 May 2015 should you not comply with our new rules 
of engagement, all notice requests will be rejected by our new system.

Furthermore, the fax number 012- 748 6030 will also be discontinued from this date and customers will only be 
able to submit notice requests through the email address submit.egazette@gpw.gov.za.


