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DeƻniXionW  ǫ
 a

PAͳA    means   the   Promotion   of   Access   to   ͳnformation   Act   2   of   2000.  a
 a

POPͳ    means   the   Promotion   of   Personal   ͳnformation   Act   4   of   2013.  a
 a

ͳnformation   Regulato r   means   the   RegWlator   established   in   terms   of   Section   39   of   POPͳ.  a
 a

Person    means   a   natWral   person   or   a   jWristic   person.  a
 a

Private   bod[    means:  a
● a   natWral   person   Yho   carries   or   has   carried   on   an[   trade,   bWsiness   or   profession,   bWt  a

onl[   in   sWch   capacit[  a
● a   partnership   Yhich   carries   or   has   carried   on   an[   trade,   bWsiness   or   profession;   or  a
● an[   former   or   eZisting   jWristic   person,   bWt   eZclWdes   a   pWblic   bod[  a

 a
Public   bod[    means:  a

● an[   department   of   state   or   administration   in   the   national   or   proXincial   sphere   of  a
goXernment   or   an[   mWnicipalit[   in   the   local   sphere   of   goXernment;   or  a

● an[   other   fWnctionar[   or   institWtion   Yhen:  a
○ eZercising   a   poYer   or   performing   a   dWt[   in   terms   of   the   ConstitWtion   or   a  a

proXincial   constitWtion;   or  a
○ eZercising   a   pWblic   poYer   or   performing   a   pWblic   fWnction   in   terms   of   an[  a

legislation  a
 a

Head ,   in   relation   to,   a   priXate   bod[   means:  a
 a
● in   the   case   of   a   natWral   person,   that   natWral   person   or   an[   person   dWl[   aWthorised   b[  a

that   natWral   person;  aa
●   in   the   case   of   a   partnership,   an[   partner   of   the   partnership   or   an[   person   dWl[  a

aWthorised   b[   the   partnership;   aa
●   in   the   case   of   a   jWristic   person:  a
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○    the   chief   eZecWtiXe   oɍcer   or   eqWiXalent   oɍcer   of   the   jWristic   person   or   an[  a
person   dWl[   aWthorised   b[   that   oɍcer;  a

○   or    the   person   Yho   is   acting   as   sWch   or   an[   person   dWl[   aWthorised   b[   sWch  a
acting   person  a

 a
ͳnformation   Oɍcer    means   the   head   of   a   priXate   bod[.  a

 a
Deput[   ͳnformation   Oɍcer    means   the   person   to   Yhom   an[   poYer   or   dWt[   conferred   or  a
imposed   on   an   ͳnformation   Oɍcer   b[   POPͳ   has   been   delegated.  a

 a
Requester    in   relation   to   a   priXate   bod[,   means   an[   person,   inclWding,   bWt   not   limited   to   pWblic  a
bod[   or   an   oɍcial   thereof,   making   a   reqWest   for   access   to   a   record   of   the   organisation   or   a  a
person   acting   on   behalf   of   sWch   person.  a

 a
Personal   Requester    means   a   reqWester   seeking   access   to   a   record   containing   personal  a
information   aboWt   the   reqWester.  a

 a
Personal   ͳnformation    means   information   relating   to   an   identiȤable,   liXing,   natWral   person,  a
and   Yhere   it   is   applicable,   an   identiȤable,   eZisting   jWristic   person,   inclWding,   bWt   not   limited   to:  a
information   relating   to   the   race,   gender,   seZ,   pregnanc[,   marital   statWs,   national,   ethnic   or  a
social   origin,   coloWr,   seZWal   orientation,   age,   ph[sical   or   mental   health,   Yell-being,   disabilit[,  a
religion,   conscience,   belief,   cWltWre,   langWage   and   birth   of   the   person;   information   relating   to  a
the   edWcation   or   the   medical,   Ȥnancial,   criminal   or   emplo[ment   histor[   of   the   person;   an[  a
identif[ing   nWmber,   s[mbol,   e-mail   address,   ph[sical   address,   telephone   nWmber,   location  a
information,   online   identiȤer   or   other   particWlar   assignment   to   the   person,   the   biometric  a
information   of   the   person;   the   personal   opinions,   XieYs   or   preferences   of   the   person;  a
correspondence   sent   b[   the   person   that   is   implicitl[   or   eZplicitl[   of   a   priXate   or   conȤdential  a
natWre   or   fWrther   correspondence   that   YoWld   reXeal   the   contents   of   the   original  a
correspondence;   the   XieYs   or   opinions   of   another   indiXidWal   aboWt   the   person;   and   the   name  a
of   the   person   if   it   appears   Yith   other   personal   information   relating   to   the   person   or   if   the  a
disclosWre   of   the   name   itself   YoWld   reXeal   information   aboWt   the   person.  a

 a
Request   for   access    means   a   reqWest   for   access   to   a   record   of   the   organisation   in   terms   of  a
section   50   of   PAͳA.  a
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 a
Record    means   an[   recorded   information   regardless   of   the   form   or   mediWm,   in   the   possession  a
or   Wnder   the   control   of   the   organisation   irrespectiXe   of   Yhether   or   not   it   Yas   created   b[   the  a
organisation.  a

 a
Data   Subject    means   the   person   to   Yhom   personal   information   relates.  a

 a
Third   Part[    in   relation   to   a   reqWest   for   access   to   a   record   held   b[   the   organisation,   means   an[  a
person   other   than   the   reqWester.  a

 a
Processing    means   an[   operation   or   actiXit[   or   an[   set   of   operations,   Yhether   or   not   b[  a
aWtomatic   means,   concerning   personal   information,   inclWding   the   collection,   receipt,  a
recording,   organisation,   collation,   storage,   Wpdating   or   modiȤcation,   retrieXal,   alteration,  a
consWltation   or   Wse,   dissemination   b[   means   of   transmission,   distribWtion   or   making   aXailable  a
in   an[   other   form,   or   merging,   linking,   as   Yell   as   restriction,   degradation,   erasWre   or  a
destrWction   of   information.  a

 a

  ǫ ǫ
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PYVpoWe   of   Xhe   PAIA   ManYal  ǫ
 a

The   Promotion   of   Access   to   ͳnformation   Act,   2000,   giXes   eͯect   to   section   32   of   the  a
ConstitWtion,   Yhich   proXides   that   eXer[one   has   the   right   to   access   information   held   b[   the  a
State   or   an[   other   person   (or   priXate   bod[),   Yhen   that   information   is   reqWired   for   the   eZercise  a
or   protection   of   an[   rights.   aa

 a
The   pWrpose   of   PAͳA   is   to:  a

● foster   a   cWltWre   of   transparenc[   and   accoWntabilit[   in   pWblic   and   priXate   bodies   b[  a
giXing   eͯect   to   the   right   of   access   to   information,   and   to  a

● actiXel[   promote   a   societ[   in   Yhich   the   people   of   SoWth   Africa   haXe   eͯectiXe   access   to  a
information   to   enable   them   to   more   fWll[   eZercise   and   protect   all   of   their   rights  a

 a
The   organisation   recognises   eXer[oneǷs   right   to   access   to   information   and   is   committed   to  a
proXide   access   to   the   organisationǷs   records   Yhere   the   proper   procedWral   reqWirements   as   set  a
oWt   b[   PAͳA,   POPͳ   and   GDPR   haXe   been   met.   The   organisationǷs   PAͳA   manWal   is   compiled   in  a
accordance   Yith   section   51   of   the   Act   and   contains   the   folloYing   proXisions:   aa

 a
 a
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AnneZure   A   :   Contact   Details   &   Business   T[pe   aa

This   section   proXides   the   organisationǷs   postal   and   street   address,   phone   and   faZ  a
nWmber   and,   if   aXailable,   the   e-mail   address   of   the  a
head   of   the   organisation.  a

AnneZure   B   :   Section   10   PAͳA   Guide   aa

This   section   proXides   a   description   of   the   gWide   referred   to   in   Section   10   of   PAͳA   and  a
hoY   [oW   ma[   obtain   access   to   it   aa

AnneZure   C   :   Statutor[   Records   aa

This   section   proXides   a   description   of   the   XarioWs   statWtes   in   terms   of   Yhich   the  a
organisation   is   reqWired   to   maintain   records   aa

AnneZure   D   :   Availabilit[   of   Records   aa



 a
 a
 a
 a

 a
 a
 a

  a a
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This   section   proXides   a   list   of   records   held   b[   the   organisation   along   Yith   an   indication  a
of   Yhether   the   record   is   freel[   aXailable   or  a
onl[   accessible   b[   Ya[   of   a   formal   reqWest   in   terms   of   the   proXisions   of   PAͳA.   The  a
section   also   proXides   a   description   of   the   categor[  a
of   data   sWbject(s)   to   Yho   the   respectiXe   records   relates   along   Yith   an   indication   of   the  a
pWrpose   for   Yhich   the   record   is   being   kept.  a
Records   that   are   indicated   as   ǺFreel[   AXailableǻ   can   be   accessed   b[   contacting   the  a
DepWt[   ͳnformation   Oɍcer   (see   AnneZWre   A),  a
YithoWt   haXing   to   folloY   an[   formal   procedWres.   Records   that   are   indicated   as   a   ǺPAͳA  a
ReqWestǻ,   reqWires   the   reqWester   to   lodge   a  a
formal   reqWest   as   proXided   for   in   AnneZWre   E  a

AnneZure   E   :   Request   Procedure   aa

This   section   sets   oWt   the   procedWre   reqWired   to   obtain   access   to   a   record   indicated   as   a  a
ǺPAͳA   ReqWestǻ   in   AnneZWre   D.  a

AnneZure   F   :   Prescribed   Fees   aa

This   section   sets   oWt   the   fees   that   are   pa[able   to   the   organisation   prior   to   processing   a  a
reqWest   to   obtain   access   to   a   record   held   b[  a
the   organisation.  a

AnneZure   G   :   ͳnformation   Oɍcer   Appointment   aa

This   section   proXides   for   the   formal   recognition   of   the   appointment   of   the   ͳnformation  a
Oɍcer   Yhere   so   reqWired.  a

AnneZure   G   :   Deput[   ͳnformation   Oɍcer   Appointment  a

This   section   proXides   for   the   formal   appointment   of   a   DepWt[   ͳnformation   Oɍcer   Yhere  a
so   reqWired.  a



 a
 a
 a
 a

 a
 a
 a

DYXieW   of   an   infoVmaXion   oƽceV  ǫ
The   ͳnformation   Oɍcer   and/or   the   DepWt[   ͳnformation   Oɍcer   of   the   organisation   are  a
responsible   for:  a

● PWblishing   and   proper   commWnication   of   the   manWal   i.e.   creating   polic[   aYareness  a
● The   facilitation   of   an[   reqWest   for   access  a
● ProXiding   adeqWate   notice   and   feedback   to   the   reqWester  a
● Determining   Yhether   to   grant   a   reqWest   for   access   to   a   complete/fWll   record   or   onl[  a

part   of   a   record  a
● EnsWring   that   access   to   a   record,   Yhere   so   granted,   is   proXided   timeoWsl[   and   in   the  a

correct   format  a
● ReXieYing   the   polic[   for   accWrac[   and   commWnicating   an[   amendments  a

 a

RighX   of   AcceWW   ǫǫ
The   ͳnformation   Oɍcer   and/or   DepWt[   ͳnformation   Oɍcer   ma[   onl[   proXide   access   to   an[  a
record   held   b[   the   organisation   to   a   reqWester   if:  a

● The   record   is   reqWired   for   the   eZercise   or   protection   of   an[   right,   and  a
● The   reqWester   complies   Yith   the   procedWral   reqWirements   relating   to   a   reqWest   for  a

access   to   that   record,   and  a
● Access   to   that   record   is   not   refWsed   in   terms   of   an[   of   the   groWnds   for   refWsal   listed  a

beloY  a
 a

GVoYndW   foV   RefYWal  ǫ
The   ͳnformation   Oɍcer   and/or   DepWt[   ͳnformation   Oɍcer   mWst   assess   Yhether   there   are   an[  a
groWnds   for   refWsing   a   reqWest   for   access.   Where   an[   groWnds   for   refWsal   are   foWnd,   a   reqWest  a
for   access   Yill   not   be   granted.  a

 a
HoYeXer,   despite   Ȥnding   an[   groWnds   for   refWsal,   access   to   the   record(s)   Yill   be   proXided  a
Yhere:  a
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 a
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● the   disclosWre   of   the   record   YoWld   reXeal   eXidence   of   a   sWbstantial   contraXention   of,   or  a
failWre   to   compl[   Yith   the   laY   or   imminent   and   serioWs   pWblic   or   enXironmental   risk,  a
and  a

● the   pWblic   interest   in   disclosing   record,   Yill   clearl[   oWtYeigh   the   harm   contemplated   in  a
the   proXision   in   qWestion.  a

 a
Where   there   are   no   groWnds   for   refWsal,   reqWest   for   access   Yill   be   granted.  a

 a
ͳf   a   reqWest   for   access   is   made   Yith   regards   to   a   record   containing   information   that   YoWld  a
jWstif[   a   groWnd   for   refWsal,   eXer[   part   of   the   record   Yhich   aa

● does   not   contain,   and  a
● can   reasonabl[   be   seXered   from   an[   part   that   contains,   an[   sWch   information   mWst,  a

despite   an[   other   proXision   of   PAͳA,   also   be   disclosed  a
 a

The   grounds   for   refusal,   or   absence   thereof,   are   set   out   below:   aa
 a
 a
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A:   Mandator[   Protection   of   privac[   of   a   Third   Part[   who   is   a   Natural   Person   aa

Grounds   for   Refusal:   aa
The   disclosWre   YoWld   inXolXe   the   Wnreasonable   disclosWre   of   personal   information  a
aboWt   a   third   part[   that   is   a   natWral   person   (inclWding   a   deceased   indiXidWal)  a

 a
No   Grounds   for   Refusal:   aa

● The   record   consists   of   information   that   concerns   an   indiXidWal   Yho   has   alread[  a
consented   in   Yriting   to   its   disclosWre   to   the   reqWester   concerned  a

● The   record   consists   of   information   that   is   alread[   pWblicl[   aXailable   a a
● The   record   consists   of   information   that   Yas   giXen   to   the   organisation   b[   the  a

indiXidWal   to   Yhom   it   relates   and   the   indiXidWal   Yas   informed   b[   or   on   behalf   of  a
the   organisation,   before   it   is   giXen,   that   the   information   belongs   to   a   class   of  a
information   that   YoWld   or   might   be   made   aXailable   to   the   pWblic   a a

● The   record   consists   of   information   aboWt   an   indiXidWalǷs   ph[sical   or   mental  a
health,   or   Yell-being,   Yho   is   Wnder   the   care   of   the   reqWester   and   Yho   is   Wnder   the  a
age   of   18;   or   incapable   of   Wnderstanding   the   natWre   of   the   reqWest,   and   if   giXing  a
access   YoWld   be   in   the   indiXidWalǷs   best   interest   a a



 a
 a
 a
 a

 a
 a
 a
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● The   record   consists   of   information   aboWt   an   indiXidWal   Yho   is   deceased   and   the  a
reqWester   is   the   indiXidWalǷs   neZt   of   kin   or   making   the   Yith   the   Yritten   consent   of  a
the   indiXidWalǷs   neZt   of   kin   aa

● The   record   consists   of   information   aboWt   an   indiXidWal   Yho   is   or   Yas   an   oɍcial   of  a
the   organisation   and   Yhich   relates   to   the   position   or   fWnctions   of   the   indiXidWal,  a
inclWding,   bWt   not   limited   to   the   title,   York   address,   York   phone   nWmber,   the  a
classiȤcation,   salar[   scale   or   remWneration   and   responsibilities   of   the   position  a
held   or   serXices   performed   b[   the   indiXidWal   and   the   name   of   the   indiXidWal   on   a  a
record   prepare   b[   the   indiXidWal   in   the   coWrse   of   emplo[ment  a

B:   Mandator[   Protection   of   Commercial   ͳnformation   of   a   Third   Part[  a

Grounds   for   Refusal:   aa
● The   record   consists   of   information   that   contains   trade   secrets   of   a   third   part[  a
● The   record   consists   of   information   that   contains   Ȥnancial,   commercial,   scientiȤc  a

or   technical   information,   other   than   trade   secrets,   of   a   third   part[,   the   disclosWre  a
of   Yhich   YoWld   be   likel[   to   caWse   harm   to   the   commercial   or   Ȥnancial   interests   of  a
that   third   part[  a

● The   record   consists   of   information   sWpplied   in   conȤdence   b[   a   third   part[,   the  a
disclosWre   of   Yhich   coWld   reasonabl[   be   eZpected   to   pWt   that   third   part[   at   a  a
disadXantage   in   contractWal   or   other   negotiations   or   to   prejWdice   that   third   part[  a
in   commercial   competition  a

 a
 a

No   Grounds   for   Refusal:   aa
● The   record   consists   of   information   aboWt   a   third   part[   Yho   has   consented   Yho  a

has   alread[   consented   in   Yriting   to   its   disclosWre   to   the   reqWester   concerned  a
● The   record   consists   of   information   aboWt   the   resWlts   of   an[   prodWct   or  a

enXironmental   testing   or   other   inXestigation   sWpplied   b[   a   third   part[   or   the  a
resWlts   of   an[   sWch   testing   or   inXestigation   carried   oWt   b[   or   on   behalf   of   a   third  a
part[   and   its   disclosWre   YoWld   reXeal   a   serioWs   pWblic   safet[   or   enXironmental   risk  a
(the   resWlts   of   an[   prodWct   or   enXironmental   testing   or   other   inXestigation   do   not  a
inclWde   the   resWlts   of   preliminar[   testing   or   other   inXestigation   condWcted   for   the  a
pWrpose   of   deXeloping   methods   of   testing   or   other   inXestigation)  a

 a
 a

C:   Mandator[   Protection   of   certain   ConȤdential   ͳnformation   of   a   Third   Part[  a

Grounds   for   Refusal:   aa



 a
 a
 a
 a

 a
 a
 a
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The   record   consists   of   information   the   disclosWre   of   Yhich   YoWld   constitWte   an   action  a
for   breach   of   a   dWt[   of   conȤdence   oYed   to  a
a   third   part[   in   terms   of   an   agreement  a

D:   Mandator[   Protection   of   Safet[   of   ͳndividuals   and   Protection   of   Propert[  a

Grounds   for   Refusal:   aa
● The   record   consists   of   information   that   if   disclosed   coWld   reasonabl[   be   eZpected  a

to   endanger   the   life   or   ph[sical   safet[   of   an   indiXidWal   a a
● The   record   consists   of   information   that   if   disclosed   YoWld   likel[   prejWdice   or  a

impair   the   secWrit[   of   a   bWilding,   a   strWctWre   or   s[stem,   a   compWter   or  a
commWnication   s[stem,   a   means   of   transport,   an[   other   propert[   a a

● The   record   consists   of   information   that   if   disclosed   YoWld   likel[   prejWdice   or  a
impair   the   secWrit[   of   methods,   s[stems,   plans   or   procedWres   for   the   protection  a
of   an   indiXidWal   in   accordance   Yith   a   Yitness   protection   scheme,   the   safet[   of   the  a
pWblic,   or   an[   part   of   the   pWblic,   or   the   secWrit[   of   propert[  a

E:   Mandator[   Protection   of   Records   privileged   from   Production   in   Legal  a
Proceedings   aa

Grounds   for   Refusal:   aa
● The   record   consists   of   information   priXileged   from   prodWction   in   legal  a

proceedings   Wnless   the   person   entitled   to   the   priXilege   has   YaiXed   the   priXilege  a

F:   Commercial   ͳnformation   of   the   Organisation  a

Grounds   for   Refusal:   aa
● The   record   consists   of   information   that   contains   trade   secrets   of   the   organisation  a
● The   record   consists   of   information   that   contains   Ȥnancial,   commercial,   scientiȤc  a

or   technical   information,   other   than   trade   secrets,   of   the   organisation,   the  a
disclosWre   of   Yhich   YoWld   likel[   caWse   harm   to   the   commercial   or   Ȥnancial  a
interests   of   the   organisation  a

● The   record   consists   of   information,   the   disclosWre   of   Yhich,   coWld   reasonabl[   be  a
eZpected   to   pWt   the   organisation   at   a   disadXantage   in   contractWal   or   other  a
negotiations   or   prejWdice   the   organisation   in   commercial   competition  a

● The   record   is   a   compWter   program   as   deȤned   in   section   1(1)   of   the   Cop[right   Act  a
(Act   98   of   1978),   oYned   b[   the   organisation,   eZcept   insofar   as   it   is   reqWired   to   giXe  a
access   to   a   record   to   Yhich   access   is   granted   in   terms   of   PAͳA  a

 a
 a



 a
 a
 a
 a

 a
 a
 a

 a

NoXice  ǫ
Where   a   reqWest   for   access   has   been   receiXed   the   ͳnformation   Oɍcer   and/or   DepWt[  a
ͳnformation   Oɍcer   Yill   notif[   the   reqWester   of   receipt   and   the   prescribed   fee   (if   an[)   that   is  a
pa[able   prior   to   processing   the   reqWest.   Please   refer   to   AnneZWre   F   for   a   fWll   breakdoYn  a
of   fees   pa[able.   Personal   reqWesters   Yill   not   be   charged   a   reqWest   fee.  a

 a
The   notice   mWst   state:  a

● The   amoWnt   of   the   deposit   pa[able   (if   an[)  a
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No   Grounds   for   Refusal:   aa
● The   record   consists   of   information   aboWt   the   resWlts   of   an[   prodWct   or  a

enXironmental   testing   or   other   inXestigation   sWpplied   b[  a
● the   organisation   or   the   resWlts   of   an[   sWch   testing   or   inXestigation   carried   oWt   b[  a

or   on   behalf   of   the   organisation   and   its   disclosWre  a
● YoWld   reXeal   a   serioWs   pWblic   safet[   or   enXironmental   risk   (the   resWlts   of   an[  a

prodWct   or   enXironmental   testing   or   other  a
● inXestigation   do   not   inclWde   the   resWlts   of   preliminar[   testing   or   other  a

inXestigation   condWcted   for   the   pWrpose   of   deXeloping  a
● methods   of   testing   or   other   inXestigation)  a

 a

G:   Mandator[   Protection   of   Research   ͳnformation   of   a   Third   Part[   and   the  a
Organisation  a

Grounds   for   Refusal:   aa
● The   record   consists   of   information   that   contains   information   aboWt   research  a

being   or   to   be   carried   oWt   b[   or   on   behalf   of   a   third   part[,   the   disclosWre   of   Yhich  a
YoWld   be   likel[   to   eZpose   the   third   part[,   a   person   that   is   or   Yill   be   carr[ing   oWt  a
the   research   on   behalf   of   the   third   part[,   or   the   sWbject   matter   of   the   research   to  a
serioWs   disadXantage  a

● The   record   consists   of   information   that   contains   information   aboWt   research  a
being   or   to   be   carried   oWt   b[   or   on   behalf   of   the   organisation,   the   disclosWre   of  a
Yhich   YoWld   be   likel[   to   eZpose   the   organisation,   a   person   that   is   or   Yill   be  a
carr[ing   oWt   the   research   on   behalf   of   the   organisation,   or   the   sWbject   matter   of  a
the   research   to   serioWs   disadXantage  a



 a
 a
 a
 a

 a
 a
 a

● That   the   reqWester   ma[   lodge   a   complaint   Yith   the   ͳnformation   RegWlator   or   an  a
application   Yith   a   coWrt   against   the   tender   or   pa[ment   of   the   reqWest   fee,   or   the   tender  a
or   pa[ment   of   a   deposit,   as   the   case   ma[   be  a

● The   procedWre   (inclWding   the   period)   for   lodging   the   complaint   Yith   the   ͳnformation  a
RegWlator   or   the   application  a

 a
EZcept   to   the   eZtent   that   the   proXisions   regarding   third   part[   notiȤcation   ma[   appl[,   the  a
ͳnformation   Oɍcer   and/or   DepWt[   ͳnformation   Oɍcer   to   Yhom   the   reqWest   is   made,   mWst   as  a
soon   as   reasonabl[   possible,   bWt   in   an[   eXent   Yithin   30   da[s,   after   the   reqWest   has   been  a
receiXed   in   the   prescribed   format:   aa

 a
● Decide   in   accordance   Yith   PAͳA   Yhether   to   grant   the   reqWest,   and  a
● Notif[   the   reqWester   of   the   decision   and,   if   the   reqWester   stated   that   he   or   she   Yishes   to  a

be   informed   of   the   decision   in   an[   other   manner,   inform   him   or   her   in   that   manner,   if   it  a
is   reasonabl[   possible  a

 a
ͳf   the   reqWest   for   access   is   granted,   the   notice   mWst   state:  a

● The   access   fee   (if   an[)   to   be   paid   Wpon   access  a
● The   form   in   Yhich   access   Yill   be   giXen,   and  a
● That   the   reqWester   ma[   lodge   a   complaint   Yith   the   ͳnformation   RegWlator   or   an  a

application   Yith   a   coWrt   against   the   access   fee   to   be   paid   or   the   form   of   access   granted,  a
and   the   procedWre,   inclWding   the   period   alloYed,   for   lodging   a   complaint   Yith   the  a
ͳnformation   RegWlator   or   the   application  a

 a
ͳf   the   reqWest   for   access   is   refWsed,   the   notice   mWst:  a

● State   adeqWate   reasons   for   the   refWsal,   inclWding   the   releXant   proXision   of   PAͳA   that   Yas  a
relied   on  a

● EZclWde,   from   an[   sWch   reasons,   an[   reference   to   the   content   of   the   recordsǷ   and   aa
● State   that   the   reqWester   ma[   lodge   a   complaint   Yith   the   ͳnformation   RegWlator   or   an  a

application   Yith   a   coWrt   against   the   refWsal   of   the   reqWest,   and   the   procedWre   (inclWding  a
the   period)   for   lodging   a   complaint   Yith   the   ͳnformation   RegWlator   or   the   application  a

 a
ShoWld   all   reasonable   steps   haXe   been   taken   to   Ȥnd   a   record   reqWested,   and   there   are  a
reasonable   groWnds   for   belieXing   that   the   record:   aa
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 a
 a
 a
 a

 a
 a
 a

● ͳs   in   the   organisationǷs   possession,   bWt   cannot   be   foWnd,   or  a
● Simpl[   does   not   eZist,  a

 a
the   head   of   the   organisation   mWst,   b[   Ya[   of   aɍdaXit   or   aɍrmation,   notif[   the   reqWester   that  a
it   is   not   possible   to   proXide   access   to   that   record.   The   aɍdaXit   or   aɍrmation   mWst   proXide   fWll  a
accoWnt   of   all   steps   taken   to   Ȥnd   the   record   in   qWestion   or   to   determine   Yhether   the   record  a
eZists,   as   the   case   ma[   be,   inclWding   all   commWnication   Yith   eXer[   person   Yho   condWcted   the  a
search   on   behalf   of   the   head.    aa a
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 a
 a
 a
 a

 a
 a
 a

Anne\YVe   A:   ConXacX   deXailW   &   bYWineWW  ǫ
X]pe  ǫ

 a
 a

OVganiWaXion   ConXacX   DeXailW   ǫǫ
 a

 a

Head   of   oVganiWaXion  ǫ
 a

 a

InfoVmaXion   oƽceV  ǫ
 a
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Postal   address:  a The   Green   Door,   Unit   2,   DaXentr[   Gardens,   298   Cato   Road,  a
GlenYood,   DWrban,   KYaZWlW-Natal,   SoWth   Africa,   4001  a

Street   address:  a The   Green   Door,   Unit   2,   DaXentr[   Gardens,   298   Cato   Road,  a
GlenYood,   DWrban,   KYaZWlW-Natal,   SoWth   Africa,   4001  a

Phone   number:  a +27   (071)   500   4951  a

Email   address:  a info@adXantagelearn.com  a

Full   names   &   last   name:  a James   Lees  a

Email   address:  a james@adXantagelearn.com  a

Full   names   &   last   name:  a James   Lees  a



 a
 a
 a
 a

 a
 a
 a

 a

DeTYX]   infoVmaXion   oƽceV  ǫ
 a

 a

BYWineWW   X]Te  ǫ
The   organisation   condWcts   its   main   t[pe   of   bWsiness   in   the   EdWcation   &   ͳnformation  a
Technolog[   sectors.   a a
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Email   address:  a james@adXantagelearn.com  a

Phone   number:  a +27   (071)   500   4951  a

Full   names   &   last   name:  a N/A  a

Email   address:  a N/A  a

Phone   number:  a N/A  a



 a
 a
 a
 a

 a
 a
 a

Anne\YVe   B:   SecXion   10   PAIA   GYide  ǫ
 a

PAͳA   grants   a   reqWester   access   to   records   of   a   priXate   bod[,   if   the   record   is   reqWired   for   the  a
eZercise   or   protection   of   an[   rights.   Where   a   pWblic   bod[   lodges   a   reqWest,   the   pWblic   bod[  a
mWst   be   acting   in   the   pWblic   interest.  a

 a
ReqWests   in   terms   of   PAͳA   shall   be   made   in   accordance   Yith   the   prescribed   procedWres   at   the  a
rates   proXided.  a

 a
ReqWesters   are   referred   to   the   gWide   in   terms   of   section   10   of   the   Act   Yhich   has   been  a
compiled   b[   the   SoWth   African   HWman   Rights   Commission.   The   gWide   contains   information   for  a
the   pWrposes   of   eZercising   ConstitWtional   rights.  a

 a
The   gWide   is   aXailable   in   all   SoWth   African   oɍcial   langWages   free   of   charge   and   an[   person   ma[  a
reqWest   a   cop[   of   the   gWide.  a

 a
A   cop[   of   the   gWide   ma[   be   obtained   b[   contacting   the   SoWth   African   HWman   Rights  a
Commission   at:  a

● Postal   Address:   The   SoWth   African   HWman   Rights   Commission,   PAͳA   Unit,   PriXate   Bag  a
2700,   HoWghton,   2041  a

● Telephone   NWmber:   +27(0)11   877   3600  a
● FaZ   NWmber:   +27(0)11   403   0625  a
● Website:    YYY.sahrc.org.\a  a

  a a
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 a
 a
 a

Anne\YVe   C:   SXaXYXoV]   VecoVdW  ǫ
The   organisation   maintains   statWtor[   records   and   information   in   terms   of   the   folloYing  a
legislation: a

 a
 a
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Auditing   professions   act  a Yes  a

Basic   Conditions   of   Emplo[ment   Act   aa Yes  a
Closed   Corporations   Act   aa No  a

Companies   Act   aa Yes  a
Consumer   Protection   Act   aa Yes  a
Cop[right   Act   aa Yes  a
Electronic   Communications   and   Transactions   Act   aa Yes  a
Emplo[ment   Equit[   Act   aa Yes  a
Financial   Advisor[   &   ͳntermediar[   Services   Act   aa No  a
Financial   ͳnstitutions   (Protection   of   Funds)   Act   aa No  a
Financial   ͳntelligence   Centre   Act   aa No  a
Friendl[   Societies   Act   aa No  a
ͳncome   TaZ   Act   aa Yes  a
Labour   Relations   Act   aa Yes  a
Long-term   ͳnsurance   Act   aa No  a
Medical   Schemes   Act   aa No  a
National   Credit   Act   aa No  a
Pension   Funds   Act   aa No  a



 a
 a
 a
 a

 a
 a
 a

 a
 a
 a

Anne\YVe   D:   AZailabiliX]   of   VecoVdW  ǫ
The   organisation   maintains   the   folloYing   categories   of   records   and   related   sWbject   matter.  a
The   statWs   of   the   recordǷs   aXailabilit[,   the   pWrpose   for   its   processing   and   the   releXant   data  a
sWbject   categor[   to   Yho   the   record   relates   are   set   oWt   beloY:   aa

 a
 a

PYblic   AffaiVW  ǫ
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Short-term   ͳnsurance   Act   aa No  a
Unemplo[ment   ͳnsurance   Act   aa Yes  a
Value   Added   TaZ   Act   aa Yes  a
South   African   Schools   Act   No   84   of   1996   (As   Amended   B[   BELA   Act   15   Of   2011)  a Yes  a
Basic   Education   Laws   Amendment   Act   No.15   of   2011  a Yes  a
South   African   Council   for   Educators   Act   No   31   Of   2000   (As   Amended   B[   BELA  a
Act   15   Of   2011)  a

Yes  a

National   Education   Polic[   Act   No   27   Of   1996   (As   Amended   B[   BELA   Act   15   Of  a
2011)  a

Yes  a

Emplo[ment   of   Educators   Act   No.79   of   1998   (As   Amended   B[   BELA   Act   15   Of  a
2011)  a

Yes  a

General   and   Further   Education   and   Training   Qualit[   Assurance   Act   No   58   of  a
2001   (As   Amended   B[   BELA   Act   15   Of   2011)  a

Yes  a

Categor[:  a Record:  a Availabilit[:  a Purpose:  a Data   subject:  a

Public   Aͯairs  a Public   Product  a
ͳnformation  a

Freel[   Available  a Conve[   Public  a
ͳnformation  a

Organisation  a



 a
 a
 a
 a

 a
 a
 a

 a

RegYlaXoV]   &   AdminiWXVaXiZe  ǫ
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Public   Aͯairs  a Public   Corporate  a
Records  a

Freel[   Available  a Conve[   Public  a
ͳnformation  a

Organisation  a

Public   Aͯairs  a Media   releases  a Freel[   Available  a Conve[   Public  a
ͳnformation  a

Organisation  a

Public   Aͯairs  a Published   Newsletters  a Freel[   Available  a Conve[   Public  a
ͳnformation  a

Organisation  a

Public   Aͯairs  a Maga\ine   Articles  a Freel[   Available  a Conve[   Public  a
ͳnformation  a

Organisation  a

Categor[:  a Record:  a Availabilit[:  a Purpose:  a Data   subject:  a

Regulator[   &  a
Administrative  a

Permits,   Licenses   or  a
Authorities  a

Freel[   Available  a Statutor[  a
Requirement  a

Organisation  a

Regulator[   &  a
Administrative  a

Conȥict   of   ͳnterest  a
Management   Polic[   aa

Freel[   Available  a Statutor[  a
Requirement  a

Organisation  a

Regulator[   &  a
Administrative  a

Complaints   Polic[  a Freel[   Available  a Statutor[  a
Requirement  a

Organisation  a

Regulator[   &  a
Administrative  a

Health   &   Safet[   Plan  a PAͳA   Request  a Statutor[  a
Requirement  a

Organisation  a

Regulator[   &  a
Administrative  a

Memorandum   of  a
ͳncorporation   aa

PAͳA   Request  a Statutor[  a
Requirement  a

Organisation  a

Regulator[   &  a
Administrative  a

Minutes   of   Board   or  a
Directors   Meetings   aa

PAͳA   Request  a Statutor[  a
Requirement  a

Organisation  a

Regulator[   &  a
Administrative  a

Register   of  a
Shareholders   aa

PAͳA   Request  a Statutor[  a
Requirement  a

Organisation  a

Regulator[   &  a
Administrative  a

Register   of   Board   of  a
Directors   aa

PAͳA   Request  a Statutor[  a
Requirement  a

Organisation  a

Regulator[   &  a
Administrative  a

ͳnternal  a
correspondence  a

PAͳA   Request  a ͳnternal  a
communicati 
ons  a

Organisation  a



 a
 a
 a
 a

 a
 a
 a

 a
 a

HYman   ReWoYVceW  ǫ
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(e-mails/Slack  a
messages/memos)   aa

Regulator[   &  a
Administrative  a

ͳnsurance   Policies   held  a
b[   organisation  a

PAͳA   Request  a Risk  a
management  a

Organisation  a

Categor[:  a Record:  a Availabilit[:  a Purpose:  a Data   subject:  a

Human  a
Resources  a

Emplo[ment  a
Applications   aa

PAͳA   Request  a ͳnternal  a
Referencing   aa

Emplo[ees  a

Human  a
Resources  a

Emplo[ment   Contracts   aa PAͳA   Request  a Contractual  a
Agreement   aa

Emplo[ees  a

Human  a
Resources  a

Personal   ͳnformation   of  a
Emplo[ees   aa

PAͳA   Request  a ͳnternal  a
Referencing   aa

Emplo[ees  a

Human  a
Resources  a

Emplo[ment   Equit[  a
Plan   aa

PAͳA   Request  a Statutor[  a
Requirement   aa

Organisation  a

Human  a
Resources  a

Medical   Aid   Records   aa PAͳA   Request  a ͳnternal  a
Referencing   aa

Emplo[ees  a

Human  a
Resources  a

Pension   Fund   Records   aa PAͳA   Request  a ͳnternal  a
Referencing   aa

Emplo[ees  a

Human  a
Resources  a

Disciplinar[   Records   aa PAͳA   Request  a Statutor[  a
Requirement   aa

Emplo[ees  a

Human  a
Resources  a

Performance  a
Management   Records   aa

PAͳA   Request  a ͳnternal  a
Referencing   aa

Emplo[ees  a

Human  a
Resources  a

Salar[   Records   aa PAͳA   Request  a ͳnternal  a
Referencing   aa

Emplo[ees  a

Human  a
Resources  a

Emplo[ee   BeneȤt  a
Records   aa

PAͳA   Request  a ͳnternal  a
Referencing   aa

Emplo[ees  a

Human  a
Resources  a

PAYE   Records   aa PAͳA   Request  a Statutor[  a
Requirement   aa

Emplo[ees  a



 a
 a
 a
 a

 a
 a
 a

 a

Financial  ǫ

 a
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Human  a
Resources  a

Seta   Records   aa PAͳA   Request  a Statutor[  a
Requirement   aa

Emplo[ees  a

Human  a
Resources  a

Disciplinar[   Code   aa PAͳA   Request  a Statutor[  a
Requirement   aa

Organisation  a

Human  a
Resources  a

Leave   Records   aa PAͳA   Request  a ͳnternal  a
Referencing   aa

Emplo[ees  a

Human  a
Resources  a

Training   Records   aa PAͳA   Request  a ͳnternal  a
Referencing   aa

Emplo[ees  a

Human  a
Resources  a

Training   Manual   aa PAͳA   Request  a ͳnternal  a
Referencing   aa

Organisation  a

Categor[:  a Record:  a Availabilit[:  a Purpose:  a Data   subject:  a

Financial  a Financial   Statements   aa PAͳA   Request  a ͳnternal  a
Referencing   aa

Organisation  a

Financial  a Financial   and   TaZ  a
Records   aa

PAͳA   Request  a Statutor[  a
Requirement   aa

Organisation  a

Financial  a Asset   Register  a PAͳA   Request  a ͳnternal  a
Referencing   aa

Organisation  a

Financial  a Management   Accounts  a
and   Reports   aa

PAͳA   Request  a ͳnternal  a
Referencing   aa

Organisation  a

Financial  a Vouchers,   Cash   Books  a
and   Ledgers   aa

PAͳA   Request  a ͳnternal  a
Referencing   aa

Organisation  a

Financial  a Banking   Records   and  a
Statements   aa

PAͳA   Request  a ͳnternal  a
Referencing   aa

Organisation  a

Financial  a Electronic   Banking  a
Records   aa

PAͳA   Request  a ͳnternal  a
Referencing   aa

Organisation  a



 a
 a
 a
 a

 a
 a
 a

MaVkeXing  ǫ

 a
  a a
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Categor[:  a Record:  a Availabilit[:  a Purpose:  a Data   subject:  a

Marketing  a Market   ͳnformation   aa PAͳA   Request  a ͳnternal  a
Referencing   aa

Organisation  a

Marketing  a Product   Brochures  a PAͳA   Request  a ͳnternal  a
Referencing   aa

Organisation  a

Marketing  a Advertisements  a PAͳA   Request  a ͳnternal  a
Referencing   aa

Organisation  a

Marketing  a Field   Records  a PAͳA   Request  a ͳnternal  a
Referencing   aa

Organisation  a

Marketing  a Performance   Records   aa PAͳA   Request  a ͳnternal  a
Referencing   aa

Organisation  a

Marketing  a Product   /   Service   Sales  a
Records  a

PAͳA   Request  a ͳnternal  a
Referencing   aa

Organisation  a

Marketing  a Marketing   Strategies  a PAͳA   Request  a ͳnternal  a
Referencing   aa

Organisation  a



 a
 a
 a
 a

 a
 a
 a

ClienX/CYWXomeV  ǫ

 a
 a

UWeV  ǫ
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Categor[:  a Record:  a Availabilit[:  a Purpose:  a Data   subject:  a

Client/CWstomer  a CWstomer   /   Client  a
Database   aa

PAͳA   ReqWest  a ͳnternal  a
Referencing   aa

CWstomers  a

Client/CWstomer  a CWstomer   /   Client  a
agreements   aa

PAͳA   ReqWest  a ͳnternal  a
Referencing   aa

CWstomers  a

Client/CWstomer  a CWstomer   /   Client   Files   aa PAͳA   ReqWest  a ͳnternal  a
Referencing   aa

CWstomers  a

Client/CWstomer  a CWstomer   /   Client  a
ͳnstrWctions   aa

PAͳA   ReqWest  a ͳnternal  a
CommWnicatio 
ns  a

CWstomers  a

Client/CWstomer  a CWstomer   /   Client  a
Correspondence   aa

PAͳA   ReqWest  a EZternal  a
CommWnicatio 
ns  a

CWstomers  a

Client/CWstomer  a CWstomer   /Client  a
Personal   Data   aa

PAͳA   ReqWest  a ͳnternal  a
Referencing   aa

CWstomers  a

Categor[:  a Record:  a Availabilit[:  a Purpose:  a Data   subject:  a

User  a User   Database  aa PAͳA   ReqWest  a ͳnternal  a
Referencing   aa

Users  a

User  a User   agreements   aa PAͳA   ReqWest  a ͳnternal  a
Referencing   aa

Users  a

User  a User   Files   aa PAͳA   ReqWest  a ͳnternal  a
Referencing   aa

Users  a



 a
 a
 a
 a

 a
 a
 a

 ǫ

ThiVd   PaVX]  ǫ

 a
 a
 a
 a

  ǫ ǫ
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User  a User   ͳnstrWctions   aa PAͳA   ReqWest  a ͳnternal  a
CommWnicatio 
ns  a

Users  a

User  a User   Correspondence   aa PAͳA   ReqWest  a EZternal  a
CommWnicatio 
ns  a

Users  a

User  a User   Personal   Data   aa PAͳA   ReqWest  a ͳnternal  a
Referencing   aa

Users  a

Categor[:  a Record:  a Availabilit[:  a Purpose:  a Data   subject:  a

Third   Part[  a Rental   agreements  a PAͳA   ReqWest  a ContractWal  a
Agreement   aa

Third   Part[  a

Third   Part[  a Franchise   agreements   aa PAͳA   ReqWest  a ContractWal  a
Agreement   aa

Third   Part[  a

Third   Part[  a Non-disclosWre  a
agreements   aa

PAͳA   ReqWest  a Risk  a
Management a

Third   Part[  a

Third   Part[  a Letters   of   ͳntent   aa PAͳA   ReqWest  a ContractWal  a
Agreement   aa

Third   Part[  a

Third   Part[  a SWpplier   Contracts  a PAͳA   ReqWest  a ContractWal  a
Agreement   aa

Third   Part[  a

Third   Part[  a Aɍliate   &   Partner  a
Agreements  a

PAͳA   ReqWest  a ContractWal  a
Agreement   aa

Third   Part[  a



 a
 a
 a
 a

 a
 a
 a

Anne\YVe   E:   ReqYeWX   pVocedYVe  ǫ
To   facilitate   the   processing   of   [oWr   reqWest,   kindl[   complete   and   sWbmit   the   ͳnformation  a
ReqWest   Form   and   send   it   to   the   e-mail   address   indicated   in   AnneZWre   A.  a

 a
A   link   to   the   the   ͳnformation   ReqWest   Form   can   be   foWnd   at:  a
YYY.adXantagelearn.com/legal  a

 a
The   DepWt[   ͳnformation   Oɍcer   or   ͳnformation   Oɍcer   Yill   notif[   the   reqWester   that   a   reqWest  a
for   access   has   been   receiXed   and   that   the   prescribed   fee   (if   an[)   is   pa[able   prior   to   processing  a
the   reqWest.   Please   refer   to   AnneZWre   F   for   a   fWll   breakdoYn   of   fees   pa[able.   Personal a
reqWesters   Yill   not   be   charged   a   reqWest   fee.  a

 a
Once   the   reqWest   has   been   processed,   the   DepWt[   ͳnformation   Oɍcer   or   ͳnformation   Oɍcer  a
Yill   inform   [oW   of   the   oWtcome   of   [oWr   reqWest   and   an[   additional   fees   that   ma[   fall   dWe.  a

 a
Please   be   adXised   that   PAͳA   proXides   a   nWmber   of   groWnds   on   Yhich   a   reqWest   for   access   to a
information   mWst   be   refWsed.   These   groWnds   mainl[   comprise   instances   Yhere:  a

● the   priXac[   and   interests   of   other   indiXidWals   are   protected  a
● Yhere   sWch   records   are   alread[   otherYise   pWblicl[   aXailable  a
● instances   Yhere   pWblic   interest   are   not   serXed  a
● the   mandator[   protection   of   commercial   information   of   a   third   part[  a
● the   mandator[   protection   of   certain   conȤdential   information   of   a   third   part[  a

 a
When   completing   the   form   beloY   please:  a

● indicate   the   identit[   of   the   person   seeking   access   to   the   information  a
● proXide   sWɍcient   particWlars   to   enable   the   depWt[   information   oɍcer   to   identif[   the  a

information   reqWested  a
● specif[   the   format   in   Yhich   the   information   is   reqWired  a
● indicate   the   contact   details   of   the   person   reqWiring   the   information  a
● indicate   the   right   to   be   eZercised   and/or   to   be   protected,   and   specif[   the   reasons   Yh[  a

the   information   reqWired   Yill   enable   the   person   to   protect   and/or   eZercise   the   right  a
● Yhere   the   person   reqWesting   the   information   Yishes   to   be   informed   of   the   decision   of  a

the   reqWest   in   a   particWlar   manner,   state   the   manner   and   particWlars   to   be   so   informed  a
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 a
 a

● if   the   reqWest   for   information   is   made   on   behalf   of   another   person,   sWbmit   proof   that  a
the   person   sWbmitting   the   reqWest,   has   obtained   the   necessar[   aWthorisation   to   do   so.  a

 ǫ
Anne\YVe   F:   PVeWcVibed   feeW  ǫ

 a
The   folloYing   applies   to   reqWests   (other   than   personal   reqWests):  a

● A   reqWester   is   reqWired   to   pa[   a   preliminar[   reqWest   fee   before   a   reqWest   Yill   be  a
processed  a

● ͳf   the   preparation   of   the   record   reqWested   reqWires   more   than   the   prescribed   hoWrs  a
(siZ),   an   additional   deposit   shall   be   paid   (of   not   more   than   one   third   of   the   access   fee  a
Yhich   YoWld   be   pa[able   if   the   reqWest   Yas   granted)  a

● A   reqWestor   ma[   lodge   an   application   Yith   a   coWrt   against   the   render   /   pa[ment   of   the  a
reqWest   fee   and/or   deposit  a

● Records   ma[   be   Yithheld   Wntil   the   fees   haXe   been   paid  a
● The   fee   strWctWre   is   aXailable   on   the   SoWth   African   HWman   Rights   CommissionǷs   Yebsite  a

at    https://YYY.sahrc.org.\a/indeZ.php/Wnderstanding-paia  a
 a
 a
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Anne\YVe   G:   DepYX]   InfoVmaXion   OƽceV  ǫ
AppoinXmenX  ǫ

 a
ͳn   terms   of   the   Protection   of   Personal   ͳnformation   Act   the   head   of   a   priXate   bod[   is   the  a
designated   ͳnformation   Oɍcer   for   that   priXate   bod[.   The   ͳnformation   Oɍcer   ma[   delegate  a
an[   poYer   or   dWt[   conferred   or   imposed   in   terms   of   POPͳ   to   the   DepWt[   ͳnformation   Oɍcer.   aa

 a
The   organisation   has   appointed   a   DepWt[   ͳnformation   Oɍcer   to   facilitate   an[   reqWests   to  a
access   records   held   b[   the   organisation.   This   delegation   does   not   prohibit   the   person   Yho  a
made   the   delegation   from   eZercising   poYer   concerned   or   performing   the   dWt[   concerned  a
himself   or   herself.   The   delegation   ma[   at   an[   time   be   YithdraYn   or   amended   in   Yriting   b[   the  a
person   Yho   made   the   delegation.   aa

 a
The   DepWt[   ͳnformation   Oɍcer   need   not   haXe   an[   speciȤc   qWaliȤcations   bWt   mWst   haXe   a  a
thoroWgh   knoYledge   of   the   organisationǷs   fWnctional   departments   and   bWsiness   processes.   aa

 a
The   DepWt[   ͳnformation   Oɍcer   has   the   aWthorit[   to   approach   all   staͯ   members   of   the  a
organisation   and   to   reqWest   all   records   held   b[   the   organisation.   Where   a   manager   is   of   the  a
opinion   that   access   to   a   record   shoWld   not   be   granted   to   the   DepWt[   ͳnformation   Oɍcer,  a
reasons   for   this   decision   shall   be   giXen   to   the   ͳnformation   Oɍcer   Yho   Yill   make   a   Ȥnal  a
decision   on   the   matter.   aa

 a
Together   Yith   the   ͳnformation   Oɍcer,   the   DepWt[   ͳnformation   Oɍcer   is   responsible   for:   a a

 a
● PWblishing   and   proper   commWnication   of   the   manWal   i.e.   creating   polic[   aYareness   a a
● The   facilitation   of   an[   reqWest   for   access   a a
● ProXiding   adeqWate   notice   and   feedback   to   the   reqWester   a a
● Determining   Yhether   to   grant   a   reqWest   for   access   to   a   complete/fWll   record   or   onl[  a

part   of   a   record   a a
● EnsWring   that   access   to   a   record,   Yhere   so   granted,   is   proXided   timeoWsl[   and   in   the  a

correct   format    ReXieYing   the   polic[   for   accWrac[   and   commWnicating   an[   amendments  a
 a
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YYY.CFXCPVCIGNGCTP.EQO   aa

 a
 a
 a

32  a



 a
 a
 a
 a

 a
 a
 a

As   the   Head   of   the   organisation,   ͳ   ____________________________________________________________  a
hereb[   appoint  a

 a
 a
 a
 a
 a

_______________________________________________________________________________________________  a
as   the   OrganisationǷs   DepWt[   ͳnformation   Oɍcer  a

 a
 a
 a
 a

 a
 a
 a

 a

AFXCPVCIG   LGCTPKPI   TGEJPQNQIKGU   (PV[)   LVF  a
CK:   2012/224730/07   ̂     TJG   GTGGP   DQQT,   298   CCVQ   RQCF,   GNGPYQQF,   DWTDCP,   KYCZWNW-NCVCN,   4001   ̂    (071)   5004951   ̂     KPHQ@CFXCPVCIGNGCTP.EQO    ̂   a
YYY.CFXCPVCIGNGCTP.EQO   aa

 a
 a
 a

33  a

_____________________________.  a _____________________________.  a

Head   Signature  a Date  a

_____________________________.  a _____________________________.  a

Deput[   ͳnformation   Oɍcer   Signature  a Date  a


