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De ni ion   
 

PA A    means   the   Promotion   of   Access   to   nformation   Act   2   of   2000.  
 

POP     means   the   Promotion   of   Personal   nformation   Act   4   of   2013.  
 

nformation   Regulato r   means   the   Reg lator   established   in   terms   of   Section   39   of   POP .  
 

Person    means   a   nat ral   person   or   a   j ristic   person.  
 

Private   bod     means:  
● a   nat ral   person   ho   carries   or   has   carried   on   an    trade,   b siness   or   profession,   b t  

onl    in   s ch   capacit   
● a   partnership   hich   carries   or   has   carried   on   an    trade,   b siness   or   profession;   or  
● an    former   or   e isting   j ristic   person,   b t   e cl des   a   p blic   bod   

 
Public   bod     means:  

● an    department   of   state   or   administration   in   the   national   or   pro incial   sphere   of  
go ernment   or   an    m nicipalit    in   the   local   sphere   of   go ernment;   or  

● an    other   f nctionar    or   instit tion   hen:  
○ e ercising   a   po er   or   performing   a   d t    in   terms   of   the   Constit tion   or   a  

pro incial   constit tion;   or  
○ e ercising   a   p blic   po er   or   performing   a   p blic   f nction   in   terms   of   an   

legislation  
 

Head ,   in   relation   to,   a   pri ate   bod    means:  
 
● in   the   case   of   a   nat ral   person,   that   nat ral   person   or   an    person   d l    a thorised   b   

that   nat ral   person;  
●   in   the   case   of   a   partnership,   an    partner   of   the   partnership   or   an    person   d l   

a thorised   b    the   partnership;   
●   in   the   case   of   a   j ristic   person:  
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○    the   chief   e ec ti e   o cer   or   eq i alent   o cer   of   the   j ristic   person   or   an   
person   d l    a thorised   b    that   o cer;  

○   or    the   person   ho   is   acting   as   s ch   or   an    person   d l    a thorised   b    s ch  
acting   person  

 
nformation   O cer    means   the   head   of   a   pri ate   bod .  
 

Deput    nformation   O cer    means   the   person   to   hom   an    po er   or   d t    conferred   or  
imposed   on   an   nformation   O cer   b    POP    has   been   delegated.  

 
Requester    in   relation   to   a   pri ate   bod ,   means   an    person,   incl ding,   b t   not   limited   to   p blic  
bod    or   an   o cial   thereof,   making   a   req est   for   access   to   a   record   of   the   organisation   or   a  
person   acting   on   behalf   of   s ch   person.  

 
Personal   Requester    means   a   req ester   seeking   access   to   a   record   containing   personal  
information   abo t   the   req ester.  

 
Personal   nformation    means   information   relating   to   an   identi able,   li ing,   nat ral   person,  
and   here   it   is   applicable,   an   identi able,   e isting   j ristic   person,   incl ding,   b t   not   limited   to:  
information   relating   to   the   race,   gender,   se ,   pregnanc ,   marital   stat s,   national,   ethnic   or  
social   origin,   colo r,   se al   orientation,   age,   ph sical   or   mental   health,   ell-being,   disabilit ,  
religion,   conscience,   belief,   c lt re,   lang age   and   birth   of   the   person;   information   relating   to  
the   ed cation   or   the   medical,   nancial,   criminal   or   emplo ment   histor    of   the   person;   an   
identif ing   n mber,   s mbol,   e-mail   address,   ph sical   address,   telephone   n mber,   location  
information,   online   identi er   or   other   partic lar   assignment   to   the   person,   the   biometric  
information   of   the   person;   the   personal   opinions,   ie s   or   preferences   of   the   person;  
correspondence   sent   b    the   person   that   is   implicitl    or   e plicitl    of   a   pri ate   or   con dential  
nat re   or   f rther   correspondence   that   o ld   re eal   the   contents   of   the   original  
correspondence;   the   ie s   or   opinions   of   another   indi id al   abo t   the   person;   and   the   name  
of   the   person   if   it   appears   ith   other   personal   information   relating   to   the   person   or   if   the  
disclos re   of   the   name   itself   o ld   re eal   information   abo t   the   person.  

 
Request   for   access    means   a   req est   for   access   to   a   record   of   the   organisation   in   terms   of  
section   50   of   PA A.  
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Record    means   an    recorded   information   regardless   of   the   form   or   medi m,   in   the   possession  
or   nder   the   control   of   the   organisation   irrespecti e   of   hether   or   not   it   as   created   b    the  
organisation.  

 
Data   Subject    means   the   person   to   hom   personal   information   relates.  

 
Third   Part     in   relation   to   a   req est   for   access   to   a   record   held   b    the   organisation,   means   an   
person   other   than   the   req ester.  

 
Processing    means   an    operation   or   acti it    or   an    set   of   operations,   hether   or   not   b   
a tomatic   means,   concerning   personal   information,   incl ding   the   collection,   receipt,  
recording,   organisation,   collation,   storage,   pdating   or   modi cation,   retrie al,   alteration,  
cons ltation   or   se,   dissemination   b    means   of   transmission,   distrib tion   or   making   a ailable  
in   an    other   form,   or   merging,   linking,   as   ell   as   restriction,   degradation,   eras re   or  
destr ction   of   information.  
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P po e   of   he   PAIA   Man al  
 

The   Promotion   of   Access   to   nformation   Act,   2000,   gi es   e ect   to   section   32   of   the  
Constit tion,   hich   pro ides   that   e er one   has   the   right   to   access   information   held   b    the  
State   or   an    other   person   (or   pri ate   bod ),   hen   that   information   is   req ired   for   the   e ercise  
or   protection   of   an    rights.   

 
The   p rpose   of   PA A   is   to:  

● foster   a   c lt re   of   transparenc    and   acco ntabilit    in   p blic   and   pri ate   bodies   b   
gi ing   e ect   to   the   right   of   access   to   information,   and   to  

● acti el    promote   a   societ    in   hich   the   people   of   So th   Africa   ha e   e ecti e   access   to  
information   to   enable   them   to   more   f ll    e ercise   and   protect   all   of   their   rights  

 
The   organisation   recognises   e er one s   right   to   access   to   information   and   is   committed   to  
pro ide   access   to   the   organisation s   records   here   the   proper   proced ral   req irements   as   set  
o t   b    PA A,   POP    and   GDPR   ha e   been   met.   The   organisation s   PA A   man al   is   compiled   in  
accordance   ith   section   51   of   the   Act   and   contains   the   follo ing   pro isions:   
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Anne ure   A   :   Contact   Details   &   Business   T pe   

This   section   pro ides   the   organisation s   postal   and   street   address,   phone   and   fa   
n mber   and,   if   a ailable,   the   e-mail   address   of   the  
head   of   the   organisation.  

Anne ure   B   :   Section   10   PA A   Guide   

This   section   pro ides   a   description   of   the   g ide   referred   to   in   Section   10   of   PA A   and  
ho    o    ma    obtain   access   to   it   

Anne ure   C   :   Statutor    Records   

This   section   pro ides   a   description   of   the   ario s   stat tes   in   terms   of   hich   the  
organisation   is   req ired   to   maintain   records   

Anne ure   D   :   Availabilit    of   Records   
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This   section   pro ides   a   list   of   records   held   b    the   organisation   along   ith   an   indication  
of   hether   the   record   is   freel    a ailable   or  
onl    accessible   b    a    of   a   formal   req est   in   terms   of   the   pro isions   of   PA A.   The  
section   also   pro ides   a   description   of   the   categor   
of   data   s bject(s)   to   ho   the   respecti e   records   relates   along   ith   an   indication   of   the  
p rpose   for   hich   the   record   is   being   kept.  
Records   that   are   indicated   as   Freel    A ailable    can   be   accessed   b    contacting   the  
Dep t    nformation   O cer   (see   Anne re   A),  

itho t   ha ing   to   follo    an    formal   proced res.   Records   that   are   indicated   as   a   PA A  
Req est ,   req ires   the   req ester   to   lodge   a  
formal   req est   as   pro ided   for   in   Anne re   E  

Anne ure   E   :   Request   Procedure   

This   section   sets   o t   the   proced re   req ired   to   obtain   access   to   a   record   indicated   as   a  
PA A   Req est    in   Anne re   D.  

Anne ure   F   :   Prescribed   Fees   

This   section   sets   o t   the   fees   that   are   pa able   to   the   organisation   prior   to   processing   a  
req est   to   obtain   access   to   a   record   held   b   
the   organisation.  

Anne ure   G   :   nformation   O cer   Appointment   

This   section   pro ides   for   the   formal   recognition   of   the   appointment   of   the   nformation  
O cer   here   so   req ired.  

Anne ure   G   :   Deput    nformation   O cer   Appointment  

This   section   pro ides   for   the   formal   appointment   of   a   Dep t    nformation   O cer   here  
so   req ired.  



 
 
 
 

 
 
 

D ie    of   an   info ma ion   o ce   
The   nformation   O cer   and/or   the   Dep t    nformation   O cer   of   the   organisation   are  
responsible   for:  

● P blishing   and   proper   comm nication   of   the   man al   i.e.   creating   polic    a areness  
● The   facilitation   of   an    req est   for   access  
● Pro iding   adeq ate   notice   and   feedback   to   the   req ester  
● Determining   hether   to   grant   a   req est   for   access   to   a   complete/f ll   record   or   onl   

part   of   a   record  
● Ens ring   that   access   to   a   record,   here   so   granted,   is   pro ided   timeo sl    and   in   the  

correct   format  
● Re ie ing   the   polic    for   acc rac    and   comm nicating   an    amendments  

 

Righ    of   Acce    
The   nformation   O cer   and/or   Dep t    nformation   O cer   ma    onl    pro ide   access   to   an   
record   held   b    the   organisation   to   a   req ester   if:  

● The   record   is   req ired   for   the   e ercise   or   protection   of   an    right,   and  
● The   req ester   complies   ith   the   proced ral   req irements   relating   to   a   req est   for  

access   to   that   record,   and  
● Access   to   that   record   is   not   ref sed   in   terms   of   an    of   the   gro nds   for   ref sal   listed  

belo   
 

G o nd    fo    Ref al  
The   nformation   O cer   and/or   Dep t    nformation   O cer   m st   assess   hether   there   are   an   
gro nds   for   ref sing   a   req est   for   access.   Where   an    gro nds   for   ref sal   are   fo nd,   a   req est  
for   access   ill   not   be   granted.  

 
Ho e er,   despite   nding   an    gro nds   for   ref sal,   access   to   the   record(s)   ill   be   pro ided  

here:  
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● the   disclos re   of   the   record   o ld   re eal   e idence   of   a   s bstantial   contra ention   of,   or  
fail re   to   compl    ith   the   la    or   imminent   and   serio s   p blic   or   en ironmental   risk,  
and  

● the   p blic   interest   in   disclosing   record,   ill   clearl    o t eigh   the   harm   contemplated   in  
the   pro ision   in   q estion.  

 
Where   there   are   no   gro nds   for   ref sal,   req est   for   access   ill   be   granted.  

 
f   a   req est   for   access   is   made   ith   regards   to   a   record   containing   information   that   o ld  

j stif    a   gro nd   for   ref sal,   e er    part   of   the   record   hich   
● does   not   contain,   and  
● can   reasonabl    be   se ered   from   an    part   that   contains,   an    s ch   information   m st,  

despite   an    other   pro ision   of   PA A,   also   be   disclosed  
 

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

Grounds   for   Refusal:   
The   disclos re   o ld   in ol e   the   nreasonable   disclos re   of   personal   information  
abo t   a   third   part    that   is   a   nat ral   person   (incl ding   a   deceased   indi id al)  

 
No   Grounds   for   Refusal:   

● The   record   consists   of   information   that   concerns   an   indi id al   ho   has   alread   
consented   in   riting   to   its   disclos re   to   the   req ester   concerned  

● The   record   consists   of   information   that   is   alread    p blicl    a ailable   
● The   record   consists   of   information   that   as   gi en   to   the   organisation   b    the  

indi id al   to   hom   it   relates   and   the   indi id al   as   informed   b    or   on   behalf   of  
the   organisation,   before   it   is   gi en,   that   the   information   belongs   to   a   class   of  
information   that   o ld   or   might   be   made   a ailable   to   the   p blic   

● The   record   consists   of   information   abo t   an   indi id al s   ph sical   or   mental  
health,   or   ell-being,   ho   is   nder   the   care   of   the   req ester   and   ho   is   nder   the  
age   of   18;   or   incapable   of   nderstanding   the   nat re   of   the   req est,   and   if   gi ing  
access   o ld   be   in   the   indi id al s   best   interest   
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● The   record   consists   of   information   abo t   an   indi id al   ho   is   deceased   and   the  
req ester   is   the   indi id al s   ne t   of   kin   or   making   the   ith   the   ritten   consent   of  
the   indi id al s   ne t   of   kin   

● The   record   consists   of   information   abo t   an   indi id al   ho   is   or   as   an   o cial   of  
the   organisation   and   hich   relates   to   the   position   or   f nctions   of   the   indi id al,  
incl ding,   b t   not   limited   to   the   title,   ork   address,   ork   phone   n mber,   the  
classi cation,   salar    scale   or   rem neration   and   responsibilities   of   the   position  
held   or   ser ices   performed   b    the   indi id al   and   the   name   of   the   indi id al   on   a  
record   prepare   b    the   indi id al   in   the   co rse   of   emplo ment  

B:   Mandator    Protection   of   Commercial   nformation   of   a   Third   Part   

Grounds   for   Refusal:   
● The   record   consists   of   information   that   contains   trade   secrets   of   a   third   part   
● The   record   consists   of   information   that   contains   nancial,   commercial,   scienti c  

or   technical   information,   other   than   trade   secrets,   of   a   third   part ,   the   disclos re  
of   hich   o ld   be   likel    to   ca se   harm   to   the   commercial   or   nancial   interests   of  
that   third   part   

● The   record   consists   of   information   s pplied   in   con dence   b    a   third   part ,   the  
disclos re   of   hich   co ld   reasonabl    be   e pected   to   p t   that   third   part    at   a  
disad antage   in   contract al   or   other   negotiations   or   to   prej dice   that   third   part   
in   commercial   competition  

 
 

No   Grounds   for   Refusal:   
● The   record   consists   of   information   abo t   a   third   part    ho   has   consented   ho  

has   alread    consented   in   riting   to   its   disclos re   to   the   req ester   concerned  
● The   record   consists   of   information   abo t   the   res lts   of   an    prod ct   or  

en ironmental   testing   or   other   in estigation   s pplied   b    a   third   part    or   the  
res lts   of   an    s ch   testing   or   in estigation   carried   o t   b    or   on   behalf   of   a   third  
part    and   its   disclos re   o ld   re eal   a   serio s   p blic   safet    or   en ironmental   risk  
(the   res lts   of   an    prod ct   or   en ironmental   testing   or   other   in estigation   do   not  
incl de   the   res lts   of   preliminar    testing   or   other   in estigation   cond cted   for   the  
p rpose   of   de eloping   methods   of   testing   or   other   in estigation)  

 
 

C:   Mandator    Protection   of   certain   Con dential   nformation   of   a   Third   Part   

Grounds   for   Refusal:   
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The   record   consists   of   information   the   disclos re   of   hich   o ld   constit te   an   action  
for   breach   of   a   d t    of   con dence   o ed   to  
a   third   part    in   terms   of   an   agreement  

D:   Mandator    Protection   of   Safet    of   ndividuals   and   Protection   of   Propert   

Grounds   for   Refusal:   
● The   record   consists   of   information   that   if   disclosed   co ld   reasonabl    be   e pected  

to   endanger   the   life   or   ph sical   safet    of   an   indi id al   
● The   record   consists   of   information   that   if   disclosed   o ld   likel    prej dice   or  

impair   the   sec rit    of   a   b ilding,   a   str ct re   or   s stem,   a   comp ter   or  
comm nication   s stem,   a   means   of   transport,   an    other   propert    

● The   record   consists   of   information   that   if   disclosed   o ld   likel    prej dice   or  
impair   the   sec rit    of   methods,   s stems,   plans   or   proced res   for   the   protection  
of   an   indi id al   in   accordance   ith   a   itness   protection   scheme,   the   safet    of   the  
p blic,   or   an    part   of   the   p blic,   or   the   sec rit    of   propert   

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

Grounds   for   Refusal:   
● The   record   consists   of   information   pri ileged   from   prod ction   in   legal  

proceedings   nless   the   person   entitled   to   the   pri ilege   has   ai ed   the   pri ilege  

F:   Commercial   nformation   of   the   Organisation  

Grounds   for   Refusal:   
● The   record   consists   of   information   that   contains   trade   secrets   of   the   organisation  
● The   record   consists   of   information   that   contains   nancial,   commercial,   scienti c  

or   technical   information,   other   than   trade   secrets,   of   the   organisation,   the  
disclos re   of   hich   o ld   likel    ca se   harm   to   the   commercial   or   nancial  
interests   of   the   organisation  

● The   record   consists   of   information,   the   disclos re   of   hich,   co ld   reasonabl    be  
e pected   to   p t   the   organisation   at   a   disad antage   in   contract al   or   other  
negotiations   or   prej dice   the   organisation   in   commercial   competition  

● The   record   is   a   comp ter   program   as   de ned   in   section   1(1)   of   the   Cop right   Act  
(Act   98   of   1978),   o ned   b    the   organisation,   e cept   insofar   as   it   is   req ired   to   gi e  
access   to   a   record   to   hich   access   is   granted   in   terms   of   PA A  

 
 



 
 
 
 

 
 
 

 

No ice  
Where   a   req est   for   access   has   been   recei ed   the   nformation   O cer   and/or   Dep t   
nformation   O cer   ill   notif    the   req ester   of   receipt   and   the   prescribed   fee   (if   an )   that   is  

pa able   prior   to   processing   the   req est.   Please   refer   to   Anne re   F   for   a   f ll   breakdo n  
of   fees   pa able.   Personal   req esters   ill   not   be   charged   a   req est   fee.  

 
The   notice   m st   state:  

● The   amo nt   of   the   deposit   pa able   (if   an )  
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No   Grounds   for   Refusal:   
● The   record   consists   of   information   abo t   the   res lts   of   an    prod ct   or  

en ironmental   testing   or   other   in estigation   s pplied   b   
● the   organisation   or   the   res lts   of   an    s ch   testing   or   in estigation   carried   o t   b   

or   on   behalf   of   the   organisation   and   its   disclos re  
● o ld   re eal   a   serio s   p blic   safet    or   en ironmental   risk   (the   res lts   of   an   

prod ct   or   en ironmental   testing   or   other  
● in estigation   do   not   incl de   the   res lts   of   preliminar    testing   or   other  

in estigation   cond cted   for   the   p rpose   of   de eloping  
● methods   of   testing   or   other   in estigation)  

 

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

Grounds   for   Refusal:   
● The   record   consists   of   information   that   contains   information   abo t   research  

being   or   to   be   carried   o t   b    or   on   behalf   of   a   third   part ,   the   disclos re   of   hich  
o ld   be   likel    to   e pose   the   third   part ,   a   person   that   is   or   ill   be   carr ing   o t  

the   research   on   behalf   of   the   third   part ,   or   the   s bject   matter   of   the   research   to  
serio s   disad antage  

● The   record   consists   of   information   that   contains   information   abo t   research  
being   or   to   be   carried   o t   b    or   on   behalf   of   the   organisation,   the   disclos re   of  

hich   o ld   be   likel    to   e pose   the   organisation,   a   person   that   is   or   ill   be  
carr ing   o t   the   research   on   behalf   of   the   organisation,   or   the   s bject   matter   of  
the   research   to   serio s   disad antage  



 
 
 
 

 
 
 

● That   the   req ester   ma    lodge   a   complaint   ith   the   nformation   Reg lator   or   an  
application   ith   a   co rt   against   the   tender   or   pa ment   of   the   req est   fee,   or   the   tender  
or   pa ment   of   a   deposit,   as   the   case   ma    be  

● The   proced re   (incl ding   the   period)   for   lodging   the   complaint   ith   the   nformation  
Reg lator   or   the   application  

 
E cept   to   the   e tent   that   the   pro isions   regarding   third   part    noti cation   ma    appl ,   the  
nformation   O cer   and/or   Dep t    nformation   O cer   to   hom   the   req est   is   made,   m st   as  

soon   as   reasonabl    possible,   b t   in   an    e ent   ithin   30   da s,   after   the   req est   has   been  
recei ed   in   the   prescribed   format:   

 
● Decide   in   accordance   ith   PA A   hether   to   grant   the   req est,   and  
● Notif    the   req ester   of   the   decision   and,   if   the   req ester   stated   that   he   or   she   ishes   to  

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

 
f   the   req est   for   access   is   granted,   the   notice   m st   state:  

● The   access   fee   (if   an )   to   be   paid   pon   access  
● The   form   in   hich   access   ill   be   gi en,   and  
● That   the   req ester   ma    lodge   a   complaint   ith   the   nformation   Reg lator   or   an  

application   ith   a   co rt   against   the   access   fee   to   be   paid   or   the   form   of   access   granted,  
and   the   proced re,   incl ding   the   period   allo ed,   for   lodging   a   complaint   ith   the  
nformation   Reg lator   or   the   application  
 

f   the   req est   for   access   is   ref sed,   the   notice   m st:  
● State   adeq ate   reasons   for   the   ref sal,   incl ding   the   rele ant   pro ision   of   PA A   that   as  

relied   on  
● E cl de,   from   an    s ch   reasons,   an    reference   to   the   content   of   the   records    and   
● State   that   the   req ester   ma    lodge   a   complaint   ith   the   nformation   Reg lator   or   an  

application   ith   a   co rt   against   the   ref sal   of   the   req est,   and   the   proced re   (incl ding  
the   period)   for   lodging   a   complaint   ith   the   nformation   Reg lator   or   the   application  

 
Sho ld   all   reasonable   steps   ha e   been   taken   to   nd   a   record   req ested,   and   there   are  
reasonable   gro nds   for   belie ing   that   the   record:   
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● s   in   the   organisation s   possession,   b t   cannot   be   fo nd,   or  
● Simpl    does   not   e ist,  

 
the   head   of   the   organisation   m st,   b    a    of   a da it   or   a rmation,   notif    the   req ester   that  
it   is   not   possible   to   pro ide   access   to   that   record.   The   a da it   or   a rmation   m st   pro ide   f ll  
acco nt   of   all   steps   taken   to   nd   the   record   in   q estion   or   to   determine   hether   the   record  
e ists,   as   the   case   ma    be,   incl ding   all   comm nication   ith   e er    person   ho   cond cted   the  
search   on   behalf   of   the   head.    
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Anne e   A:   Con ac    de ail    &   b ine   
pe  

 
 

O gani a ion   Con ac    De ail    
 

 

Head   of   o gani a ion  
 

 

Info ma ion   o ce   
 

A    L    T    (P )   L   
CK:   2012/224730/07       T    G    D ,   298   C    R ,   G ,   D ,   K Z -N ,   4001      (071)   5004951       @ .       

. .    
 
 
 

18  

Postal   address:  The   Green   Door,   Unit   2,   Da entr    Gardens,   298   Cato   Road,  
Glen ood,   D rban,   K aZ l -Natal,   So th   Africa,   4001  

Street   address:  The   Green   Door,   Unit   2,   Da entr    Gardens,   298   Cato   Road,  
Glen ood,   D rban,   K aZ l -Natal,   So th   Africa,   4001  

Phone   number:  +27   (071)   500   4951  

Email   address:  info@ad antagelearn.com  

Full   names   &   last   name:  James   Lees  

Email   address:  james@ad antagelearn.com  

Full   names   &   last   name:  James   Lees  



 
 
 
 

 
 
 

 

De    info ma ion   o ce   
 

 

B ine    e  
The   organisation   cond cts   its   main   t pe   of   b siness   in   the   Ed cation   &   nformation  
Technolog    sectors.   
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Email   address:  james@ad antagelearn.com  

Phone   number:  +27   (071)   500   4951  

Full   names   &   last   name:  N/A  

Email   address:  N/A  

Phone   number:  N/A  



 
 
 
 

 
 
 

Anne e   B:   Sec ion   10   PAIA   G ide  
 

PA A   grants   a   req ester   access   to   records   of   a   pri ate   bod ,   if   the   record   is   req ired   for   the  
e ercise   or   protection   of   an    rights.   Where   a   p blic   bod    lodges   a   req est,   the   p blic   bod   
m st   be   acting   in   the   p blic   interest.  

 
Req ests   in   terms   of   PA A   shall   be   made   in   accordance   ith   the   prescribed   proced res   at   the  
rates   pro ided.  

 
Req esters   are   referred   to   the   g ide   in   terms   of   section   10   of   the   Act   hich   has   been  
compiled   b    the   So th   African   H man   Rights   Commission.   The   g ide   contains   information   for  
the   p rposes   of   e ercising   Constit tional   rights.  

 
The   g ide   is   a ailable   in   all   So th   African   o cial   lang ages   free   of   charge   and   an    person   ma   
req est   a   cop    of   the   g ide.  

 
A   cop    of   the   g ide   ma    be   obtained   b    contacting   the   So th   African   H man   Rights  
Commission   at:  

● Postal   Address:   The   So th   African   H man   Rights   Commission,   PA A   Unit,   Pri ate   Bag  
2700,   Ho ghton,   2041  

● Telephone   N mber:   +27(0)11   877   3600  
● Fa    N mber:   +27(0)11   403   0625  
● Website:    .sahrc.org. a  
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Anne e   C:   S a o    eco d   
The   organisation   maintains   stat tor    records   and   information   in   terms   of   the   follo ing  
legislation: 
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Auditing   professions   act  Yes  

Basic   Conditions   of   Emplo ment   Act   Yes  
Closed   Corporations   Act   No  

Companies   Act   Yes  
Consumer   Protection   Act   Yes  
Cop right   Act   Yes  
Electronic   Communications   and   Transactions   Act   Yes  
Emplo ment   Equit    Act   Yes  
Financial   Advisor    &   ntermediar    Services   Act   No  
Financial   nstitutions   (Protection   of   Funds)   Act   No  
Financial   ntelligence   Centre   Act   No  
Friendl    Societies   Act   No  
ncome   Ta    Act   Yes  

Labour   Relations   Act   Yes  
Long-term   nsurance   Act   No  
Medical   Schemes   Act   No  
National   Credit   Act   No  
Pension   Funds   Act   No  



 
 
 
 

 
 
 

 
 
 

Anne e   D:   A ailabili    of   eco d   
The   organisation   maintains   the   follo ing   categories   of   records   and   related   s bject   matter.  
The   stat s   of   the   record s   a ailabilit ,   the   p rpose   for   its   processing   and   the   rele ant   data  
s bject   categor    to   ho   the   record   relates   are   set   o t   belo :   

 
 

P blic   Affai   
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Short-term   nsurance   Act   No  
Unemplo ment   nsurance   Act   Yes  
Value   Added   Ta    Act   Yes  
South   African   Schools   Act   No   84   of   1996   (As   Amended   B    BELA   Act   15   Of   2011)  Yes  
Basic   Education   Laws   Amendment   Act   No.15   of   2011  Yes  
South   African   Council   for   Educators   Act   No   31   Of   2000   (As   Amended   B    BELA  
Act   15   Of   2011)  

Yes  

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

Yes  

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

Yes  

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

Yes  

Categor :  Record:  Availabilit :  Purpose:  Data   subject:  

Public   A airs  Public   Product  
nformation  

Freel    Available  Conve    Public  
nformation  

Organisation  



 
 
 
 

 
 
 

 

Reg la o    &   Admini a i e  
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Public   A airs  Public   Corporate  
Records  

Freel    Available  Conve    Public  
nformation  

Organisation  

Public   A airs  Media   releases  Freel    Available  Conve    Public  
nformation  

Organisation  

Public   A airs  Published   Newsletters  Freel    Available  Conve    Public  
nformation  

Organisation  

Public   A airs  Maga ine   Articles  Freel    Available  Conve    Public  
nformation  

Organisation  

Categor :  Record:  Availabilit :  Purpose:  Data   subject:  

Regulator    &  
Administrative  

Permits,   Licenses   or  
Authorities  

Freel    Available  Statutor   
Requirement  

Organisation  

Regulator    &  
Administrative  

Con ict   of   nterest  
Management   Polic    

Freel    Available  Statutor   
Requirement  

Organisation  

Regulator    &  
Administrative  

Complaints   Polic   Freel    Available  Statutor   
Requirement  

Organisation  

Regulator    &  
Administrative  

Health   &   Safet    Plan  PA A   Request  Statutor   
Requirement  

Organisation  

Regulator    &  
Administrative  

Memorandum   of  
ncorporation   

PA A   Request  Statutor   
Requirement  

Organisation  

Regulator    &  
Administrative  

Minutes   of   Board   or  
Directors   Meetings   

PA A   Request  Statutor   
Requirement  

Organisation  

Regulator    &  
Administrative  

Register   of  
Shareholders   

PA A   Request  Statutor   
Requirement  

Organisation  

Regulator    &  
Administrative  

Register   of   Board   of  
Directors   

PA A   Request  Statutor   
Requirement  

Organisation  

Regulator    &  
Administrative  

nternal  
correspondence  

PA A   Request  nternal  
communicati 
ons  

Organisation  



 
 
 
 

 
 
 

 
 

H man   Re o ce   
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(e-mails/Slack  
messages/memos)   

Regulator    &  
Administrative  

nsurance   Policies   held  
b    organisation  

PA A   Request  Risk  
management  

Organisation  

Categor :  Record:  Availabilit :  Purpose:  Data   subject:  

Human  
Resources  

Emplo ment  
Applications   

PA A   Request  nternal  
Referencing   

Emplo ees  

Human  
Resources  

Emplo ment   Contracts   PA A   Request  Contractual  
Agreement   

Emplo ees  

Human  
Resources  

Personal   nformation   of  
Emplo ees   

PA A   Request  nternal  
Referencing   

Emplo ees  

Human  
Resources  

Emplo ment   Equit   
Plan   

PA A   Request  Statutor   
Requirement   

Organisation  

Human  
Resources  

Medical   Aid   Records   PA A   Request  nternal  
Referencing   

Emplo ees  

Human  
Resources  

Pension   Fund   Records   PA A   Request  nternal  
Referencing   

Emplo ees  

Human  
Resources  

Disciplinar    Records   PA A   Request  Statutor   
Requirement   

Emplo ees  

Human  
Resources  

Performance  
Management   Records   

PA A   Request  nternal  
Referencing   

Emplo ees  

Human  
Resources  

Salar    Records   PA A   Request  nternal  
Referencing   

Emplo ees  

Human  
Resources  

Emplo ee   Bene t  
Records   

PA A   Request  nternal  
Referencing   

Emplo ees  

Human  
Resources  

PAYE   Records   PA A   Request  Statutor   
Requirement   

Emplo ees  



 
 
 
 

 
 
 

 

Financial  
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Human  
Resources  

Seta   Records   PA A   Request  Statutor   
Requirement   

Emplo ees  

Human  
Resources  

Disciplinar    Code   PA A   Request  Statutor   
Requirement   

Organisation  

Human  
Resources  

Leave   Records   PA A   Request  nternal  
Referencing   

Emplo ees  

Human  
Resources  

Training   Records   PA A   Request  nternal  
Referencing   

Emplo ees  

Human  
Resources  

Training   Manual   PA A   Request  nternal  
Referencing   

Organisation  

Categor :  Record:  Availabilit :  Purpose:  Data   subject:  

Financial  Financial   Statements   PA A   Request  nternal  
Referencing   

Organisation  

Financial  Financial   and   Ta   
Records   

PA A   Request  Statutor   
Requirement   

Organisation  

Financial  Asset   Register  PA A   Request  nternal  
Referencing   

Organisation  

Financial  Management   Accounts  
and   Reports   

PA A   Request  nternal  
Referencing   

Organisation  

Financial  Vouchers,   Cash   Books  
and   Ledgers   

PA A   Request  nternal  
Referencing   

Organisation  

Financial  Banking   Records   and  
Statements   

PA A   Request  nternal  
Referencing   

Organisation  

Financial  Electronic   Banking  
Records   

PA A   Request  nternal  
Referencing   

Organisation  



 
 
 
 

 
 
 

Ma ke ing  
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Categor :  Record:  Availabilit :  Purpose:  Data   subject:  

Marketing  Market   nformation   PA A   Request  nternal  
Referencing   

Organisation  

Marketing  Product   Brochures  PA A   Request  nternal  
Referencing   

Organisation  

Marketing  Advertisements  PA A   Request  nternal  
Referencing   

Organisation  

Marketing  Field   Records  PA A   Request  nternal  
Referencing   

Organisation  

Marketing  Performance   Records   PA A   Request  nternal  
Referencing   

Organisation  

Marketing  Product   /   Service   Sales  
Records  

PA A   Request  nternal  
Referencing   

Organisation  

Marketing  Marketing   Strategies  PA A   Request  nternal  
Referencing   

Organisation  



 
 
 
 

 
 
 

Clien /C ome   

 
 

U e   
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Categor :  Record:  Availabilit :  Purpose:  Data   subject:  

Client/C stomer  C stomer   /   Client  
Database   

PA A   Req est  nternal  
Referencing   

C stomers  

Client/C stomer  C stomer   /   Client  
agreements   

PA A   Req est  nternal  
Referencing   

C stomers  

Client/C stomer  C stomer   /   Client   Files   PA A   Req est  nternal  
Referencing   

C stomers  

Client/C stomer  C stomer   /   Client  
nstr ctions   

PA A   Req est  nternal  
Comm nicatio 
ns  

C stomers  

Client/C stomer  C stomer   /   Client  
Correspondence   

PA A   Req est  E ternal  
Comm nicatio 
ns  

C stomers  

Client/C stomer  C stomer   /Client  
Personal   Data   

PA A   Req est  nternal  
Referencing   

C stomers  

Categor :  Record:  Availabilit :  Purpose:  Data   subject:  

User  User   Database  PA A   Req est  nternal  
Referencing   

Users  

User  User   agreements   PA A   Req est  nternal  
Referencing   

Users  

User  User   Files   PA A   Req est  nternal  
Referencing   

Users  



 
 
 
 

 
 
 

 

Thi d   Pa   
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User  User   nstr ctions   PA A   Req est  nternal  
Comm nicatio 
ns  

Users  

User  User   Correspondence   PA A   Req est  E ternal  
Comm nicatio 
ns  

Users  

User  User   Personal   Data   PA A   Req est  nternal  
Referencing   

Users  

Categor :  Record:  Availabilit :  Purpose:  Data   subject:  

Third   Part   Rental   agreements  PA A   Req est  Contract al  
Agreement   

Third   Part   

Third   Part   Franchise   agreements   PA A   Req est  Contract al  
Agreement   

Third   Part   

Third   Part   Non-disclos re  
agreements   

PA A   Req est  Risk  
Management 

Third   Part   

Third   Part   Letters   of   ntent   PA A   Req est  Contract al  
Agreement   

Third   Part   

Third   Part   S pplier   Contracts  PA A   Req est  Contract al  
Agreement   

Third   Part   

Third   Part   A liate   &   Partner  
Agreements  

PA A   Req est  Contract al  
Agreement   

Third   Part   



 
 
 
 

 
 
 

Anne e   E:   Req e    p oced e  
To   facilitate   the   processing   of   o r   req est,   kindl    complete   and   s bmit   the   nformation  
Req est   Form   and   send   it   to   the   e-mail   address   indicated   in   Anne re   A.  

 
A   link   to   the   the   nformation   Req est   Form   can   be   fo nd   at:  

.ad antagelearn.com/legal  
 

The   Dep t    nformation   O cer   or   nformation   O cer   ill   notif    the   req ester   that   a   req est  
for   access   has   been   recei ed   and   that   the   prescribed   fee   (if   an )   is   pa able   prior   to   processing  
the   req est.   Please   refer   to   Anne re   F   for   a   f ll   breakdo n   of   fees   pa able.   Personal 
req esters   ill   not   be   charged   a   req est   fee.  

 
Once   the   req est   has   been   processed,   the   Dep t    nformation   O cer   or   nformation   O cer  

ill   inform   o    of   the   o tcome   of   o r   req est   and   an    additional   fees   that   ma    fall   d e.  
 

Please   be   ad ised   that   PA A   pro ides   a   n mber   of   gro nds   on   hich   a   req est   for   access   to 
information   m st   be   ref sed.   These   gro nds   mainl    comprise   instances   here:  

● the   pri ac    and   interests   of   other   indi id als   are   protected  
● here   s ch   records   are   alread    other ise   p blicl    a ailable  
● instances   here   p blic   interest   are   not   ser ed  
● the   mandator    protection   of   commercial   information   of   a   third   part   
● the   mandator    protection   of   certain   con dential   information   of   a   third   part   

 
When   completing   the   form   belo    please:  

● indicate   the   identit    of   the   person   seeking   access   to   the   information  
● pro ide   s cient   partic lars   to   enable   the   dep t    information   o cer   to   identif    the  

information   req ested  
● specif    the   format   in   hich   the   information   is   req ired  
● indicate   the   contact   details   of   the   person   req iring   the   information  
● indicate   the   right   to   be   e ercised   and/or   to   be   protected,   and   specif    the   reasons   h   

the   information   req ired   ill   enable   the   person   to   protect   and/or   e ercise   the   right  
● here   the   person   req esting   the   information   ishes   to   be   informed   of   the   decision   of  

the   req est   in   a   partic lar   manner,   state   the   manner   and   partic lars   to   be   so   informed  
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● if   the   req est   for   information   is   made   on   behalf   of   another   person,   s bmit   proof   that  
the   person   s bmitting   the   req est,   has   obtained   the   necessar    a thorisation   to   do   so.  

 
Anne e   F:   P e c ibed   fee   

 
The   follo ing   applies   to   req ests   (other   than   personal   req ests):  

● A   req ester   is   req ired   to   pa    a   preliminar    req est   fee   before   a   req est   ill   be  
processed  

● f   the   preparation   of   the   record   req ested   req ires   more   than   the   prescribed   ho rs  
(si ),   an   additional   deposit   shall   be   paid   (of   not   more   than   one   third   of   the   access   fee  

hich   o ld   be   pa able   if   the   req est   as   granted)  
● A   req estor   ma    lodge   an   application   ith   a   co rt   against   the   render   /   pa ment   of   the  

req est   fee   and/or   deposit  
● Records   ma    be   ithheld   ntil   the   fees   ha e   been   paid  
● The   fee   str ct re   is   a ailable   on   the   So th   African   H man   Rights   Commission s   ebsite  

at    https:// .sahrc.org. a/inde .php/ nderstanding-paia  
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Anne e   G:   Dep    Info ma ion   O ce   
Appoin men   

 
n   terms   of   the   Protection   of   Personal   nformation   Act   the   head   of   a   pri ate   bod    is   the  

designated   nformation   O cer   for   that   pri ate   bod .   The   nformation   O cer   ma    delegate  
an    po er   or   d t    conferred   or   imposed   in   terms   of   POP    to   the   Dep t    nformation   O cer.   

 
The   organisation   has   appointed   a   Dep t    nformation   O cer   to   facilitate   an    req ests   to  
access   records   held   b    the   organisation.   This   delegation   does   not   prohibit   the   person   ho  
made   the   delegation   from   e ercising   po er   concerned   or   performing   the   d t    concerned  
himself   or   herself.   The   delegation   ma    at   an    time   be   ithdra n   or   amended   in   riting   b    the  
person   ho   made   the   delegation.   

 
The   Dep t    nformation   O cer   need   not   ha e   an    speci c   q ali cations   b t   m st   ha e   a  
thoro gh   kno ledge   of   the   organisation s   f nctional   departments   and   b siness   processes.   

 
The   Dep t    nformation   O cer   has   the   a thorit    to   approach   all   sta    members   of   the  
organisation   and   to   req est   all   records   held   b    the   organisation.   Where   a   manager   is   of   the  
opinion   that   access   to   a   record   sho ld   not   be   granted   to   the   Dep t    nformation   O cer,  
reasons   for   this   decision   shall   be   gi en   to   the   nformation   O cer   ho   ill   make   a   nal  
decision   on   the   matter.   

 
Together   ith   the   nformation   O cer,   the   Dep t    nformation   O cer   is   responsible   for:   

 
● P blishing   and   proper   comm nication   of   the   man al   i.e.   creating   polic    a areness   
● The   facilitation   of   an    req est   for   access   
● Pro iding   adeq ate   notice   and   feedback   to   the   req ester   
● Determining   hether   to   grant   a   req est   for   access   to   a   complete/f ll   record   or   onl   

part   of   a   record   
● Ens ring   that   access   to   a   record,   here   so   granted,   is   pro ided   timeo sl    and   in   the  

correct   format    Re ie ing   the   polic    for   acc rac    and   comm nicating   an    amendments  
 

A    L    T    (P )   L   
CK:   2012/224730/07       T    G    D ,   298   C    R ,   G ,   D ,   K Z -N ,   4001      (071)   5004951       @ .       

. .    
 
 
 

32  



 
 
 
 

 
 
 

As   the   Head   of   the   organisation,      ____________________________________________________________  
hereb    appoint  

 
 
 
 
 

_______________________________________________________________________________________________  
as   the   Organisation s   Dep t    nformation   O cer  
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_____________________________.  _____________________________.  

Head   Signature  Date  

_____________________________.  _____________________________.  

Deput    nformation   O cer   Signature  Date  


