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SCOPE OF THE MANUAL 

Nature of Business:  Adminis tra tive  Se rvice s  to Es ta te  Age nts  
 

The  s cope  of the  manual is  limite d to  the  re cords  he ld  by  

 

RENTAL CONNECT PROPRIETARY LIMITED 

58 Main Stre e t Suite  4  Cardiff Cas t Ne wlands , Cape  Town, We s te rn Cape  770 0 

We bs ite : www.re os .co.za   

 

 

COMPANY CONTACT DETAILS  

The  Company: RENTAL CONNECT PROPRIETARY LIMITED 

Re gis tra tion number: 2011/131109 /07 

Re gis te re d addre s s : 58  Main Stre e t Suite  4  Cardiff Cas t Ne wlands , Cape  Town, We s te rn Cape  770 0 

We bs ite  addre s s : www.re os .co.za   

Te l: +234  814  797 3350 

Email: c raig@reos .co.za  

 

The  Information Office r: CRAIG BUCKLEY 

De dica te d email addre s s  for POPI/PAIA: c raig@re os .co.za 

Contac t numbe rs : +27 83  957 0875 

 

 

1. PURPOSE OF THIS MANUAL 

 

The  Prote c tion of Pe rsonal Information Act 4  of 2013 (POPIA) and the  Promotion of Acce s s  to Pe rsonal 

Information Ac t 2 of 2000 (PAIA), give s  e ffe ct to  Se c tion 32 of the  Cons titution’s  right of privacy and looks  

a t two oppos ing inte re s ts  re la ting to  that of pe rs onal information, from an individua l point of vie w and 

acce s s  to  pe rs ona l information for the  le gitima te  purpos e  of conduc ting bus ine s s . 

 

POPIA provide s  guiding princ iple s  to promote  the  prote c tion of privacy which a re  inte nded to be  applie d 

to the  proce s s e s  of pe rsonal information acce s s ibility and s haring.  

 

PAIA  give s  le gis lative  e ffe c t to pe rson’s  right of acce s s  to information and accountability for both private  

and public  bodie s  who has  a  duty to  provide  to  a  re que s te r of re cords , unle s s  s pe c ifically re fus e d in te rms 

of Se ction 11 of PAIA. It’s  de s igne d to  e mpowe r people  to  us e  the  law and empower thems e lve s  so  a s  to 

fac ilita te  the  re que s ting of acce s s  of information in d iffe re nt ways .  

http://www.reos.co.za/
http://www.reos.co.za/
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The  purpos e  of this  manua l a s  s e t out be low is  to prote ct RENTAL CONNECT PROPRIETARY LIMITED and 

to inform s take holde rs  and da ta  s ubje c ts  of the  compliance  a s soc iate d with the  prote c tion of, and the  right 

to acce s s , Pe rs ona l Information which inc lude s : 

• bre ache s  of confide ntia lity; 

• fa iling to  offe r choice ; and 

• re putationa l damage .  

 

RENTAL CONNECT  PROPRIETARY LIMITED will e ns ure  that the  highe s t s tanda rd of compliance  with 

policie s , re gula tions , and laws  to  prote c t Pe rsona l Information is  ma inta ine d a t a ll time s . 

 

 

2.  AVAILABILITY OF THIS MANUAL  

 

a . This  PAIA and POPI Manua l is  ava ilable  for ins pe c tion during office  hours  from the  Information Office r, 

fre e  of charge .  

b . Additionally, this  PAIA and POPI Manual can be  vie we d on the  Company we bs ite  at: www.re os .co.za  

 

 

3.  GENERAL DEFINITIONS 

  

Access  
The  right, the  opportunity, or the  means  of finding, us ing, or re trie ving 

information 

  

Accountability  
The  condition tha t individua ls , organis ations , and the  community are  

re s pons ible  for the ir actions  and may be  re quire d to e xplain the m to othe rs  

  

Anonymous  

Informa tion which doe s  not re la te  to an ide ntifie d or ide ntifiable  natural 

pe rs on or to  pe rs onal information re nde re d anonymous  in s uch a  manne r tha t 

the  da ta  s ubje c t is  not or no longe r ide ntifiable . 

  

Anonymous 

information  

Informa tion which doe s  not re la te  to an ide ntifie d or ide ntifiable  natural 

pe rs on or to  pe rs onal information re nde re d anonymous  in s uch a  manne r tha t 

the  da ta  s ubje c t is  not or no longe r ide ntifiable . 

  

http://www.reos.co.za/
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Anti -malware  
Software  tha t is  de s igne d to  ide ntify and pre ve nt malicious  software , or 

ma lware , from infe cting compute r s ys te ms  or e le c tronic de vice s . 

  

Anti - virus  Software  de s igne d to  de te ct and de s troy compute r virus e s . 

  

Automated decision 

making  

De c is ions  made  by machine  (compute rs ), without human inte rve ntion. For 

e xample , to  automatica lly acce pt or de ny an online  c re dit application or the  

automate d proce s s ing of CVs  that eva lua te s  (profile s ) pe rsona l a s pe c ts  of 

individua ls  to  de te rmine  if the y will qua lify for a  pos ition. 

  

Availability  The  gua rantee  of re liable  acce s s  to information by authoris e d pe ople  

  

Binding corporate rules  

Pe rsona l information proce s s ing policie s , within a  group of unde rtakings , 

which a re  adhe re d to by a  re s pons ible  pa rty or ope ra tor within that group of 

unde rtakings  whe n trans fe rring pe rs onal information to  a  re s pons ible  pa rty 

or ope rator within tha t s ame  group of unde rtakings  in a  fore ign country. 

  

Biometric data  

Pe rsona l information re s ulting from s pe cific  te chnica l proce s s ing re la ting to 

the  phys ica l, phys iological or be havioura l charac te ris tic s  of a  natural pe rs on, 

which allow or confirm the  unique  ide ntifica tion of that natural pe rs on, s uch 

as  fac ial image s  or dac tylos copic data . 

  

Classification  
The  proce s s  of a s s igning an appropriate  leve l of c la s s ifica tion to an 

information a s s e t to  e ns ure  it re ce ive s  an ade qua te  le ve l of prote ction 

  

Confidentiality  Is  manage d by the  s e t of rule s  tha t limits  acce s s  to  information 

  

Consent  

Of the  da ta  s ubje ct me ans , any volunta ry, s pe c ific , and informe d e xpre s s ion 

of will in te rms  of which pe rmis s ion is  g ive n for the  proce s s ing of pe rs ona l 

information 

  

Continuity  

Encompas se s  planning and pre pa ra tion to ens ure  tha t an organis ation can 

continue  to ope rate  in cas e  of s e rious  inc ide nts  or d is as te rs  and is  able  to 

re cover to an ope ra tiona l s tate  within a  reas onably s hort pe riod 

  

Core activities  
The  core  ac tivitie s  of a  Re s pons ible  Pa rty re la te  to  primary ac tivitie s  and do 

not re la te  to the  proce s s ing of pe rsona l information a s  anc illa ry activitie s . An 
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e xample  of an anc illa ry ac tivity would be  an organisa tion paying the  s ala rie s  

of its  worke rs . Howe ve r, the  core  activity of a  hos pital is  to provide  hea lth 

ca re  and it could not provide  hea lthca re  s a fe ly and e ffe c tive ly without 

proce s s ing he a lth data , s uch a s  patie nts '  he a lth re cords . Those  activitie s  

cannot be  cons ide re d anc illary and mus t be  cons ide re d a s  core . 

  

Data mapping  

The  proce s s  us e d to ide ntify wha t pe rsona l information you use , why you us e  

it, how s e ns itive  it is , how long you may re tain it, where  you proce s s  it and 

whe re  you colle ct it. 

  

Data subject  The  pe rs on to  whom pe rsona l information re la te s . 

  

De- identified  

Informa tion which doe s  not re la te  to an ide ntifie d or ide ntifiable  natural 

pe rs on or to  pe rs onal information re nde re d anonymous  in s uch a  manne r tha t 

the  da ta  s ubje c t is  not or no longe r ide ntifiable . 

  

Disaster recovery  

the  proce s s  or ac tions  for an organis a tion to  minimise  the  e ffe c ts  of a  

d is ruptive  inc ide nt, to continue  to  ope rate  or quickly re s ume  mis s ion-c ritical 

func tions . 

  

Encryption  
The  proce s s  of conve rting information or da ta  into  a  code , e s pe c ially to 

pre ve nt unauthoris e d acce s s  

  

Filing system:  

Any s truc ture d se t of pe rsona l information which a re  acce s s ible  according to 

s pe c ific  c rite ria , whe the r ce ntra lis e d, de ce ntralis e d, or dis pe rs e d on a  

func tiona l or geographica l bas is  

  

Health  

Pe rsona l information re late d  to the  phys ica l or me ntal hea lth of a  natural 

pe rs on, including the  provis ion of he a lth ca re  s e rvice s , which re vea l 

information about his  or he r hea lth s tatus  

  

High - risk  

Ac tivitie s  including, but not limite d to , la rge  s cale  da ta  proce s s ing which 

could a ffe c t a  large  numbe r of individua ls ; re gula r and s ys te matic  monitoring; 

the  transfe r of pe rs ona l information to countrie s  which don' t have  ade quate  

privacy 

  

Integrity  The  a s s urance  that information is  trus tworthy and accura te  
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International 

organisation  

An organis a tion and its  s ubordinate  bodie s  gove rne d by public  inte rnational 

law, or any othe r body which is  s e t up by, or on the  bas is  of, an agre eme nt 

be twe e n two or more  countrie s . 

  

Large -scale data 

processing  

Example s  include  -  patie nt da ta  in the  re gula r cours e  of bus ine s s  by a  

hos pita l; trave l data  of individuals  us ing a  city' s  public  trans port s ys te m (e .g. 

tracking via  trave l cards ); rea l time  ge o- loca tion da ta  of cus tome rs  of an 

inte rna tional fa s t food cha in for s ta tis tica l purpos e s  by an Ope rator 

s pe c ia lis e d in the s e  ac tivitie s ; cus tome r da ta  in the  re gula r cours e  of 

bus ine s s  by an ins urance  organis ation or a  bank; pe rsona l information for 

be havioural adve rtis ing by a  s e a rch e ngine ; da ta  (conte nt, tra ffic , loca tion) 

by te le phone  or inte rne t se rvice  provide rs . Example s  tha t do NOT cons titute  

la rge - s cale  proce s s ing inc lude  -  proce s s ing of patie nt data  by a  s ingle  

phys ic ian; proce s s ing of pe rs onal information re la ting to c riminal convic tions  

and offe nce s  by an individua l lawyer. 

  

Operator  

A na tura l or le gal pe rson, public  authority, age ncy or o the r body which 

proce s s e s  pe rs onal information on be ha lf of the  Re s pons ible  Pa rty. Whe n 

de a ling with an ope ra tor, it is  cons ide re d good prac tice  for a  re s pons ible  

pa rty to  inc lude  an inde mnity c lause . 

  

Personal information  

Informa tion re lating to an ide ntifiable , living, na tural pe rs on, and where  it is  

applicable , an ide ntifiable , e xis ting juris tic  pe rson s uch as  a  company, 

inc luding, but not limite d to . 

Personal Information:  Pe rs onal information is  any information tha t can be  

us e d to  re vea l a  pe rson' s  ide ntity.   

 

• race , ge nde r, se x, pre gnancy, marita l s ta tus , national or e thnic orig in, 

colour, s e xua l orie nta tion, age , phys ica l or me nta l he alth, d isability, 

re ligion, cons c ie nce , be lie f, culture , language  and birth of a  pe rs on; 

• information re la ting to the  e ducation or the  me dica l, financ ial, c riminal or 

e mployme nt his tory of the  pe rson; 

• any ide ntifying numbe r, s ymbol, e ma il addre s s , phys ical addre s s , 

te le phone  numbe r, loca tion information, online  ide ntifie r or othe r 

pa rticula r a s s ignme nt to the  pe rson; 

• the  biome tric  information of the  pe rs on; 
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• the  pe rs onal opinions , vie ws  or pre fe re nce s  of the  pe rson; 

• corre s ponde nce  s e nt by the  pe rson tha t is  implic itly or e xplic itly of a  

private  or confide ntial na ture  or furthe r corre s ponde nce  tha t would 

re ve al the  conte nts  of the  orig ina l corre s ponde nce ; 

• the  views  or opinions  of anothe r individual about the  pe rson; 

• the  name  of the  pe rson if it appe a rs  with othe r pe rsonal information 

re lating to the  pe rs on or if the  dis clos ure  of the  name  its e lf would reve al 

information about the  pe rs on. 

  

Personal information 

impact assessment  

A s ys te matic  proce s s  for eva lua ting the  pote ntia l impac t of information 

proce s s ing ris ks  that a re  like ly to affe c t the  privacy rights  of individua ls . 

  

Policies  
Cle ar and meas urable  s ta teme nts  of pre fe rre d dire ction and be haviour to 

condition the  de cis ions  made  within an organis a tion 

  

Policy  
Cle ar and meas urable  s ta teme nts  of pre fe rre d dire ction and be haviour to 

condition the  de cis ions  made  within an organis a tion 

  

Private Body  
A na tura l pe rson or partne rs hip  who carrie s  or has  carrie d  on any trade , 

bus ine s s  or profe s s ion but only in this  capac ity.  

  

Process  
A se t of inte rre la te d or inte rac ting ac tivitie s  tha t transforms  inputs  into 

outputs  

  

Processing  

Any ope ra tion or s e t of ope ra tions  which is  pe rforme d on pe rsonal 

information or on se ts  of pe rsona l information, whe the r or not by automate d 

me ans , s uch as ; 

colle c tion, re cording, organis a tion, colla ting, s torage , adapta tion or a lte ra tion, 

re trie val, cons ulta tion, us e , dis c los ure  by trans mis s ion, dis s e mina tion or 

o the rwis e  making ava ilable , a lignme nt or combination, re s tric tion, e ra s ure  or 

de s truc tion 

  

Profiling  

Any form of automate d proce s s ing of pe rsona l information cons is ting of the  

us e  of pe rsonal information to e valua te  ce rta in pe rsonal a s pe c ts  re la ting to a  

na tural pe rson, in particula r to  ana lyse  or pre dic t a s pe c ts  conce rning tha t 

na tural pe rson' s  pe rformance  a t work, e conomic s itua tion, he alth, pe rsonal 

pre fe re nce s , inte re s ts , re liability, be haviour, loca tion or move me nts  
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Public Body  
Any de partme nt of s tate , adminis tra tion in the  Nationa l or Provinc ial s phe re  

of gove rnme nt or any Municipa lity in the  local s phe re  of gove rnme nt.  

  

Record  

Me ans  any re corde d information, re gardle s s  of its  me dium or form, including: 

• Writing on any mate ria l; 

• Information produce d, re corde d or s tore d by me ans  of any tape -

re corde r, compute r e quipme nt, whe the r hardware  or s oftware  or both, or 

o the r device , and any ma te ria l s ubs e que ntly de rive d from information so 

produce d, re corde d or s tore d; 

• Labe l, marking or othe r writing that ide ntifie s  or de s c ribe s  anything of 

which it forms  pa rt, or to  which it is  a ttache d by any me ans ; 

• Book, map, plan, graph or drawing; 

• Photograph, film, ne gative , tape  or o the r device  in which one  or more  

vis ua l image s  a re  e mbodie d so  a s  to be  capable , with or without the  aid 

of s ome  othe r e quipme nt, of be ing re produced. 

  

Regular and systematic 

monitoring  

Example s  include  -  ope rating a  te le communica tions  ne twork; providing 

te le communications  se rvice s ; email re ta rge ting; profiling and s coring for 

purpos e s  of ris k a s s e s s me nt (e .g . c re dit s coring, fraud pre ve ntion or 

de te c tion); loca tion tracking (for e xample , by mobile  apps ); loya lty programs; 

be havioural adve rtis ing; fitne s s  and he alth data  via  we arable  de vice s ; CCTV; 

conne c te d de vice s . 

  

Responsible Party  

The  re s pons ible  pa rty is  the  e ntity that nee ds  the  pe rs ona l information for a  

pa rticula r re as on and de te rmine s  the  purpose  of and me ans  for proce s s ing 

the  pe rs onal informa tion. In this  cas e , the  organisa tion is  the  re s pons ible  

pa rty. 

  

Restriction  

To withhold from c ircula tion, use  or publication any pe rs ona l information tha t 

forms  pa rt of a  filing s ys te m, but not to de le te  or de s troy s uch information -  

for e xample  -  tempora rily moving the  da ta  to anothe r proce s s ing s ys te m, 

making the  da ta  unavailable  to us e rs , or te mpora rily re moving publis he d data  

from a we bs ite . 
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Risk  

A threa t of damage , injury, liability, los s , or any othe r ne ga tive  occurre nce  

tha t is  caus e d by e xte rnal or inte rna l vulne rabilitie s , and tha t may be  avoide d 

or mitigate d through pre -e mptive  ac tion. 

  

Security compromise  

A s e curity compromis e  means  a  se curity compromis e  of s e curity tha t le ads  

to  the  acc ide nta l or unlawful de s truc tion, los s , a lte ra tion, unauthorise d 

dis c los ure  of, or acce s s  to pe rsona l information trans mitte d , s tore d or 

o the rwis e  proce s s e d. 

  

Special personal 

information  

Pe rsona l information including re lig ious  or philos ophica l be lie fs , race  or 

e thnic orig in, trade  union membe rs hip, politica l pe rs uas ion, c rimina l, he alth 

or se x life  or b iometric  information. 

  

Technical and 

organisational 

measures  

Inte rnal polic ie s  a s  we ll a s  me as ure s  which me e t the  conditions  of privacy, 

inte r a lia  -  minimis ing the  proce s s ing of pe rsona l information; de - ide ntifying 

pe rs onal information a s  s oon as  pos s ible ; trans pa re ncy with re ga rd to the  

func tions  and proce s s ing of pe rs onal information; e nabling the  da ta  s ubje c t 

to  monitor the  data  proce s s ing; us ing Ope rators  who provide  the  appropriate  

gua rantee s ; e ns uring the  appropriate  se curity me as ure s , inc luding 

confide ntia lity; maintaining da ta  qua lity; conduc ting privacy impact 

a s s e s s me nts ; on-going tra ining and aware nes s  of s ta ff. 

  

The Information 

Officer:  

Is  re s pons ible  for e ns uring the  organis ation' s  compliance  with the  POPI Ac t. 

Whe re  no Information Office r is  appointe d, the  he ad of the  organis ation will 

be  re s pons ible  for pe rforming the  Information Office r' s  dutie s  a s  

conte mplate d in s e c tion 1 of the  Promotion of Acce s s  to Information Act or in 

re lation to a  public  body me ans  an information office r or de puty information 

office r a s  conte mplate d in te rms  of s e ctions  1 or 17 of the  Promotion of 

Acce s s  to  Information Ac t 

 

Once  appointe d, the  Information Office r mus t be  re gis te re d with the  South 

African Information Re gulator e s tablis he d unde r POPIA prior to pe rforming 

his  or he r dutie s . De puty Information Office rs  can a lso be  appointe d to a s s is t 

the  Information Office r. 

  

The Regulator  The  Information Re gula tor e s tablis he d in te rms  of s e c tion 39 of POPIA 
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4.  LEGISLATION 

 

Records are held in accordance with the following legislation:  

Agricultura l Produc t Standards  Act 119, 1990 

Agricultura l Re s e a rch Ac t 86 , 1990 

Bas ic  Conditions  of Employme nt Ac t 75, 1997 

Bus ine s s e s  Act 71, 1991 

Companie s  Ac t 71, 2008 

Cons titution of the  Re public  of South Africa , 1996 

Cons ume r Prote c tion Act 68, 2008 

Copyright Ac t 98 , 1978 

Ele ctronic  Communications  Act 36 , 2005 

Ele ctronic  Communications  and Trans ac tions  Ac t 25, 2002 

Employme nt Equity Act 55, 1998 

Financ ial Inte llige nce  Ce ntre  Ac t 38, 2001 

Haza rdous  Subs tance s  Ac t 15, 1973 

Income  Tax Ac t 58 , 1962 

Labour Re lations  Act 66, 1995 

Na tional Cre dit Ac t 34 , 2005 

Na tional Environme nta l Manage me nt Ac t 107, 1998 

Occupa tional Hea lth and Sa fe ty Act 85, 1993 

Pe ns ion Fund Ac t 24 , 1956 

Promotion of Acce s s  to  Information Act 2, 2000  

Prote c tion of Inve s tme nt Ac t 22, 2015 

Prote c tion of Pe rs onal Information Ac t 4 , 2013 

Skills  De ve lopme nt Ac t 9 7, 1998 

South African Re ve nue  Se rvice  Ac t 34 , 1997 

Tax on Re tire me nt Funds  Ac t 38 , 1996 

Une mployme nt Ins urance  Ac t 63 , 2001 

Une mployme nt Ins urance  Contributions  Act 4 , 2002 

Va lue -Adde d Tax Ac t 89 , 1991 

 

It is  pos s ible  that the  above  lis t is  incomple te . If it come s  to anybody’s  a tte ntion the  lis t will be  

upda te d accordingly.  

 

http://www.acts.co.za/businesses_act_1991_act_no_71_of_1991.htm
http://www.acts.co.za/constitution_of_the_republic_of_south_africa_1996.htm
http://www.acts.co.za/electronic_communications_act_2005.htm
http://www.acts.co.za/electronic_communications_and_transactions_act_2002.htm
http://www.acts.co.za/hazardous_substances_act_1973.htm
http://www.acts.co.za/national_credit_act_2005.htm
http://www.acts.co.za/national_environmental_management_act_1998.htm
http://www.acts.co.za/south_african_revenue_service_act_1997.htm
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5.  THE INFORMATION OFFICER FUNCTION  

 

The  Information Office r’s  main role  is  to e ncourage  compliance  with POPIA throughout the  organisa tion 

and c re ate  a  culture  whe re in the  prote ction of privacy is  cons ide re d in a ll le ve ls  of de c is ion making. The 

IO mus t e ns ure  tha t a ll priva te  data  he ld  by the  company is  prote cte d with both phys ica l s e curity 

me as ure s  a s  we ll a s  be s t practice  be haviours . The  IO mus t be  re gis te re d with the  re gulator be fore  taking 

up any dutie s .  

 

The s e  dutie s  a re  inte rde pe nde nt on information re ce ive d from within the  company, e .g ., IT de pa rtme nt, 

Finance  De partme nt, e tc . 

 

Other Responsibilities of an Information Officer:  

 De al with re que s ts  made  to the  organisa tion re lative  to PAIA.  

 Coope ra te  with the  Re gula tor in re la tion to  any inquirie s .  

 Tha t this  Compliance  Manua l is  deve lope d, monitore d, ma intaine d, and made  available .  

 Tha t inte rnal meas ure s  a re  de ve lope d toge the r with ade quate  s ys te ms  to  proce s s  re que s ts  for 

information or acce s s  to information.  

 The  Board of Dire c tors  a re  ke pt upda te d about information prote c tion re s pons ibilitie s  and any cas e 

of s e curity bre ache s .  

 Upda te  any polic ie s  and te rms  to  cons ide r POPIA re gulations .  

 Ens ure  the  s taff’s  aware ne s s  of all POPIA re quire me nts .  

 Re main up to da te  with any important changes  to  le gis lation, and  

 Tha t copie s  of the  manual are  provide d to pe rs ons  at the ir re que s t. Hard copie s  to  be  provided 

upon payme nt of a  fee  (to be  de te rmine d by the  Information Re gulator). 

 

Documentation held by the Information Officer  

 All ris ks , inc ide nts , and thre ats  

 All re s pons e s  to ris ks , inc ide nts , and threa ts  

 De ta ils  of the  breach, i.e ., time , p lace , forma t of data , s ize  of bre ach, re asons , and pos s ible  

cons e que nce s , e tc . 

 An action plan to re me dy the  breach with the  role s  and re s pons ibilitie s  of all partie s  re la ted  to  the  

ma tte r.   

 Forms and writte n proce dure s  for all s te ps  re la te d to the  s tage s  of any known bre ache s .   

 

The  following information is  re corde d and manage d by the  POPI office r. Se le c t which ac tions  will be 

imple me nte d by your Information Office r.  
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 An inve ntory of a ll da ta  s ubje c ts  and the ir pe rs ona l information. 

 Data  s ubje c t conse nts  and ins tructions  

 The  ide ntitie s  of the  da ta  proce s s ors  

 How the  da ta  flows  into  and through the  Company to da te  of de s truc tion 

 How acce s s  control is  addre s s e d 

 The  purpos e  for holding s ubje ct da ta  

 

 

6.  WHAT PERSONAL INFORMATION CAN BE COLLECTED? 

 

According to the  POPI Ac t, a  company is  dee me d to be  a  ge ne ra l trade r that e ngage s  in a ll a s pe c ts  of 

bus ine s s . The  data  s ubje c ts  a re  made  aware  of wha t pe rs onal information is  be ing colle c ted and the  reas on 

for colle c ting it. The  ac t a ls o  applie s  to othe r than a  natural pe rson; it inc lude s  companie s  or o the r le gally 

re cognis e d organis ation. All organisa tions  a re  s e e n a s  da ta  s ubje cts  and a re  a fforde d the  s ame  right of 

protection.   

 

The definition of Personal Information as stated in the POPI Act is:  

“personal information  means information relating to an identifiable, living, natural person, and where it is 
applicable, an identifiable, existing juristic person, including, but not limited to:  

1. information relating to the race, gender, sex, pregnancy, marital status, family details, 
nationality, ethnic or social origin, colour, sexual orientation, age, physical or mental health, well -
being, disability, religion, conscience, belief, culture, langu age and birth of the person;  

2. information relating to the education or the medical, financial, trade union memberships, criminal 
or employment history of the person;  

3. any identifying number, symbol, e -mail address, physical address, telephone number, location 
information, online identifier or other particular assignment to the person;  

4. the biometric information, visual images of individuals captured on CCTV of the person;  

5. the personal opinions, views or preferences of the person;  

6. correspondence sent by the person that is implicitly or explicitly of a private or confidential 

nature or further correspondence that would reveal the contents of the original correspondence;  

7. the views or opinions of another individual about the person; and  

8. the name of the person if it appears with other personal information relating to the person or if 
the disclosure of the name itself would reveal information  about the person;”  

 

6.1. Personal information can be processed in some of the following categories:  

a. Statutory Employee information (Human Resources and Staff Administration)  

b. Clients  
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c . Marke ting and Sa le s  

d . Financ ial and Tax Re cords  

e . Accounting Re cords   

f. Supplie rs /Ve ndors  & Contrac tors   

g . Share holde rs /Affilia te  Companie s  and Subs idia rie s  

h. Statutory Re cords  (MOI, Re gis te r of Dire c tors , e tc .) 

i. We bs ite s , soc ia l me dia, Public  Vie we rs , Contac t Us  

j. Banking Ins titutions  

k. Surve ys , que s tionnaire s  

 

The  company do not colle c t s pe cial information about our s take holde rs , pe rsonne l and c lie nts  s uch as  

re ligion, hea lth, political be lie fs  or s e xua l orienta tion.  

 

 

7.  HOW IS PERSONAL INFORMATION COLLECTED? 

 

Whe n it come s  to the  s toring, acce s s ing and s ha ring of pe rs ona l information, the re  is  a  re s pons ibility to 

prote ct s uch information ins ide  the  organis ation.  

 

POPIA applie s  to  the  proce s s ing of pe rs ona l information of the  “DATA SUBJ ECT” and according to  the 

POPI Act, Se c tion 3 (1)(a ) and Se c tion 3 (1)(b), pe rsona l information e nte re d in a  re cord by or for a  

responsible party by making use of automated or non -automated means , provided that when the record 

of personal information is processed by non -automated means  (e.g. paper and text, photographs, x - rays), 

it forms part of a filing system  or is intended to form part of a filing system and in terms of Section 3 

(1)(b)(i), the responsible party is domiciled in the Republic or in terms of Section 3(1)(b)(ii) the responsible 

party is not domiciled in the Republic, but makes use of automated or non -automated means, unless the 

processing relates only to the forwarding of personal information.  
 

The company information is hosted by external service providers and all the information is stored on the 

cloud. The information may include, but are not limited to Metadata, IP addresses, contact information, 

names, web page access and other data generated through the websites.  

 

The External hosts are used to fulfil a contract with our potential and existing customers and in the interest 

of secure, efficient and fast provision of our online services by a professional service provided. Our host 

will only process data to the extent necessary to fulfil its business obligations and to follow our instructions 

with respect to such data. Personal information will only be disclosed to third parties , if needed in the 

business operations, and not for marketing and credit reporting.  



Rental Connect (Pty) Ltd trading as reOS  
58 Main Street, Newlands, Cape Town, 7700  
+27 (0) 860 435 292  
hello@reOS.co.za  
 

Re nta l Conne c t (Pty) Ltd  trad ing  a s  re OS and  re gis te re d  with the  PPRA 
Re g is tra tion No. 2011/131109 /07 a nd  Dire c tors : Anthony Wa yne  Cla rke  and  Cra ig  David  Buc kle y  

 

 

THE COMPANY COLLECT PERSONAL INFORMATION THROUGH THE FOLLOWING METHODS: 

 

1. From the data subject self:  

a . By contac ting the  company, p lac ing an orde r, or c rea ting an account;  

b . Comple ting online  forms  or re plying to communica tion s e nt from the  company; 

c . J ob Applications ;  

d . Subs c ribing to  company ma iling lis ts  i.e . ne ws le tte rs , marke ting, e tc .;  

e . Emailing the  company; and  

f. Other : cus tome rs  a re  s toring the ir cus tomers’ information within the  reOS s ys te m.  

 

On mos t platforms  of e ngageme nt be twe en the  Data  s ubje c ts  and company, the  da ta  s ubje c ts  will be  

informe d that the  company complie s  with POPIA and PAIA.  

 

Copie s  of any communica tion s e nt to c lie nts  with re ga rds  to  the  POPIA and PAIA acts  will be  he ld by the  

Information Office r.  

 

 

8.   WHERE IS PERSONAL INFORMATION ACCESSED, PROCESSED AND SHARED? 

 

This  s e c tion ide ntifie s  whe re  pe rs ona l information can be  acce s s e d and us e d, re le vant to the  func tions  

pe rforme d by the  company, its  e mploye e s  and its  c lie nts  and othe r third-pa rty s take holde rs .  

 

Dis clos ure  of pe rsonal information e ntails  the  proce s s ing of a  data  s ubje ct’s  information, only for the  sole  

purpos e  for which the  information was  colle cte d in orde r for the  company to be  able  to do its  work.  

 

Proce s s ing can be  de fine d a s  the  colle c tion, re cording, collation, s torage , re trie val and alte ra tion which 

could  inc lude  the  proce s s ing of re corde d ma te rial, e .g. video or photos  take n during an eve nt.  

 

8.1. INTERNAL DOCUMENTATION  

Registers  and documents pertaining to transactions relevant to the data subject’s personal 

information:  

• Annua l Financ ia l State me nts  

• Manage me nt Sta te me nts  

• Cus tome r and Ve ndor Agre e me nts  

• Bank re cords  

• Annua l Company Valuations   
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• Emails   

• Share  Re gis te r and Share  Ce rtifica te s   

• Age ndas  and Minute s  of Board and Share holde r me e tings  and de cis ions  

• Share holde r (independent party ) Agre eme nts  

• Audit re ports  

• As s e t re gis te rs  

• ID’s  and proof of re s ide nce  of all s ha re holde rs  and dire ctors  

• ID’s  and proof of re s ide nce  of all s e nior manage rs  

• Employee  Agre eme nts  / re gis te rs  

• Employme nt Applications  

• Tra ining manuals / ma te rial and othe r manuals  

• Workplace  Skills  Plan 

• Proje c t Re gis te rs  

• Re ntal Agre eme nts  

• Loan Agre eme nts  

• Ple dge  Agre e me nts  

• Invoice s  

• Other : Our cus tomers ’ cus tome r (tenants and landlords ) FICA docume nts  and le ase  

agre e me nts  

 

8.2. HARDWARE OF COMPANY OWNED DEVICES AND USED FOR BUSINESS PURPOSES 

Hardware  us e d, inc lude s  but is  not limite d a s  a t 30 April 2025:  

 

1 Landline  phone s  

3 Company Owne d Ce llphone s  

10 Company owne d note books /laptops  

1 Se rve rs  

0  De s ktops  

 

8.3. SOFTWARE ON COMPANY OWNED DEVICES AND USED FOR BUSINESS PURPOSES 

Software  use d, inc lude s  but is  not limite d a s  a t 30 April 2025:  

 

• Accounting s oftware . 

• CRM (Cus tome r Re lations  Manageme nt) Software . 

• Proje c t Manage me nt Software .  

• Payroll and othe r HR software . 

• Ne twork se curity software . 
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• Antivirus  and Malware  s oftware  on e nd-us e r machine s . 

• Antivirus  and Malware  s oftware  on Ne twork. 

 

 

8.4. THIRD PARTY STAKEHOLDERS – INTERNAL RELATED 

3rd Party access and processing include but are not limited to:  

The  Company ide ntifie d Local and inte rna tiona l third-pa rty s take holde rs  who may have  an inte re s t 

in the  pe rs onal information he ld  by the  Company.  

 

The s e  inc lude  but a re  not limite d to :  

• Auditors  (Inte rnal and/or Exte rnal) 

• Clie nts  of the  Company  

• Company Se c re ta rial Se rvice s  Company 

• Employee s  in Companie s  

• Exte rna l Accountants  

• HR and Payroll Employe e s  

• Inte rnal Company Se c re ta ry (Le gal) 

• Non- e xe cutive  Dire c tors  with compliance  func tions  

• Share holde rs  in Companie s  

• Short Te rm Ins urance  Company 

• Subcontrac tors  to the  company 

• Tax cons ultants  for Company 

• Ve ndors  to  the  Company 

 

8.5. THIRD PARTY INSTITUTIONS – EXTERNAL RELATED 

3 rd Pa rty Ins titutions  involve d with the  company in te rms  of s ubmis s ions  and re gis trations  of 

Dire c tors  and Share holde rs : 

 

• CIPC – Company and Inte lle c tual Prope rty Commis s ion  

• DOH – De partme nt of Labour  

• FIC – Financ ia l Inte llige nce  Ce ntre   

• PASA  – Payme nt As s ociation of South Africa  

• PPRA – Prope rty Practitione rs  Re gulatory Authority  

• SARS –  South African Re ve nue  Se rvice s   

• Se curity Software  Company for ne twork  

• Se curity Software  for Company Endpoints  

• Cus tome r and Ve ndor Agre e me nts   
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• Exte rna l Accountant  

 

Re cords  of pe rs ona l information may be  re taine d for pe riods  in e xce s s  of the  pe riod for which the  

information was  use d for his torical, s ta tis tical or re s ea rch purpos e s  with appropriate  s afeguards  aga ins t 

the  re cords  be ing us e d for any othe r purpos es .  

 

 

9.  CONSENT FROM DATA SUBJECT  

 

The  Prote c tion of Pe rsonal Information Act 4  of 2013  (POPIA) prote c ts  information pe rsona l to individua ls  

and bus ine s s e s  (Da ta  Subje cts ).  

 

The owner of information is the data subject .  

 

All o the r re levant pa rtie s  a re  de e me d to  be  proce s sors  of pe rs onal information. POPIA re quire s  Da ta 

Subje c ts  to ins truc t proce s s ors  on the  obta ining, us e , purpos e  of us e  and de s truction of pe rsonal 

information.  

 

The  data  s ubje ct re ma ins  the  owne r of his /he r pe rsona l information.   

 

The  cla s s ifica tion of colle c tion of information dire c tly from a da ta  s ubje c t or othe r a s  s ta te d in the  POPI Act 

is : 

 

12. (1) Personal information  must be collected directly from the data subject, except as otherwise provided 
for in subsection (2)  

(2) It is not necessary to comply with subsection (1) if -  
a) information is contained in or derived from a public record or has deliberately been made public 

by the data subject;  
b) the data subject or a competent person where the data subject is a child has consented to the 

collection of the information from another source;  

c)  collection of the information from another source would not prejudice a legitimate interest of the 
data subject;  

d) collection of the information from another source is necessary –  
i. to avoid prejudice to the maintenance of the law by any public body, including the 

prevention, detection, investigation, prosecution and punishment of offences;  
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ii. to comply with an obligation imposed by law or to enforce legislation concerning the 
collection of revenue as defined in section 1 of the South African Revenue Service Act, 

1997 (Act No. 34 of 1997);  
iii. for the conduct of proceedings in any court or tribunal that have commenced or are 

reasonably contemplated;  
iv. in the interests of national security;  

v. to maintain the legitimate interests of the responsible  party or of a third party to whom 
the information is supplied;  

e) compliance would prejudice a lawful purpose of the collection; or  
f)  compliance is not reasonably practicable in the circumstances of the particular case.  

      

 

10.  RIGHTS OF THE DATA SUBJECT  

 

A data  s ubje c t has  the  right to have  his /he r pe rs onal information proce s se d in accordance  with the  

conditions  of the  law as  s e t out be low.  

 

a) The right to access personal information  

The  da ta s ubje c t has  the  right to know wha t pe rs onal da ta  is  he ld by the  company and can re que s t 

to acce s s  that da ta . 

 

b)  The right to have personal data corrected or removed.  

The  data s ubje ct may re que s t that information he ld be  corre c te d, update d or remove d. 

 

c)  The right to object to processing of personal information.  

On re as onable  grounds , the  da ta  s ubje c t can obje ct to the  proce s s ing of the ir information. 

 

d)  The right to complain to the Information Regulator.  

If the  da ta  s ubje ct fe e ls  that the re  is  an infringe me nt in conne c tion with POPIA, a  complaint can be  

lodge d with the  Information Re gula tor in re s pe c t of a  de te rmination by an adjudicator. 

 

e) The right to be informed  

Colle c tion of pe rsona l information mus t be  communicate d to  the  da ta  s ubje c t, e s pe cially rega rding 

unlawful acce s s . 

 

Should the  c lie nt’s  cons e nt be  re quire d to  proce s s  the ir pe rsona l information the  c lie nt has  the  right to 

withdraw the ir conse nt. 
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The  POPI Ac t s ta te s  that the  re s pons ible  party (company) mus t se cure  the  inte grity and confide ntia lity of 

pe rs onal information in its  pos se s s ion or unde r its  control by taking appropria te , re asonable  te chnical and 

organisa tional me as ure s  to preve nt unlawful acce s s  and proce s s ing of pe rsona l information.  

 

POPIA applie s  to both ha rd  copie s  and e le c tronic (soft) copie s  of pe rs onal information. The  company must 

e ns ure  tha t the ir e xis ting IT infra s truc ture  complie s  with POPIA re quire me nts  re ga rding the  prote ction of 

pe rs onal information. The  a s s is tance  of the  IT adminis trator/cons ultant will be  re quire d in conne c tion with 

the  s e curity a s pe cts  of the  IT infra s truc ture . Information can be  ke pt phys ica lly in ha rd  copie s  or 

e le c tronica lly format.  

 

Pe rsona l Information, a s  re gula te d by POPIA, may not be  re taine d any longe r than is  ne ces s a ry othe r than 

for the  purpose  for which the  information was  colle cte d or s ubs e que ntly proce s se d, unle s s  re te ntion of the 

re cord is  so  re quire d or authorise d by law; the  re s pons ible  pa rty re asonably re quire s  the  re cord for lawful 

purpos e s  re late d to  its  func tions  or activitie s ; re te ntion of the  re cord is  re quire d by a  contrac t be twe e n the 

pa rtie s  the re to, or the  data  s ubje c t has  cons ente d to the  re te ntion of the  re cord.  

 

Furthe rmore , in te rms  of POPIA, once  Pe rsona l Information re cords  a re  no longe r re quire d, the n s uch 

re cord mus t be  de s troye d or de le te d, a s  s oon as  re asonably and prac tica lly pos s ible , which de s truc tion or 

de le tion mus t be  done  in a  manne r tha t prevents  its  re cons truc tion into an inte lligible  form. 

 

 

11.1. SECURITY SAFEGUARDS WITHIN THE ORGANISATION 

The  company has  the  following s e curity s a feguards  in p lace : 

 

No.  Description  

1. 
All Company offic ials , e mploye e s , ve ndors , and c lie nts  a re  appropria te ly informe d of me as ure s  

take n to  prote c t pe rs ona l information and the  proce s s ing of pe rsona l information.  

2 . 
Only authoris e d pe rsons  have  acce s s  to the  minimum pe rs ona l information a s  re quire d for the 

purpos e .  

3 . 
Digital profile s  and pe rmis s ions  of s ta ff who le ft the  company a re  te rminate d and a ll acce s s  to 

pe rs onal information is  b locke d.   

11. DATA SECURITY SAFEGUARDS AND STORAGE 
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4 . 

The  Company obtaine d the  commitme nt of a ll proce s s ors  of pe rsonal information to  e ns ure  

maximum s e curity and s e c re cy on a ll pe rs ona l information and to pe rsona lly a s s ume  the  

re s pons ibility to e mploy me as ure s  to prote c t pe rs onal information on a ll e le c tronic e quipme nt.   

5 . 

It is  important that the  company’s  de vice s  a re  a lways  ke pt on the  proce s s or’s  pe rs on. Ne ithe r the  

de vice  nor any information on the  de vice  is  eve r give n to third  pa rtie s  who do not hold  the  writte n 

cons e nt of the  da ta  s ubje c t.   

6 . 

Le as t numbe r of s e curity acce s s  code s  a re  kept by le as t numbe r of e mployee s . The  da ta  s pe c ia lis t 

appointe d by the  Company will take  into  account a ll ris k fac tors  and addre s s  s ame  to  the 

s a tis fac tion of the  POPI Ac t.   

7. Bus ine s s  data  will a lways  be  ke pt s e pa rate  from pe rs ona l da ta  – i.e ., pe rs ona l information.  

 

 

11.2. ELECTRONIC SECURITY SAFEGUARDS WITHIN THE ORGANISATION 

No. Description  

1. All individua l or ne twork conne c te d de vice s  are  prote cte d by a  Fire wa ll. 

2 . 

Data  is  prope rly backe d up and e nc rypte d to  s a fe guard da ta  aga ins t third pa rty the ft.  

Data  pe rtains  to  e nd- point data , da ta  in trans it and hos te d or c loud da ta . Whe re  pos s ible , the  

numbe rs  of da ta  s torage s  a re  maximize d.  

3 . Upon e xiting, forme r e mploye e s  a re  re move d as  us e rs  of all e le c tronic s ys te ms  and de vices .  

 

 

11.3. HARD COPY (NON-ELECTRONIC) SAFEGUARDS WITHIN THE ORGANISATION 

Hard copie s  of company s ta tutory docume nts  will be  s tore d according to the  re levant le gis lation 

and company policie s .  

 

The  following apply:  

a . All handle rs  of phys ica l re cords  acknowle dge d that the y a re  re s pons ible  for compliance  

and unde rtake  to  e ns ure  full compliance  with the  POPI Ac t. 

 

 

 

In an e ve nt whe re  pe rs ona l information of a  da ta  s ubje c t is  compromis e d and acce s s e d unlawfully it is  the  

re s pons ible  pa rty’s  (the  company’s ) re s pons ibility to notify the  Information Re gulator a s  we ll a s  the  affe c te d 

pa rtie s  a s  soon as  reas onably pos s ible . The  ac t doe s  howe ve r take  into  account de laye d notifica tions  of 

the  data  s ubje c t if a  public  body re s pons ible  for the  pre ve ntion, de te c tion or inve s tigation of offe nce s  or 

12.  SECURITY BREACHES AND INCIDENT MANAGEMENT 
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the  Re gula tor de te rmine d tha t notification would impe de  on a  c rimina l inve s tigation by the  public  body 

conce rne d.  

 

The  company has  approve d proce dure s  to manage  inc ide nts  tha t may have  an impac t on POPIA and PAIA.  

 

12.1. INCIDENT MANAGEMENT POLICY  

The re  is  an Incident Management Policy  which inc lude s :  

 

No.  Description  

1. 
Role s  and re s pons ibilitie s  a re  known to all re s pons ible  data  proce s s ors  and re ady to be 

imple me nte d whe n inc ide nts  occur. 

  

 

12.2.  SECURITY BREACHES  

Data  bre ach ac tion plans  inc lude  but a re  not limite d to  the  following: 

 

1. All pa rtie s  re la te d to the  inc ide nt will a s s is t one  anothe r to a tte nd to a  bre ach as  s oon as  

pos s ible  with maximum a llowe d force .  

2 . Whe n an inc ide nt occurs , the  inc ide nt, in compliance  with the  POPI Ac t, will not be  dis cus s ed 

with anyone  but the  employe e ’s  d ire ct manage r.  

3 . Manage rs  may only dis cus s  incide nts  with the  Information Office r.  

4 . The  Information Office r may only dis cus s  the  matte r with the  boa rd of d ire c tors , whe re as  

a fte r the  boa rd will dire c t the  CEO.   

5 . Once  a bre ach is  confirme d, the  Information Office r will communicate , a s  pre s c ribe d by the  

POPI Ac t, with the  a ffe c te d data  s ubje c t, to the  Re gulator and to  thos e  who may be  

influe nce d by the  bre ach.  

6 . The  following will be  docume nte d: 

a . All ris ks , inc ide nts , and thre ats .  

b . All re s pons e s  to the  above .  

c . De ta ils  of the  bre ach, i.e ., time , place , format of da ta , s ize  of bre ach, re as ons  and 

pos s ible  cons e que nce s , e tc . 

d . An action plan to re me dy the  breach with the  role s  and re s pons ibilitie s  of all partie s  

re late d to  the  matte r.  

e . The  Company has  forms  and writte n proce dure s  for a ll s te ps  re la te d to the  s tage s  of 

bre ach.  
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12.3.  INFORMATION OFFICER MAINTAINED RECORDS  

The  Information office r will kee p the  following de ta ils :  

 

No.  Description  

1. De ta ils  of the  bre ach, i.e . time , place , forma t of da ta , s ize  of bre ach, re asons  and pos s ible  

cons e que nce s , e tc . 

2 . An ac tion plan to reme dy the  bre ach with the  role s  and re s pons ibilitie s  of all pa rtie s  re late d to  the  

ma tte r.  

 

The  following information is  re corde d and manage d by the  Information office r: 

 

No.  Description  

1. An inve ntory of a ll da ta  s ubje c ts  and the ir pe rs ona l information.  

2 . Data  s ubje c t conse nts  and ins tructions .  

3 . The  ide ntitie s  of the  da ta  proce s s ors .  

4 . How the  da ta  flows  into  and through the  Company to da te  of de s truc tion.  

5 . How acce s s  control is  addre s s e d.  

6 . The  purpos e  for holding s ubje ct da ta .  

 

 

12.4.  DISCIPLINARY ACTION  

The  Company has  ide ntifie d  the  following proce dure s  to  manage  incide nts  that may have  an impact 

on the  POPI Ac t.  

 

Some  of the  imme diate  ac tions  tha t can be  take n s ubs e que nt to  an inve s tiga tion a lso  inc lude  

re fe rra l to law enforcement agencies  whe re  c rimina l cha rge s  can be  made , disciplinary action  or 

the  recovery of funds and assets  in orde r to re s trict any pre judice  or damage s  caus e d.  

 

Once  an inve s tigation has  bee n comple te d on an infringe me nt or complaint, the  company may 

re comme nd any appropria te  adminis tra tive , le ga l and/or dis c iplina ry action to  be  take n aga ins t the  

re levant e mployee  re asonably s us pe c te d of be ing implica te d in any non-compliant activity outline d 

within this  manual.   

 

Any willful mismanage me nt of pe rs onal information or gros s  ne glige nce  will be  cons ide re d a  

s e rious  form of mis conduc t, and the  company may summarily dismiss the employee . Disc iplina ry 
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proce dure s  will be gin whe re  s uffic ie nt evide nce  was  found to  s upport the  gros s  ne glige nce  of 

pe rs onal information by an e mployee .  

 

 

PROCESS TO REQUEST ACCESS TO INFORMATION 

 

 

The Regulator Guide  has  bee n compile d and publis he d by the  INFORMATION REGULATOR to a s s is t 

pe rs ons  in us ing and unde rs tanding PAIA, a s  provide d for in Se c tion 14  of PAIA.  

 

The  purpose  of the  Regulator Guide  is  to  a s s is t people  in making re que s ts  for information unde r PAIA, a 

lis t of type s  of information that can be  re que s te d us ing PAIA and a  s te p-by- s te p guide  on how to  us e  PAIA 

to make  a  re que s t for information.  

 

13 .1. The  Regulator Guide  is  ava ilable  in e ach of the  offic ial language s  and in braille . 

13.2 . The  Regulator Guide  conta ins  the  de s c rip tion of:  

a . the  obje c ts  of PAIA; 

b . the  pos tal and s tre e t addre s s , phone  and fax numbe r and, if available , e le ctronic  ma il 

addre s s  of-  

 the  Information Office r of e ve ry public  body, and 

 e ve ry De puty Information Office r of e ve ry public  and priva te  body de s ignate d in 

te rms  of se c tion 17(1) of PAIA1; 

c . the  manne r and form of a  re que s t for-  

 acce s s  to  a  re cord of a  public  body conte mpla te d in s e c tion 112; and 

 acce s s  to  a  re cord of a  priva te  body contempla te d in s e ction 50 3; 

d . the  a s s is tance  available  from the  IO of a  public  body in te rms  of PAIA; 

e . the  a s s is tance  available  from the  Re gula tor in te rms  of PAIA; 

 
1 Section 17(1) of PAIA- For the purposes of PAIA, each public body must, subject to legislation governing the employment of personnel 
of the public body concerned, designate such number of persons as deputy information officers as are necessary to render the public 
body as accessible as reasonably possible for requesters of its records.  
 
2 Section 11(1) of PAIA- A requester must be given access to a record of a public body if that requester complies with all the procedural 
requirements in PAIA relating to a request for access to that record; and access to that record is not refused in terms of any ground for 
refusal contemplated in Chapter 4 of this Part. 
 
3 Section 50(1) of PAIA- A requester must be given access to any record of a private body if- 

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

 

13.  PROCEDURE FOR REQUESTING ACCESS TO INFORMATION 
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f. a ll reme die s  in law ava ilable  re ga rding an ac t or failure  to ac t in re s pe c t of a  right or  

duty confe rre d or impos e d by PAIA, including the  manne r of lodging-  

 an inte rnal appe al;  

 a  complaint to the  Re gulator; and  

 an applica tion with a  court agains t a  de c is ion by the  information office r of a  public 

body, a  de cis ion on inte rnal appea l or a  de c is ion by the  Re gula tor or a  de c is ion 

of the  he ad of a  priva te  body; 

g . the  provis ions  of s e ctions  14 4  and 515 re quiring a  public  body and private  body, 

re s pe c tive ly, to  compile  a  manua l, and how to  obtain acce s s  to a  manua l; 

h. the  provis ions  of s e c tions  15 6  and 52 7 providing for the  volunta ry dis clos ure  of ca te gorie s  

of re cords  by a  public  body and private  body, re s pe c tive ly; 

i. the  notice s  is s ue d in te rms  of se c tions  22 8  and 54 9  re ga rding fe e s  to  be  paid  in re lation 

to re que s ts  for acce s s ; and 

j. the  re gulations  made  in te rms  of se c tion 92 10. 

 

13 .2 . Me mbe rs  of the  public  can ins pe ct or make  copie s  of the  Regulator Guide  from the  office s  of the 

public  and private  bodie s , inc luding the  office  of the  Re gulator, during normal working hours .  

 

13 .3 . The  Regulator Guide  can a lso be  obta ine d-  

a . upon re que s t to the  Information Office r; 

 
4 Section 14(1) of PAIA- The information officer of a public body must, in at least three official languages, make available a manual 
containing information listed in paragraph 4 above. 
 
5 Section 51(1) of PAIA- The head of a private body must make available a manual containing the description of the information listed 
in paragraph 4 above. 
 
6 Section 15(1) of PAIA- The information officer of a public body, must make available in the prescribed manner a description of the 
categories of records of the public body that are automatically available without a person having to request access 
 
7 Section 52(1) of PAIA- The head of a private body may, on a voluntary basis, make available in the prescribed manner a description 
of the categories of records of the private body that are automatically available without a person having to request access 
 
8 Section 22(1) of PAIA- The information officer of a public body to whom a request for access is made, must by notice require the 
requester to pay the prescribed request fee (if any), before further processing the request. 
 
9 Section 54(1) of PAIA- The head of a private body to whom a request for access is made must by notice require the requester to pay 
the prescribed request fee (if any), before further processing the request. 
 
10 Section 92(1) of PAIA provides that – “The Minister may, by notice in the Gazette, make regulations regarding- 

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

made available in terms of section 15; and 
(e)  any administrative or procedural matter necessary to give effect to the provisions of this Act.” 
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b. from the  we bs ite  of the  Re gulator https ://www. https ://infore gulator.org.za /pa ia -

guide line s /. 

 

A copy of the  PAIA Guide  is  ava ilable  for ins pe c tion a t the  office s  of the  Information Re gula tor. 

Contac t de ta ils  are  a s  follows : 

Addre s s :  27 Stie me ns  Stre e t, Braamfonte in, Gaute ng, South Africa  

Pos t:  Information Re gulator (South Africa), PO Box 31533, Braamfonte in, 2017 

Te le phone :  010  023 5287 

We bs ite :  infore gulator.org.za 

E-mail:  e nquirie s@infore gula tor.org .za 

 

 

It is  important to note  that the  s ucce s s ful comple tion and s ubmis s ion of an acce s s  re ques t form doe s  not 

automatically allow the  re que s te r acce s s  to the  re que s te d re cord.  An application to acces s  to a  re cord is  

s ubje c t to ce rta in limitations  if the  re que s te d re cord falls  within a  ce rtain cate gory a s  s pe c ifie d with Pa rt 3  

and Chapte r 4  of the  Ac t. 

 

Completion of Access Request Form  

 

In orde r to facilita te  a  time ly re s ponse  to re que s ts  for acce s s , a ll re que s te rs  s hould be  aware  of the  

following whe n comple ting the  Acce s s  Re que s t Form: 

 

• The  Acce s s  Re que s t Form mus t be  comple ted (re fe r Anne xure  A). 

• Proof of ide ntity is  re quire d to authe nticate  the  ide ntity of the  re que s te r. The re fore , in addition to 

the  acce s s  form, re que s tors  will be  re quire d to  s upply a  copy of the ir ide ntifica tion docume nt. 

 

• Comple te  the  form in BLOCK LETTERS and ans we r eve ry que s tion. 

• If a  que s tion doe s  not apply s ta te  N/A in re s pons e  to tha t que s tion 

• If the re  is  nothing to  dis c lose  in re ply to  a  pa rticula r que s tion s tate  “nil” in re s pons e  to  that que s tion. 

• If the re  is  ins uffic ie nt s pace  on a  printe d form, additiona l information may be  provided on an 

a ttache d folio 

• Whe n the  us e  of an a ttache d folio is  re quire d, pre ce de  e ach ans we r with the  applicable  title . 

 

14.  PROCEDURE FOR REQUESTING ACCESS TO INFORMATION 
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Submission of the Access Request Form  

 

The  comple te  Acce s s  Re que s t Form toge the r with a  copy of the  ide ntity docume nt mus t be  s ubmitte d  e ithe r 

via  pos t or e -ma il and mus t be  addre s s e d to  the  contac t pe rson as  indicate d above . 

 

This  fee  is  not applicable  to pe rs ona l re que s te rs  re fe rring to any pe rson se e king to acces s  re cords  that 

contain the ir pe rsonal information.  

 

An initia l, re que s t fe e  of R4 0.00 (inc luding VAT) is  payable  on s ubmis s ion. Refe r to Anne xure  A unde r Fee s  

for bre akdown of fe e s .  

 

Payment of Fees  

Payme nt de ta ils  can be  obta ine d from the  contac t pe rs on as  indica te d above . If the  re ques t for acce s s  is  

s ucce s s ful an acce s s  fe e  may be  re quire d for the  s ea rch, re produc tion and/or pre pa ration of the  re cord(s ) 

and will be  calculate d bas e d on the  Pre s c ribed Fe e s . 

 

Proof of payme nt mus t be  s upplie d, and the  acce s s  fe e  mus t be  paid  prior to acce s s  be ing give n to the 

re que s te d re cord.  

 

If a  de pos it has  bee n paid  in re s pe c t of a  re que s t for acce s s  which is  re fus e d, the n the  information office r 

mus t re fund the  de pos it to the  re que s tor. 

 

Notification  

 

The  company has  lee way of 3 0 days  from rece ipt of the  re que s t to  de cide  whe the r to grant or de cline  the  

re que s t and give  notice  with reas ons  to  tha t e ffe ct. 

 

The  30 -day pe riod within which the  company has  to de c ide  whe the r to grant or re fus e  the  re que s t, may 

be  e xte nde d for a  furthe r pe riod of not more  than thirty days , if the  re que s t is  for a  la rge  volume  of 

information and the  information cannot be  re as onably obta ine d within the  orig ina l 30 -day pe riod.  The 

company will notify the  re que s te r in writing should  an e xte ns ion be  ne e de d. 
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Complaints to the Information Regulator  

 

A re que s te r may approach the  Information Regula tor to lodge  a  complaint in accordance  with Se c tion 77(a ) 

of PAIA on a pre s c ribe d form and the  form can be  se nt by e mail to: PAIAComplaints @infore gula tor.org .za 

 

A re que s te r or third pa rty may only s ubmit a  compla int to the  Re gulator a fte r tha t re que s te r or third pa rty 

has  e xhaus te d the  inte rnal appea l proce dure  aga ins t a  de c is ion of the  Information Office r of a  public  body 

or head of private  body. 

 

  

 

The  ma in grounds  for re fusa l of a  re que s t for information a re  se t out be low:  

 

• Manda tory prote ction of the  privacy of a  third  pa rty who is  natura l pe rs on, which would involve  the  

unre as onable  d is c los ure  of pe rs onal informa tion of tha t natural pe rs on. 

• Manda tory prote c tion of the  comme rcial information of a  third pa rty, if the  re cord contains : 

 Trade  s e c re ts  of that pa rty 

 Financ ial, comme rcia l, s c ie ntific  or te chnica l information which dis c los ure  could  like ly 

caus e  ha rm to the  financial or comme rc ia l inte re s ts  of tha t pa rty i 

 Information dis c los e d in confide nce  by a  third  pa rty to  the  company if the  dis clos ure 

could  put tha t third pa rty to a  d isadvantage  in ne gotia tions  or comme rcial compe tition 

• Manda tory prote ction of confide ntia l information of third partie s  if it is  prote c te d in te rms  of any 

agre e me nt 

• Manda tory prote c tion of the  s a fe ty of individua ls  and the  prote c tion of prope rty. 

• Manda tory prote c tion of re cords  which could be  re ga rde d as  privile ge d in le ga l proce e dings . 

• The  Comme rcia l Activitie s  of the  company which may inc lude : 

• Trade  s e c re ts  of the  company 

• Financ ial, comme rc ia l, s cie ntific  or te chnica l information which dis c los ure  could like ly caus e  ha rm to 

the  financ ial or comme rc ia l inte re s ts  of the  company. 

 

 

16.  RECORDS AVAILABLE WITHOUT REQUEST   

 

15.  REFUSAL OF ACCESS TO RECORDS 

mailto:PAIAComplaints@inforegulator.org.za
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In te rms  of the  Ac t, Se c tion 51(1)(d) any re cords  of a  public  nature , like  those  dis c los e d on the  company’s 

we bs ite , marke ting and promotiona l ma te rial, brochure s  and in its  va rious  annual re ports , may be  acce s s e d 

without the  ne e d to s ubmit a  formal applica tion.  

 

Othe r non-confide ntia l re cords , s uch as  s tatutory re cords  maintaine d at CIPC, may als o be  acce s s e d 

without the  ne e d to s ubmit a  formal applica tion. 

 

Othe r docume nta tion tha t is  ava ilable  without a  re que s t inc lude s  this  manual and the  POPI Manua l. 

 

17.  RECORDS ONLY AVAILABLE UPON REQUEST   

 

In te rms  of the  PAIA Ac t, Se c tion 51(1)(d) the  following re cords  he ld  by the  Company can only be  acce s s e d 

upon the  s ubmis s ion of a  forma l application.  

 

This  claus e  s e rve s  a s  a  re fe re nce  but a re  not limite d to the  cate gorie s  of informa tion tha t the  Company 

may hold .  

  

17.1. Personnel Records  

a . Pe rsona l re cords  provide d by pe rs onne l. 

b . Re cords  provide d by a  third  party re lating to  pe rs onne l. 

c . Conditions  of e mployme nt and othe r pe rsonne l- re la te d contrac tual and quas i- le ga l 

re cords . 

d . Inte rnal e valuation re cords  and othe r inte rna l re cords . 

e . Corre s ponde nce  re la ting to pe rsonne l. 

f. Tra ining s che dule s  and ma te ria l. 

g . Any pe rs on who works  for or provide s  s e rvice s  to or on be ha lf of the  company and 

re ce ive s  or is  e ntitle d  to  re ce ive  re mune ration and any othe r pe rs on who as s is ts  in 

ca rrying out or conduc ting the  bus ine s s  of the  company.  

h. This  include s , without limita tion, dire ctors  (e xe cutive  and non-e xe cutive ), a ll pe rmane nt, 

te mpora ry and pa rt- time  s ta ff, a s  we ll a s  contrac t worke rs . 

 

17.2. Customer Related Records  

a . Re cords  provide d by a cus tome r to  a  third party ac ting for or on be ha lf of the  company. 

b . Re cords  provide d by a third  party. 

c . Re cords  ge ne rate d by or within the  company re lating to its  cus tome rs , inc luding 

trans ac tiona l re cords . 
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17.3. Private Body Records  

a . Financ ial re cords , e .g . 

 Accounting Re cords  

 Auditor Re ports  

 De btors  Re cords  

 Cre ditors  Re cords   

b . Ope rational re cords , e .g . 

 Agre e me nts  

 Emails  

 As s e t re gis te rs  

c . Databas e s  

d . Information Te chnology 

e . Marke ting re cords  

 

17.4.  Internal Correspondence  

a . Produc t re cords  

b . Statutory re cords , e .g . 

 Board Re ports  and Minute s  and Re s olutions  

 Me morandum of Incorpora tion and othe r forms  lodge d with CIPC 

 Company re gis te r 

 Share holde rs  re gis te r 

c . Inte rnal Polic ie s  and Proce dure s  

d . Re cords  he ld  by offic ia ls  of the  ins titution -  the s e  re cords  inc lude , but a re  not limite d to , 

the  re cords  which pe rta in to the  company’s  own a ffairs . 

 

17.5. Other Party Records  

a . Pe rsonne l, cus tome r or private  body re cords  which a re  he ld  by anothe r pa rty, a s  oppos e d 

to the  re cords  he ld by the  company its e lf. 

b . Re cords  he ld  by the  company pe rta ining to o the r pa rtie s , inc luding without limitation, 

financ ia l re cords , corre s ponde nce , contractua l re cords , re cords  provide d by the  othe r 

pa rty, and re cords  third pa rtie s  have  provided about the  contrac tors /s upplie rs . 

c . The  company may pos s e s s  re cords  pe rta ining to othe r partie s , including without limitation 

contractors , s upplie rs , s ubs idia ry/holding/s is te r companie s , jo int ve nture  companie s , and 

s e rvice  provide rs . Alte rnative ly, s uch othe r pa rtie s  may pos s e s s  re cords  tha t can be  s aid 

to be long to the  company. 
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As  pe r the  Ac t, the  de s truction or de le tion of a  re cord of pe rs ona l information mus t be  done  in a  manne r 

tha t pre ve nts  its  re cons truction in an inte llig ible  form. 

 

PS:  Note  that the  acce s s ibility of the  re cords  may be  s ubje ct to the  grounds  of re fus al se t out in this  PAIA 

Manua l. 

 

 

 

As  pe r the  Ac t, the  de s truction or de le tion of a  re cord of pe rs ona l information mus t be  done  in a  manne r 

tha t pre ve nts  its  re cons truction in an inte llig ible  form.  

 

The  company is  re s pons ible  for dea ling with the  de s truction of its  docume nts  which mus t be  done  on a 

re gula r bas is . File s  mus t be  che cke d to make  s ure  that the y may be  de s troye d and als o to  as ce rtain if the re 

a re  important origina l docume nts  in the  file . Origina l docume nts  mus t be  re turne d to  the  owne r the re of, 

fa iling which, the y s hould be  re ta ine d by the  Company pe nding s uch re turn.  

 

All s ta tutory re cords  of the  company a re  curre ntly he ld a t 24  Cade  Stre e t, South Cre s t, Albe rton, Gaute ng 

14 49 

 

The  company doe s  not have  an agree me nt with a  3 rd party re garding the  de s truction of docume nts  a t the 

mome nt. 

 

All ma te rial and/or docume ntation a re  de s troye d by the  inte rna l employee s . 

 

18.  DESTRUCTION OF DOCUMENTS 
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(Section 53(1) of the Promotion of Access of Information Act, 2000 (Act No 2 of 2000) [Regulation 10]  

 

Particulars of Private Body  

Requests can be submitted either via post, or e -mail and should be addressed to the relevant contact 

person as indicated below:  

 

Contact person  Craig Buckley  

Postal Address  
58 Main Street Suite 4 Cardiff Cast , Newlands , Cape Town , Western 

Cape 7700  

Physical Address  
58 Main Street Suite 4 Cardiff Cast , Newlands , Cape Town , Western 

Cape 7700  

Phone number  +27 83 957 0875  

E-mail  craig@reos.co.za   

 

Particulars of person requesting access to the record  

(a)  The particulars of the person who requests access to the record must be given below  

(b)  The address and/or fax number in the Republic to which the information is to be sent must 
be given  

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

 

Full Names   

Identity Number   

Physical Address   

Postal Address   

Telephone number   

E-mail address   

 

Capacity in which request is made, when 

made on behalf of another person  
 

 

ANNEXURE A: ACCESS REQUEST FORM 

mailto:craig@reos.co.za
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Particulars of person requesting access to the record (if a legal entity)  
(a)  The particulars of the entity who requests access to the record must be given below  
(b)  The address and/or fax number in the Republic to which the information is to be sent must 

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

 

Name of entity   

Registration number   

Physical Address   

Postal Address   

Telephone number   

E-mail address   

 
Particulars of person on whose behalf request is made  

This  se c tion mus t ONLY be  comple te d if a  reque s t for information is  made  on be half of anothe r 

pe rs on 

 

Full Names   

Identity Number   

 
Particulars of record  

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

(b)  If the provide space is inadequate, please use a separate folio and attach it to this form.  
Please sign additional folios  

Description of record of relevant part of the record  

Reference number (if available):  
 

 

Any further particulars of record:  
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FEES 

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

(b)  The fee payable for access to a record depends on the form in which access is required and 
the reasonable time required to search for and prepare a record.  

(c)  If you qualify for exemption of the payment of any fee, please state the reason for exemption.  
 

Reason for exemption of payment of fees:  
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FORM OF ACCESS TO RECORD 

 

Form in which record is required -  Mark the appropriate box with an X 

NOTES 
(a)  Compliance with your request in the specified form may depend on the form in which the 

record is available  
(b)  Access in the form requested may be refused under certain circumstances.  In such a case 

you will be informed whether access will be granted in another form  
(c)  The fee payable for access to the record, if any, will be determined partly by the form in 

which access is requested.  

 

1. If the  re cord is  in writte n or printe d form: 

Copy of re cord ☐ Ins pe c tion of re cord ☐ 

 

2 . If re cord cons is ts  of vis ual image s : 

Vie w the  image s   ☐  Copy of the  image s  ☐ Trans c ription   ☐ 

     of the  image s  

 

3 . If the  re cord cons is ts  of re corde d information that can be  re produce d in s ound: 

Lis te n to the    ☐ Trans c ription of  ☐ 

s oundtrack   s oundtrack  

 

4 . If the  re cord is  he ld  on compute r or in an e le ctronic  or machine - re adable  form (this  

inc lude s  photographs , s lide s , vide o re cordings , compute r ge ne rate d image s , s ke tche s  

e tc .) 

Printe d copy of  ☐ Printe d copy of  ☐ Copy in compute r  ☐ 

re cord    information de rive d   re adable  form  

    from the  re cord 

 

If you re que s te d a  copy or trans c ription of a  re cord (above) do you wis h the  copy of transc rip tion to 

be  pos te d to  you? Pos tage  is  payable  

   

    

 

Yes No 
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In the event of a disability     

If you are prevented by a disability from reading, viewing or listening to the record in the form of access 
provided for in 1 to 4 above, state your disability and indicate in the form in which the record is required  
     

Disability:   Form in which record is required:  

 

     

  

 

   

     

 

PARTICULARS OF RIGHT TO BE EXERCISED OR PROTECTED 

 

If the space provided is inadequate, please continue on a separate folio and attach it to this form.  The 

requester must sign all folios  

     

1. Indicate the right to be exercised or protected:   

     

2. Explain why the record requested is required for the exercise or protection of the 

aforementioned  

 right:     

     

     

NOTICE OF DECISION REGARDING REQUEST FOR ACCESS 

 

You will be notified in writing whether your request has been approved or denied.  If you wish to be 

informed in another manner, please specify the manner and provide the necessary particulars to enable 

compliance with your request.  

     

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

 

________________________________________________________________________________________ 

 

________________________________________________________________________________________ 

     

Signed at ………………………………….on this .............. day of................................................. 20 .....  
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    SIGNATURE OF REQUESTER/ PERSON ON 

    WHOSE BEHALF REQUEST IS MADE 

 

 

     

 YOU MUST   SEND WITH THIS APPLICATION 

1. Complete all necessary spaces   1. 
The request fee (if not personal 

requester)  

2. Sign the access request form   2. Any additional folios completed  

3. Sign additional folios completed   3. Copy of Identity Document  
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FEES   

     

Prescribed Fees in terms of the (Section 54(7) of the Promotion of Access to Information Act, 2000 

(Act No.2 of 2000) [Fees for record of Private Body]  

  

PLEASE NOTE THAT ALL PRICES LISTED BELOW ARE INCLUSIVE OF VALUE ADDED TAX 

     

(a) For every photocopy of an A4 size page or part thereof  R 2.00  

 

(b)  

 

For every printed copy of an A4 size page or part thereof held on computer 

or in an electronic or machine - readable form  

  

R 

 

1.00 

 

(d)  

 

(i)  For a transcription of visual images, for an A4 size page or part thereof  

 

  

 

Service to 

be 

outsource d  

 (i) For a copy of visual images   

 

(e) 

 

(i) For a transcription of an audio record, for an A4 size page or part 

thereof  

   

R 

 

24.00  

 (ii)  For a copy of audio record (to be provided by requestor   R 40.00  

 

(f)  To search for and prepare the record for disclosure – R50.00 for each hour 

or 

part thereof reasonably required for such search and preparation.  

   

 
(Section 54(2) of the Promotion of Access to Information Act, 2000 (Act No.2 of 2000)  

[Regulation 11(3)] 

  

PLEASE NOTE THAT ALL PRICES LISTED ABOVE ARE INCLUSIVE OF VALUE ADDED TAX 

  

(a)  De pos it payable  if se a rch e xce e ds  s ix hours  a  de pos it of 1/3  of total amount is  payable ; 

and 

(b)  The  ac tua l cos t of pos tage  is  payable  when a  copy of a  re cord mus t be  pos te d to  a  

re que s te r. 

 




