PAIA Manual

AMAZINGBRAINZ NPC
Registration number: 2008/013027/08
(“AzBz / the Company”)

PAIA MANUAL
prepared in terms of Section 51 of The Promotion of Access to Information (Act 2 of 2000) (“the Act")
which aims to facilitate a Request for access to a Record held by a private body that is required for the exercise or
protection of any rights.

(Note: the applicable parts of the Protection of Personal Information Act 4 of 2013 (“POPI Act’)
that commences on the 30 of June 2021 has been included)

1. Introduction
1.1. The Company is in the business of, inter alia, those activities as more fully described on our website

(www.amazingbrainz.org).

1.2. This Manual applies to the Company and a copy of the Manual is available on our website
(www.amazingbrainz.org) or is available by sending a request for a copy to the Information Officer referred

to below.
Company Contact Details
Directors Susara Nortje / Marianne Jeanette Rousseau / Johannes Rudolph Brand /
Monique Brits / Pieter Loubser Buckle
MD / CEO / | Susara Nortje
Head of the
private body:
Postal Postnet Suite 171
Address: Private Bag X3036
Paarl, 7620
Street 7 Pastorie Avenue, Paarl, 7646
Address:
Telephone: (+27) 087 700 8556
Email: info@amazingbrainz.org
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2. The Information Officer - Section 51(1)(b)

2.1.

2.2.

2.3.

The Act prescribes the appointment of an Information Officer for public bodies where such Information
Officer is responsible to, inter alia, assess request for access to information. The head of a private body
fulfils such a function in terms of section 51 of the Act. The Company has opted to appoint an Information
Officer to assess such a request for access to information as well as to oversee its required functions in
terms of the Act.

The Information Officer appointed in terms of the Act also refers to the Information Officer as referred to in
the POPI Act. The Information Officer oversees the functions and responsibilities as required for in terms
of both this Act as well as the duties and responsibilities in terms of section 55 of the POPI Act after
registering with the Information Regulator.

The Information Officer may appoint, where it is deemed necessary, Deputy Information Officers, as
allowed in terms of section 17 of the Act as well as section 56 of the POPI Act. This is in order to render
the Company as accessible as reasonable possible for requesters of its records and to ensure fulfilment of
its obligations and responsibilities as prescribed in terms of section 55 of the POPI Act. All request for
information in terms of this Act must be addressed to the Information Officer.

Contact Details of the Information Officer

Information Officer: Susara Nortje (deputy Information Officers: Sari

Stegmann / Carla van der Merwe)

Physical address: 7 Pastorie Avenue, Paarl, 7646
Telephone Number: (+27) 087 700 8556
E-mail Address: info@amazingbrainz.org

3. Guide of SA Human Rights Commission (“SAHRC”) - Section 51(1)(b)(i)

3.1.

3.2

The Act grants a requester access to records of a private body, if the record is required for the exercise or
protection of any rights. If a public body lodges a request, the public body must be acting in the public
interest. Requests in terms of the Act shall be made in accordance with the prescribed procedures, at the
rates provided.

Requesters are referred to the Guide that has been compiled in terms of Section 10 of the Act by the
SAHRC. It contains information required by a person wishing to exercise any right, contemplated by the
Act. It is available in all of the official languages.

Contact details of the SA Human Rights Commission

Physical Address: PAIA Unit 29 Princess of Wales Terrace Cnr
York and Andrew Streets Parktown

Postal Address: Private Bag 2700, Houghton, 2041

Telephone Number: +27 11 877 3600

E-mail Address PAIA@sahrc.org.za

Website: www.sahrc.org.za
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4. Notice - Section 51(1)(b)(ii)
41. No notice has been published on the categories of records that are automatically available without a person
having to request access in terms of Section 52(2) of the Act. Please ask our Information Officer for details.

5. Description of records available in accordance with other legislation - Section 51(1)(b)(iii)

5.1. Where applicable to its operations, the Company also retains records and documents in terms of legislation
which includes the following: Children's Act 38 of 2005; Companies Act 71 of 2008; Consumer Protection
Act 68 of 2008; Non-Profit Organisation Act 71 of 1997; Income Tax Act 58 of 1962; Copyright Act, 1978;
Value Added Tax Act 89 of 1991; Labour Relations Act 66 of 1995; Basic Conditions of Employment Act
75 of 1997; Employment Equity Act 55 of 1998; Skills Development Act 97 of 1998; Skills Development
Levies Act 9 of 1999; Promotion of Access to Information Act 2 of 2000; Intellectual Property Laws
Amendment Act, No 38 of 1997; South African Revenue Services Act 34 of 1997; Unemployment Insurance
Act 63 of 2001; Unemployment Contributions Act 4 of 2002; Electronic Communications Act, No 36 of 2005;
Electronic Communications and Transactions Act, 2002; Compensation for Occupational Injuries and
Health Diseases Act 130 of 1993; Occupational Health and Safety Act 85 of 1993; Protection of Personal
information Act 4 of 2013; Competition Act 89 of 1998; and Customs and Excise Act 91 of 1964.

5.2. Unless disclosure is prohibited in terms of legislation, regulations, contractual agreement or otherwise,
records that are required to be made available in terms of these acts shall be made available for inspection
by interested parties in terms of the requirements and conditions of the Act; the mentioned legislation and
applicable internal policies and procedures, should such interested parties be entitled to such information.
A request to access must be done in accordance with the prescriptions of the Act.

5.3. Although we have used our reasonable endeavours to supply a list of applicable legislation, it is possible
that this list may be incomplete. Whenever it comes to our attention that existing or new legislation allows
a Requester access on a basis other than as indicated by our Information Officer, we shall update the list

accordingly.
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6. Description of the subjects and categories on which Records are held by the Company — Section 51(1)(b)(iv)

6.1. Note that the accessibility of the records may be subject to the grounds of refusal set out in this PAIA
manual. Amongst other, records deemed confidential on the part of a third party, will necessitate permission
from the third party concerned, in addition to normal requirements, before the Company will consider

access.

The subjects on which the Company holds records and the categories on each subject

in terms of Section 51(1)(b)(iv) of the Act

General information

about the Company

General information about the Company can be accessed via the internet on

www.amazingbrainz.org as well as www.bizportal.gov.za, which is available to all persons who

have access to the internet.

We
following

hold the
subjects
and categories of
records in electronic
or physical format,
which we do not
make automatically
available. You may
request access to
them. These are
records that most

organisations have.

The information is classified and grouped according to the records relating to the following
categories (1) Group Records; (2) Personnel Records; (3) Other Parties' Records

Group records
The types of records the Company keeps on the Company includes:

1. Financial records; Operational records; Company secretarial records; Records pertaining
to intellectual property of the Company; Information technology records; Marketing
records; Databases; Internal correspondence; Product records; Statutory records; Internal
policies and procedures; and Records held by officials of the Company.

Personnel records

Please note these records can only be requested by the person the record pertains to. This

includes:

1. Any personnel records provided to the Company by its personnel; Any records a third party
has provided to the Company about any of its personnel; Conditions of employment and
other personnel-related contractual and quasi-legal records; Internal evaluation records
and other internal records pertaining to personnel; and Correspondence relating to the

personnel.

Other parties' records.
The Company keeps records in respect of other parties including (without limitation):

1. its banks, beneficiaries, third party stakeholders, auditors, legal advisors and consultants,
suppliers, service providers, customers, and general market conditions; In addition, such
other parties may possess records which can be said to belong to the Company. The
following records fall under this category:

1.1. Personnel, customer, or Group records which are held by another party as opposed
to being held by the Company; and

1.2. Records held by the Company pertaining to other parties, including financial records,
correspondence, records relating to beneficiaries, contractual records, records
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provided by the other party, and records third parties have provided about the
contractors or suppliers.

7. How to facilitate a request for access to a Record — Section 51(1)(b)(iv)
71. The requester must:

71.1. comply with all the procedural requirements contained in the Act relating to the request for
access to a record;

7.1.2. complete the prescribed form enclosed herewith see Annexure A, and

7.1.3. submit same as well as payment of a request fee and a deposit (if applicable) to the
Information Officer or the Deputy Information Officer at the postal or physical address or
electronic mail address as noted in paragraph 2 above.

7.2. The Company will:

7.2.1. process the request within 30 (thirty) days, unless the requester has stated special reasons to
the satisfaction of the Information Officer that circumstances dictate that the above time
periods not be complied with; and

7.2.2. notify the requester of its decision in the required form.

7.3. If the request is granted, then a further access fee must be paid for the search, reproduction, preparation
and for any time that has exceeded the prescribed hours to search and prepare the record for disclosure.

8. POPI Act requirements — Section 51(1)(c)
8.1. We are required in terms of the POPI Act to obtain a Data Subject’s consent before processing, storing, or
sharing the personal information so obtained.
8.2. We will only use and process such information for the particular purpose for which it was obtained namely,
in relation to those early childhood development activities as more fully described on our website

(www.amazingbrainz.org) and in our privacy policies.

Insofar as the POPI Act is concerned

Section 51(1)(c)(i) | The purposes for which the Company processes or will process Personal
of the Act Information is in relation to those early childhood development activities as more

fully described on our website (www.amazingbrainz.org) and in our privacy policies.

Section The Company typically requires some or a combination of the following information
51(1)(c)(ii) of the | from a Data Subject (a Data Subject includes the school, the early childhood
Act development centre / owner, their learners / children, staff, teachers and parents or
caregivers of the learners who may be natural or juristic persons or any other
person(s) in respect of whom the Company Processes Personal Information as part
of their use of its services):
- Name, surname, address, cell phone number, name of school, date of birth,
Identity number, copy of ldentity Document, banking details, SARS number,
qualifications, monthly timesheets, monthly payslips, monthly logbooks,
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monthly reports, results of Company assessments (milestones), results of daily
informal observations (milestones); and
- such other relevant contact details as may be required / agreed upon.

Section The recipients or categories of recipients to whom the Personal Information may be
51(1)(c)(iii) of the | supplied are those employees, independent contractors, directors and/or duly
Act appointed service providers of the Company.

Section Personal Information may be transmitted past the borders of South Africa in
51(1)(c)(iv) of the | situations where a third-party stakeholder (such as a donor) may require such
Act information for purposes of executing the underlying transaction of financially
contributing to a particular early childhood development project executed and/or
managed by the Company. Personal Information may be stored in data servers
hosted outside South Africa, which may not have adequate data protection laws.
The Company will endeavour to ensure that a third-party stakeholder / donor or
other service provider in such instance will make all reasonable efforts to secure
the said data and Personal Information.

Section In order to ensure the confidentiality, integrity, and availability of the information,
51(1)(c)(v) of the | which is to be processed, the Company (as the Responsible Party) has

Act implemented or will implement the following security measures:

appointment of Information Officer and Deputy Information Officers;

- finalising of Operator Agreements with clients and suppliers / service providers;

- implementation and publishing of our privacy- and related policies / notices;

- providing appropriate training to our staff, independent contractors and
employees;

- implementation of procedures relevant to data subject requests and security
breaches;

- implementation of recommendations for risks identified during our risk
assessment;

- Implementing IT-security measures applicable and relevant to our business

and industry.

The Company may use alternative measures and adapt to technological security

development, as needed, provided that the objectives are achieved.

9. Prescribed Fees
9.1. The prescribed fees payable for each requests (other than personal requests) are recorded in Annexure B
hereby attached.
9.2. The complete fee structure is also available on the website of the SAHRC at www.sahrc.org.za.

9.3. The Information Officer of the Company:
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9.3.1. must, during office hours and upon request, make available for public inspection a copy of this
PAIA Manual (and may not charge a fee for such a public inspection); and

9.3.2. may, in respect of a copy of the manual or part thereof made available in a manner other than
that contemplated in 9.3.1, charge the fee prescribed in Item 1 of Part Il of Annexure B and

the actual postage if a copy of the manual must be posted.
Availability and Updating of the PAIA Manual

This PAIA Manual is made available in terms of Regulation Number R.187 of 15 February 2002. The Company will
update this PAIA Manual at such intervals as may be deemed necessary. This PAIA Manual is available to view at its

premises and on its website.
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FORM 2
REQUEST FOR ACCESS TO RECORD

[Regulation 7]

NOTE:

1. Proof of identity must be attached by the requester.

2. If requests made on behalf of another person, proof of such authorisation, must be attached to this
form.

TO: The Information Officer

(Address)

E-mail address:

Fax number:

Mark with an "X"

|:| Request is made in my own name |:| Request is made on behalf of another person.

PERSONAL INFORMATION

Full Names

Identity Number

Capacity in  which
request is made
(when made on behalf
of another person)

Postal Address

Street Address

E-mail Address

Tel. (B): Facsimile:

Contact Numbers
Cellular:

Full names of person
on whose behalf
request is made (if
applicable):

Identity Number

Postal Address
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Street Address

E-mail Address

Contact Numbers Tel. (B) Facsimile

Cellular

PARTICULARS OF RECORD REQUESTED

Provide full particulars of the record to which access is requested, including the reference number if
that is known to you, to enable the record to be located. (If the provided space is inadequate, please
continue on a separate page and attach it to this form. All additional pages must be signed.)

Description of record
or relevant part of the
record:

Reference number, if
available

Any further particulars
of record

TYPE OF RECORD
(Mark the applicable box with an "X")

Record is in written or printed form

Record comprises virtual images (this includes photographs, slides, video recordings,
computer-generated images, sketches, etc)

Record consists of recorded words or information which can be reproduced in sound

Record is held on a computer or in an electronic, or machine-readable form
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FORM OF ACCESS
(Mark the applicable box with an "X")

Printed copy of record (including copies of any virtual images, transcriptions and information
held on computer or in an electronic or machine-readable form)

Written or printed transcription of virtual images (this includes photographs, slides, video
recordings, computer-generated images, sketches, etc)

Transcription of soundtrack (written or printed document)

Copy of record on flash drive (including virtual images and soundtracks)

Copy of record on compact disc drive(including virtual images and soundtracks)

Copy of record saved on cloud storage server

MANNER OF ACCESS
(Mark the applicable box with an "X")

Personal inspection of record at registered address of public/private body (including listening
to recorded words, information which can be reproduced in sound, or information held on
computer or in an electronic or machine-readable form)

Postal services to postal address

Postal services to street address

Courier service to street address

Facsimile of information in written or printed format (including transcriptions)

E-mail of information (including soundtracks if possible)

Cloud sharef/file transfer

Preferred language
(Note that if the record is not available in the language you prefer, access may be granted in
the language in which the record is available)

PARTICULARS OF RIGHT TO BE EXERCISED OR PROTECTED

If the provided space is inadequate, please continue on a separate page and attach it to this Form. The
requester must sign all the additional pages.

Indicate which right is to
be exercised or

protected

Page 3 of 4




Explain why the record
requested is required for

the exercise or
protection of the

aforementioned right:

FEES
a) A request fee must be paid before the request will be considered.
b) You will be notified of the amount of the access fee to be paid.
c) 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.
d) If you qualify for exemption of the payment of any fee, please state the reason for exemption

Reason

You will be notified in writing whether your request has been approved or denied and if approved the
costs relating to your request, if any. Please indicate your preferred manner of correspondence:

Postal address Facsimile Sl commun Ication
(Please specify)
Signed at this day of 20

Signature of Requester / person on whose behalf request is made

FOR OFFICIAL USE

Reference number:

Request received by:

(State Rank, Name And
Surname of Information Officer)
Date received:

Access fees:

Deposit (if any):

Signature of Information Officer
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Annexure B — Fees
GENERAL: VALUE-ADDED TAX
Public and private bodies registered under the Value-Added Tax Act, 1991 (Act No. 89 of 1991), as vendors may add value-

added tax to all fees prescribed in this Annexure.

PART |
FEES IN RESPECT OF GUIDE
1. The fee for a copy of the guide as contemplated in regulations 2 (3) (b) and 3 (4) (c) is R0,60 for every photocopy of an
A4-size page or part thereof.

PART Il
FEES IN RESPECT OF PUBLIC BODIES
1. The fee for a copy of the manual as contemplated in regulation 5 (c) is R0,60 for every photocopy of an A4-size page or
part thereof.
2. The fees for reproduction referred to in regulation 7(1) are as follows:

Description Rand

a) For every photocopy of an A4-size page or part thereof RO0,60

b) For every printed copy of an A4-size page or part thereof held on a computer or in electronic | R0,40
or machine-readable form

c) Foracopy in a computer-readable form on:

- stiffy disc R5,00

- compact disc R40,00
d) For a transcription of visual images, for an A4-size page or part thereof R22,00
- For a copy of visual images R60,00
e) For a transcription of an audio record, for an A4-size page or part thereof R12,00
- For a copy of an audio record R17,00

3. The request fee payable by every requester, other than a personal requester, referred to in regulation 7(2) is R35,00.
4. The access fees payable by a requester referred to in regulation 7(3) are as follows:

Description Rand

a) For every photocopy of an A4-size page or part thereof R0,60

b) For every printed copy of an A4-size page or part thereof held on a computer or in electronic or | R0,40
machine-readable form

c) Foracopy in a computer-readable form on:

- stiffy disc R5,00
- compact disc R40,00
d) For a transcription of visual images, for an A4-size page or part thereof R22,00
- For a copy of visual images R60,00
e) For a transcription of an audio record, for an A4-size page or part thereof R12,00
- For a copy of an audio record R17,00
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f) To search for and prepare the record for disclosure, R15,00 for each hour or part of an hour,
excluding the first hour, reasonably required for such search and preparation.

For purposes of section 22(2) of the Act, the following applies:

a) Six hours as the hours to be exceeded before a deposit is payable; and

b) one third of the access fee is payable as a deposit by the requester.

The actual postage is payable when a copy of a record must be posted to a requester.

PART Ill
FEES IN RESPECT OF PRIVATE BODIES

1. The fee for a copy of the manual as contemplated in regulation 9(2)(c) is R1,10 for every photocopy of an A4-size page

or part thereof.
2. The fees for reproduction referred to in regulation 11 (1) are as follows:

Description Rand
a) For every photocopy of an A4-size page or part thereof R1,10
b) For every printed copy of an A4-size page or part thereof held on a computer or in electronic or | R0,75

machine-readable form

c) Foracopy in a computer-readable form on:

- stiffy disc R7,50
- compact disc R70,00
d) For a transcription of visual images, for an A4-size page or part thereof R40,00
- For a copy of visual images R60,00
e) For a transcription of an audio record, for an A4-size page or part thereof R20,00
- For a copy of an audio record R30,00

3. The request fee payable by a requester, other than a personal requester, referred to in regulation 11(2) is R50,00.

4. The access fees payable by a requester referred to in regulation 11(3) are as follows:

Description Rand
a) For every photocopy of an A4-size page or part thereof R1,10
b) For every printed copy of an A4-size page or part thereof held on a computer or in electronic or | R0,75

machine-readable form

c) Foracopy in a computer-readable form on:
- stiffy disc R7,50
- compact disc R70,00
d) For a transcription of visual images, for an A4-size page or part thereof R40,00
- For a copy of visual images R60,00
e) For a transcription of an audio record, for an A4-size page or part thereof R20,00
- For a copy of an audio record R30,00

To search for and prepare the record for disclosure, R30,00 for each hour or part of an hour, excluding the

first hour, reasonably required for such search and preparation.

For purposes of section 54(2) of the Act, the following applies:
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a) Six hours as the hours to be exceeded before a deposit is payable; and

b) one third of the access fee is payable as a deposit by the requester.

The actual postage is payable when a copy of a record must be posted to a requester.

Date of compilation: 17 November 2022
Date of revision: 17 November 2022



