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MANUAL STATEMENT
= This manual forms part of the manual owner's internal business processes and procedures.
= Any reference to the “organisation” shall be interpreted {0 include the “manual owner”.

The organisation’s govemning body, its employees, volunteers, contractors, suppliers and any other persons acting on behalf of the

organisation are required to familiarise themselves with the manual's requirements and undertake to comply with the stated
processes and procedures.

Risk owners and control owners are responsible for overseeing and maintaining control procedures and activities.
MANUAL ADOPTION

By signing this document, | authorise the manual owner’s approval and adoption of the processes and procedures outlined herein.

Philip de W du Plessis

Keym /en Dux Solutions

fm %’)A&M

10 December 2022




Page 2 of 22

T DEFINITIONS .ottt sese s ere s e s s n e nassas s s b s st et s s b e saa s A s 4 ne o4 e oo redabranrasoeansfotu st bannns basrassaaraebarmsrben 3
1.1 Data SUBJECT. ..ottt 3
12 DUy T O mIa N O IO L e e e 3
1.3 BT ettt 3
14 INFOrMELION OFfICEI. ..ottt 3
1.5 INFOMMEALION REGUIBIOI. ... oottt et 3
1.6 P A A e ettt et e e et 3
1.7 PBISOI ..ottt ettt 3
1.8 Personal INFOTMEHON ..o er e 3
1.9 PErSONAL REGUESTIET ...ttt 3
BT PP e ettt ettt ettt 3
AT PHVEIE DOGY ..ot ettt ettt 4
T2 PTOCESSING ......ciiiii ettt e 4
TA3 PUbBCDOMY .o e et 4
Tl R BOUB ST e e e e et 4
T3 REQUEST fOr BOCEES. .ot e 4
T1E  RECOTU ...ttt ee ettt ettt 4
14T TRIRA PAIY .o ettt 4

2 MANUAL PURPOSE ...t ivasss s st st s s e s s rasses s s e sas s as et b ssas e ses b s ae s e s ans s st saeentsresnasaes 4

3 DUTIES OF THE INFORMATION OFFICER..........cceeeirercerrnnossesnesessssssesmssessssssssssssssssssmssssmmesesssesasnsssssesmsesmesnsses 5

LT & L 10 OO OO 8

5 AVAILABILITY OF THE MANUAL.....cooirire e rtimtsas st esss e ssss s s ssss st sessasss sessessresessssssessasasss sesssensesseasnensereane 8

ANNEXURE A : CONTACT DETAILS & BUSINESS TYPE...cucucooiireeeeerese st sessresesessesssssessesssssssnessessnassessessseesessassens 10

ANNEXURE B : SECTION 10 PAIA GUIDE .....ooiuitcirerereeerecsscsessessssssesssesssmssbsssesssnssnsssessessasssssessenssessasasesseasmsesessanens (i

ANNEXURE C : STATUTORY RECORDS .....oovcccmrres st rnnisiisnsessssrssssssssssssss s sessessssasses sessasss smassss s seasessssssessssasessane 12

ANNEXURE D : AVAILABILTY OF RECORDS ....ocoveseuieiimtisssscsssecsessessessessesesesssessessassssmeesesssesesssassssssessesssssssssssans 13

ANNEXURE E : REQUEST PROCEDURE ...ttt ccerr st sss e sesss e sessess s s e seses st saeesnssensssseeasas seeesessensasasanas 14

ANNEXURE F : PRESCRIBED FEES.....cccccirieeeermrcsnmurressrssssnsstsssesssssesssessesssssssssesssemsessasransesesssssenssessssssessessessssssassosnen 17

ANNEXURE G : PROCESSING OF PERSONAL INFORMATION ...ccietirireteresenresceseesessessessessesasasessssssssssssssessssressesenses 18

ANNEXURE H : DEPUTY INFORMATION OFFICER APPOINTMENT ......oovuieeereineeesessessessasssessesssssemssssesasssessesssssenne 19



Page 3 of 22

DEFINITIONS

1.1 Data Subject

The person to whom personal information relates.
1.2 Deputy Information Officer

The person to whom any power or duty conferred or imposed on an Information Officer by POP! has been delegated.

1.3 Head

in relation to a private body means:

= inthe case of a natural person, that natural person or any person duly authorised by that natural person;

= inthe case of a partnership, any partner of the partnership or any person duly authorised by the parinership;

= in the case of a juristic person:
the chief executive officer or equivalent officer of the juristic person or any person duly authorised by that officer; or
the person who is acting as such or any person duly authorised by such acting person

1.4 Information Officer
The head of a private body.
1.5 Information Regulator

The Regulator established in terms of Section 39 of POPI.

1.6 PAIA

The Promaotion of Access to Information Act 2 of 2000
1.7 Person

A natural person or a juristic person

1.8 Personal information

Information relating to an identifiable, living, natural person, and where it is applicable, an identifiable, existing juristic person,
inctuding, but not limited to: information refating to the race, gender, sex, pregnancy, marital status, national, ethnic or social
origin, colour, sexual orientation, age, physical or mental health, well-being, disability, religion, conscience, belief, culture,
language and birth of the person;

Information relating to the education or the medical, financial, criminal or employment history of the person;

Any identifying number, symbol, e-mail address, physical address, telephone number, iocation information, online identifier
or other particular assignment to the person, the biometric information of the person;

The personal opinions, views or preferences of the person; 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 originat correspondence;
The views or opinions of another individual about the person; and 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.

1.9 Personal Requester

A reguester seeking access to a record containing personal information about the requester

1.10 POPI

The Promotion of Personal Information Act 4 of 2013
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1.11 Private body

= g natural person who carries or has carried on any trade, business or profession, but only in such capacity

= 3 partnership which carries or has carried on any trade, business or profession; or

» any former or existing juristic person, but excludes a public body

1.12 Processing

Any operation or activity or any set of operations, whether ar not by autematic means, concerning personal information, including
the collection, receipt, recording, organisation, collation, storage, updating or modification, retrieval, alteration, consultation or

use, dissemination by means of transmission, distribution or making available in any other form, or merging, linking, as well as
restriction, degradation, erasure or destruction of information.

1.13 Public body

any department of state or administration in the national or provincial sphere of government or any municipality in the local
sphere of government; or

+  in any other functionary or institution when;

exercising a power or performing a duty in terms of the Constitution or a provincial constitution; or
exercising a public power or performing a public function in terms of any legislation

1.14 Requester

In relation to a private body, means any person, including, but not limited to public body or an official thereof, making a request
for access to a record of the crganisation or a person acting on behalf of such person

1.15 Request for access

A request for access to a record of the organisation in terms of section 50 of PAIA.

1.16 Record

Any recorded information regardless of the form or medium, in the possession or under the control of the organisation irrespective
of whether or not it was created by the organisation

1.17 Third Party
In relation to a request for access to a record held by the organisation, means any person other than the requester

2 MANUAL PURPOSE

The Promotion of Access to Information Act, 2000, gives effect to section 32 of the Constitution, which provides that everyone has the

right to access information held by the State or any other person (or private body), when that information is required for the exercise
or protection of any rights.

The purpose of PAIA is to:

foster a culture of transparency and accountability in public and private bodies by giving effect to the right of access to information,
and to

actively promote a society in which the people of South Africa have effective access to information to enable themn to more fully
exercise and protect all of their rights

The organisation recognises everyone's right to access to information and is committed to provide access to the organisation’s records
where the proper procedural requirements as set out by PAIA and POP! have been met.

The organisation’s PAIA manual is compiled in accordance with section 51 of the Act and contains the following provisions:
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Thx_s‘;sect_qgn provides for.the formal appointment of a Deputy Information Officer where so required .

3 DUTIES OF THE INFORMATION OFFICER

The Information Officer and/or the Deputy Information Officer of the organisation are responsible for:
= Publishing and proper communication of the manual i.e. creating manual awareness

= The facilitation of any request for access

= Providing adequate notice and feedback to the reguester

Determining whether to grant a request for access to a complete/full record or only part of a record

Ensuring that access to a record, where so granted, is provided timeously and in the correct format

= Reviewing the manual for accuracy and communicating any amendments

Right of Access

The information Officer and/or Deputy Information Officer may only provide access to any record held by the organisation to a requester
if;

© The record is required for the exercise or protection of any right, and

The requester compilies with the procedural requirements relating to a request for access o that record, and

*  Access to that record is not refused in terms of any of the grounds for refusal listed below
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Grounds for Refusal

The Information Officer and/or Deputy Information Officer must assess whether there are any grounds for refusing a request for
access.

Where any grounds for refusal are found, a request far access will not be granted.
However, despite finding any grounds for refusal, access to the record(s) will be provided where:

= the disclosure of the record would reveal evidence of @ substantial contravention of, or faiture to comply with the law or imminent
and serious public or environmental risk, and

= the public interest in disclosing record, will clearly outweigh the harm contemplated in the provision in question,.
Where there are no grounds for refusal, request for access will be granted.

if a request for access is made with regards to a record containing information that would justify a ground for refusal, every part of the
record which

= does not contain, and

® canreasonably be severed from any part that contains, any such information must, despite any other provision of PAIA, also be
disclosed

The grounds for refusal, or absence thereof, are set out below:

A: Mandatory Protection of privacy of a Third Party who is a Natural Person

' e 5 The record consrsts of format:o thatis already pubizciy avanable L

wen to the orgamsa’aon by the mdrvsdual _whom rt relates and the dlvrdual was :
¥ :nformed by oron beha!f of the organrsatson before ;t rs gwen"' hat the information elongs' toa cles ‘of information’ that would :
E '_or mrght be made avarlabEe to the pubhc = =

:-f'EThe record censssts of informiation thatwas

The record consasts of mforrnat:o_ about an mdwaduai s physrca! or mentai hea!th or Weil bemg,-f

i :' requester and who he: age of 18 or mcapabie of understand;ng the nature of the"" equest and rf gawng access would
"_'be in the lndlwduals best mterest RO e i PO

under '

:.'The record consrsts"of :nformatron' about an IndIVldUal who :s deceased end the requester rs'the : dr\rrdual s next of k:n or makrng _
"the wath the Wi |tten consent of the rndr\nduai s next of km 5_

o fthe rndrv ( ual on: a reco _ prepare by the rndmdual m the ccurse of employmeni

B: Mandatory Protection of Commercial Information of a Third Party
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-_The record consrsts of mformatlon that contanns trade secrets of a thard party

' .'The record consnsts of mformatlon that contasns f nanmaE commercral SCI_ f ic ortech_lcala_ _crma’uon otherthan trade secrets :

h 'of a thlrd party the d|sclosure of which would be I|keEy fo cause harm to the commercral or f nencaal mterests of that thlrd party -:-

sup __ed m conf dence by a thard party the cilsctosure cf whlch could reasonabty be expected

;:;;."Eto put that thlrci party at a dlsadvantage in cntractual or other negottations orito g ':"_: ':_:"_" d par commerc;al _'
';}j'compe’tat:on_ : . = S : SR :
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= The record consusts of mformatlon that contalns trade secrets of the orgamsatlon

LA The record consssts of mformatnon that contains fi nanmaf commerc;al scient lf ic ortechmcal :nformat:on otherthan trade secrets f

I wou!d reveal

: f';jmvestlgatton fo]

4 NOTICE

Where a request for access has been received the Information Officer and/or Deputy Information Officer wil notify the requester of

receipt and the prescribed fee (if any) that is payable prior to processing the request. Please refer to Annexure F for a full breakdown
of fees payable. Personal requesters will not be charged a request fee.

The notice must state;
= The amount of the deposit payable (if any)

That the requester may lodge a complaint with the Information Regulator or an application with a court against the tender or
payment of the request fee, or the tender or payment of a deposit, as the case may be

The procedure (including the pericd) for lodging the complaint with the Information Regulator or the application

Except to the extent that the provisions regarding third party notification may apply, the Information Officer and/or Deputy Information

Officer to whom the request is made, must as soon as reasonably possible, but in any event within 30 days, after the request has
been received in the prescribed format:

= Decide in accordance with PAIA whether to grant the request, and

Notify the requester of the decision and, if the requester stated that he or she wishes to be informed of the decision in any other
manner, inform him or her in that manner, if it is reasonably possible

if the request for access is granted, the notice must state:

* The access fee (if any) to be paid upon access
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» The form in which access will be given, and

= That the requester may lodge a complaint with the Information Regulator or an application with & court against the access fee to
be paid or the form of access granted, and the procedure, including the period allowed, for lodging a complaint with the Information
Regulator or the application

If the request for access is refused, the notice must:
» State adequate reasons for the refusal, including the relevant provision of PAIA that was relied on
= Exclude, from any such reasons, any reference fo the content of the records’ and

= State that the requester may lodge a complaint with the Information Regulator or an application with 2 court against the refusal of
the request, and the procedure (including the period) for lodging a complaint with the Information Regulator or the application

Should all reasonable steps have been taken to find a record requested, and there are reasonable grounds for believing that the
record:

= Isin the organisation’s possession, but cannot be found, or
= Simply does not exist,

the head of the organisation must, by way of affidavit or affirmation, notify the requester that it is not possible to provide access to that
record. The affidavit or affirmation must provide full account of all steps taken 1o find the record in question or to determine whether
the record exists, as the case may be, including all communication with avery person who conducted the search on behalf of the head.

S AVAILABILITY OF THE MANUAL
A copy of the Manual is available-

- head office of the Dux Solutions, 97 Bergriver Boulevard, Paarl, for public inspection during normal business hours;
- toany person upon request and upon the payment of a reasonable prescribed fee; and

- tothe Information Regulator upon request.

A fee for a copy of the Manual, as contemplated in annexure B of the Regulations, shall be payable per each A4-size photocopy made.
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A. Organisation Contact Details
Postal address '.-:-'-'PO Box 1428

Street address 97 Bergriver Boulevard Paarl
Phone number 021 863 6000 S

Ema:i address

-Fax numher

B. Head of Organisation

Emar‘n'é&dféés'-

Phone number 0218636000 i

Fax number

C. Deputy Information Officer

Full names & sumame _ Phlirp de wet du Plessrs

Emarl address '_ ph|Ed@dux co za

-Phone number S ;021 863 6000

.Fax number

D. Business Type

Mm:ng ancf Quarrylng
:Manufactunng
EEectrscaty, _Gas _
Constructlon |
Retazt & Motor Tr'_ de an

Whoiesale Trad _ _,. Comme

H gents & Al!red Serwces
Catering, Accommodatton & Other Trade S

Fmance & Buszness Serwc

Communlty Specral & Personai Sew:ces

Ef other please specrfy

Head signature: - ﬂ N
9 4

Dater 10122022 @/
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Head signature: 37 Z / -,
Date: | 1012/2022 ( /V

The Regulator has, in terms of section 10(1) of PAIA, as amended, updated and made available the revised Guide on how to use

PAIA (“Guide"), in an easily comprehensible form and manner, as may reasonably be required by a person who wishes to exercise
any right contemplated in PAIA and POPIA.

The Guide is available in each of the official languages and in braille.

The aforesaid Guide contains the description of-

- the objects of PAIA and POPIA;

- the postal and street address, phone and fax number and, if available, electronic mail address of-
the Information Officer of every public body, and

every Deputy Information Officer of every public and private body designated in terms of section 17(1) of PAIA and section
56 of POPIA ;

- the manner and form of a request for-
access to a record of a public body contemplated in section 11 ; and
access to a record of a private body contemplated in section 50 ;
- the assistance available from the [0 of a public body in terms of PAIA and POPIA;

- the assistance available from the Regulator in terms of PAIA and POPIA;

all remedies in law available regarding an act or failure to act in respect of a right or duty conferred or imposed by PAIA and
POPIA, including the manner of lodging-

an internal appeal;

a complaint to the Regulator; and

an application with a court against a decision by the information officer of a public bedy, 2 decision on internal appeal or a
decision by the Regulator or a decision of the head of a private body;

the provisions of sections 14 and 51 requiring a public body and private body, respectively, to compile a manual, and how to
obtain access to a manual:

the provisions of sections 15 and 52 providing for the voluntary disclosure of categories of records by a public body and private
body, respectively;

- the notices issued in terms of sections 22 and 54 regarding fees to be paid in relation to requests for access; and
- the regulations made in terms of section 92 .

Members of the public can inspect or make copies of the Guide from the offices of the public and private bodies, including the office
of the Regulator, during normai working hours.

The Guide can also be obtained-
- Upon request to the Information Officer;

- from the website of the Regulator {hitps.fwww.justice . gov. zaiinforegn.

PAIA grants a requester access to records of a private body, if the record is required for the exercise or protection of any rights. Where

a public body lodges a request, the public body must be acting in the public interest.

Reguests in terms of PAIA shall be made in accordance with the prescribed procedures at the rates provided.
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- ',f! —
Head signature: Me—=—r-"

The organisation maintains statutory records and information in terms of the following legisiation:

. Basm Condltlons of Employment Act o

4

. Fmancxal Advasory &

-

. E_ong-term Insurance : ct

. Mecllcal Schemes Act

:E—'man(:tal lntellzgence _Centre Act

'PenSion Funds'Act

EShort-term Insurance Act

Administration of Estates Act_
Arbstration Act i

Audstlng Profess:ons Act

Closed Corporatlons:' 'ct

Coliectrve Investment Schemes Controi Act

Companles Act

Compensatlon of Occupatlonat Injurles & _Dlseases Act

Consumer Protectlon Act .
Copynght Act
Customs and Excnse Act

Electronic Comm nlcatlons and Transact:ons Act S
Empioyment Equ:ty Act_ o

Flnam:iat lnststutlons (Protectron of'Funds) Aci e

Fnendly Sometnes Act
Encome Tax Act
lnsolvency Act :

Labour Relatlons Act :

Natlonal Credlt-Act i
Occupatlonal Health and Safety Act .
Patents Act’ S -

Preventlon of Orga sed Cnme Act

Preventlon and Combattlng of;_:__' orrupt_Actlwtues Act

Promotlon of Equallty and Prevent:o' of Unfalr Dlscrtmlnatlon Act

Skl”S Development Act'
Trademarks A ' i
Unemployment lnsurance Act
Value Added Tax Act
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]
Head sigriature: ; m&’// 3

DR ! |
[ Dater | 10M2/2022 ﬁjy |

The organisation maintains the following categories of records and related subject matter. The status of the record's availability, the
purpose for its processing and the relevant data subject category to who the record relates are set cut below:

& F.ree'iy' Available

e '_"F_reeiy --A\_'/ai__i'ab!ef'-

o  Freely Available

Cl Freely. A\ra‘ﬂable
.. '_f._.-PAEA Request'{
i .- PAIA Request_:
i :.;"_""PAIA Request:
- PAR Reguest
PAIA Reque

Organrsat:on"::'_ L

Or anlsatlon';-.-

Orgamsatlon: : :- :_'
Reguiatory & :

Admsmstratw e

Orgamsailon;'f_ .

: 'Organssatlon:_ i

._'PAIA'R’eqﬁes’t
PAIAR Request
PAEA Request ik

| Employess

_ al Referencmg . :_E'nflpl'é_:&é_és” & ;

'_-.EPA!A Request': lntemaE Referencsng : i Empioyees g

Employess

-.Bankmg Recf rds and Statements
Elec’fromc Bankmg Records '

-Intema Re erencrng'

_nte al Referencmg'

_Performance Records _' R i 'r..'.PAlA Request"_ :
: :.':'Product/Serwce Sales Records Lon PA'A Request;:'.:__;

'ﬁCustom""::l Cilent Database

Entema 'Referencmg "

“Organisation

S 'PA!A Reques
Customerl Chent F:Ies :-:.':PAEA Request':.

Jnterna! Referenctng_' ':-'_-:'_:Organlsatfon L

internal Referencmg'?__ Customers-
PAIA Reques . . .
L '-'EAIA__-_Requg_s
 PAIAReques
 hiknan

Eaternal Referencmg'__' - __Customers:ﬁ_f"

Internai Referencsng'; '_ : o :i: Customers‘ i

Lo Extern 'Commun:cat:ons .Customers'
Financial L :

R:s_ Management ' :__'3Thil’d Party:

jCiie_ﬁf e
Custormer
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Third Party - - Supplier Contracts .~ - PAIARequest " RiskManagement ' . Third Party . -

Date: .1 " 10/12/2022

I
aa: e " ]
Head signature: W= .

v/

To facilitate the processing of your request, kindly complete and submit the form below to the e-mail address of the Deputy Information
Officer indicated in Annexure A.

The Deputy Information Officer will notify the requester that a request for access has been received and that the prescribed fee (if

any) is payable prior to processing the request. Please refer to Annexure F far a full breakdown of fees payable. Personal requesters
will not be charged a request fee.

Once the request has been processed, the Deputy Information Officer will inform you of the outcome of your request and any additional
fees that may fall due.

Please be advised that PAIA provides a number of grounds on which a request for access to information must be refused. These
grounds mainly comprise instances where:

" the privacy and interests of other individuals are protected

" where such records are already otherwise publicly available

= instances where public interest are not served

= the mandatory protection of commercial information of a third party

= the mandatory protection of certain confidential information of a third party

When completing the form below please:

= indicate the identity of the person seeking access to the information

provide sufficient particulars to enable the deputy information officer to identify the information requested
= specify the format in which the information is required
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indicate the contact details of the person requiring the information

indicate the right to be exercised and/or to be protected, and specify the reasons why the information required will enable the
person to protect and/or exercise the right

where the person requesting the information wishes to be informed of the decision of the request in a particular manner, state the
manner and particulars fo be so informed

it the request for information is made on behalf of another person, submit proof that the person submitting the request, has obtained
the necessary authorisation fo do so

A. Particulars of Private Body

Francois Christiaan Jansen

B. Particulars of person requesting access to the record

Fullnames & sumame
Identity number:
Postal address:

Fax number:

Telephone number

D. Particulars of Record

‘Description of record:

Reference number:

Any further particulars:

E. Fees
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“Reason for exempti

F. Form of access to record

Form in which: required:

.1)_:11‘ the recor s in written or pnnted form:

32) Ef record consmts of v;sua! lmages

" _\new the smages ' : '
copy of the wnages

transcnpt:on of the mages

. Particulars of right to be exercised or protected
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Explain why the record requested is required for the exercise or protection of the aforementioned right:-

H. Notice of decision regarding the request for access

Head signature: |

1 10r12/2022

The following applies to requests {(other than personal requests):

A requester is required to pay a preliminary request fee before a request will be processed

If the preparation of the record requested requires more than the prescribed hours (six), an additional deposit shall be paid (of not
more than one third of the access fee which would be payable if the request was granted)

A requestor may lodge an application with a court against the render / payment of the request fee and/or deposit

* Records may be withheld until the fees have been paid
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: _F!ash dFIV&_'(’EO ;be'prov;ded 'by requester)_ g

o _prowded by requesto
i ) the requestor

other electronic transfer . o _ b A expense it

Date: i 10/12/2021 (/P
_ R &

1. Purpose of Processing Personal Information

Describe the purpose or reasons for processing personal information in your organisation.

2. Description of the categories of Data Subjects and of the information or categories of information relating thereto

Specify the categories of data subjects in respect of whom the body processes personal information and the nature or
categories of the personal information being processed.

Below is the template that can be used to set out the categories of data subjects and the description of the nature or categories
of the personal information to be processed. Note that the nature or categories of the personal information is dependent on
the purpose of the body in performing its functions or services.

Customers / Clients

name _address regrstration _umbers o identnty umbers employmemt status and
_ bank detatls ; o : : S : :

Semce Prowders : S f'names regls’sratton number vatnumbers ._address trade secrets and b f k detalls i

Employees

:address quallﬁcatlons gender and race :
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3. The recipients or categories of recipients to whom the personal information may be supplied

Specify the person or category of persons to whom the body may disseminate personal information. Below is an example of

the category of personal information which may be disseminated and the recipient or category of recipients of the personal
information.

Qualaﬁcataons or'qu'a'iiﬁc?ﬁon'_'y'e_._ﬁg?tiqns___ “Soul

--Cred:t and “paymerit hlstory,: for credlt C_r:e:dit_iBu_re'_z'a_ps
mforma’uon o A

4. Planned transborder flows of personal information

Indicate if the body has planned transborder flows of personal information. For example, sorne perscnal information may be

stored in the cloud outside the Republic. Please specify the country in which personal information will be stored and
categories of personal information.

§. General description of Information Security Measures to be impiemented by the responsible party to ensure the
confidentiality, integrity and availability of the information

Specify the nature of the security safeguards to be implemented or under implementation to ensure the confidentiality and
integrity of the personal information under the care of the body. This may, for example, include Data Encryption; Anti-virus
and Anti-malware Solutions.

Y —
Date: {101 2/20/;/2(/1?1//

In terms of the Protection of Personal Information Act the head of a private body is the designated Information Officer for that private

I
'

body. The Information Officer may delegate any power or duty conferred or imposed in terms of POFI to the Deputy Information
Officer.

The organisation has appointed a Deputy Information Officer to facilitate any requests to access records held by the organisation. This
delegation does not prohibit the person who made the delegation from exercising power concerned or performing the duty concerned
himself or herself. The delegation may at any time be withdrawn or amended in writing by the person who made the delegation.

The Deputy Information Officer need not have any specific qualifications but must have a thorough knowledge of the organisation's
functional departments and business processes.

The Deputy information Officer has the authority to approach all staff members of the organisation and to request al records held by
the organisation. Where a manager is of the opinion that access to a record should not be granted to the Deputy Information Officer,
reasons for this decision shail be given to the Information Officer who will make a final decision on the matter.



Page 20 of 22

Together with the Information Officer, the Deputy Information Officer is respensible for:

= Publishing and proper communication of the manual i.e. creating manual awareness

= The facilitation of any request for access

= Providing adequate notice and feedback to the reguester

= Determining whether to grant a request for access to a complete/full record or only part of a record
= Ensuring that access to a record, where so granted, is provided timeously and in the correct format

* Reviewing the manual for accuracy and communicating any amendments

As the Head of the organisatio j/ &’gl/lflof .5 @'\ s h&u&‘f\ N Se hereby appoint

Philip de Wet du Plessis d/fi MM

as the Organisation’s Deputy Information Officer

l._— !3/iLﬁ/ZaZJ

Date

<4 / 3/5?’2 7 29y

Deputy Information Officer Signature Date




