Alpha Konnect

Alpha Konnect (PTY) LTD

MANUAL IN TERMS OF SECTION 51 OF THE
PROMOTION OF ACCESS TO INFORMATION
ACT

konnect@alphakonnect.co.za Floor 3, Newspaper House,
St Georges Mall, +27 64 378 0845




Alpha Konnect

DATE OF COMPILATION: 24/05/2022

DATE OF REVISION: 26/05/2022

TABLE OF CONTENTS

1.

LIST OF ACRONYMS AND ABBREVIATIONS

“CEQO” Chief Executive Officer

“DIO” Deputy Information Officer;

“10* Information Officer;

“Minister” Minister of Justice and Correctional Services;

“PAIA” Promotion of Access to Information Act No. 2 of 2000( as

Amended:;

2.

“POPIA” Protection of Personal Information Act No.4 of 2013;
“Regulator” Information Regulator; and

“Republic” Republic of South Africa

PURPOSE OF PAIA MANUAL

This PAIA Manual is useful for the public to-

check the categories of records held by a body which are available
without a person having to submit a formal PAIA request;

have a sufficient understanding of how to make a request for access
to a record of the body, by providing a description of the subjects on
which the body holds records and the categories of records held on
each subject;

know the description of the records of the body which are available in
accordance with any other legislation;

access all the relevant contact details of the Information Officer and
Deputy Information Officer who will assist the public with the records
they intend to access;
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« know the description of the guide on how to use PAIA, as updated by
the Regulator and how to obtain access to it;

« know if the body will process personal information, the purpose of
processing of personal information and the description of the
categories of data subjects and of the information or categories of
information relating thereto;

« know the description of the categories of data subjects and of the
information or categories of information relating thereto;

« know the recipients or categories of recipients to whom the personal
information may be supplied;

« know if the body has planned to transfer or process personal
information outside the Republic of South Africa and the recipients or
categories of recipients to whom the personal information may be
supplied; and

« know whether the body has appropriate security measures to ensure
the confidentiality, integrity and availability of the personal information
which is to be processed.

3. KEY CONTACT DETAILS FOR ACCESS TO INFORMATION OF THE ALPHA KONNECT PTY LTD

e Chief Information Officer

Name: Logan Govender
Tel: +27 64 378 0845
Email: logan@alphakonnect.co.za

o Deputy Information Officer (NB: if more than one Deputy Information
Officer is designated, please provide the details of every Deputy
Information Officer of the body designated in terms of section 17 (1)
of PAIA.

Name: Natasha Govender

Tel: +27 81 409 4202
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Email: natasha@alphakonnect.co.za
« Access to information general contacts

Email: info@alphakonnect.co.za
« National or Head Office

Postal Address:

Suite 301, Floor 3, Newspaper house,

Saint-George’s mall, Cape town, 8000

Physical Address:

Suite 301, Floor 3, Newspaper house,

Saint-George’s mall, Cape town, 8000

Telephone: 078 330 5337

Email: info@alphakonnect.co.za
Website: alphakonnect.co.za

4. GUIDE ON HOW TO USE PAIA AND HOW TO OBTAIN ACCESS TO THE GUIDE

« 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-
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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 PAIAL and section 56 of
POPIAZL,

the manner and form of a request for-

access to a record of a public body contemplated in section 11El; and

access to a record of a private body contemplated in section 504,

the assistance available from the 10 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 body, a decision on internal appeal or a decision by
the Regulator or a decision of the head of a private body;

the provisions of sections 145! 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 528 providing for the voluntary
disclosure of categories of records by a public body and private body,
respectively;

the notices issued in terms of sections 229 and 5419 regarding fees
to be paid in relation to requests for access; and

the regulations made in terms of section 92111,
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« 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 normal working hours.

o The Guide can also be obtained-

« upon request to the Information Officer;

. from the website of the Regulator
(https://www.justice.gov.zal/inforeg/).

« A copy of the Guide is also available in the following two official
languages, for public inspection during normal office hours-

« English and Afrikaans

5. CATEGORIES OF RECORDS OF THE ALPHA KONNECT PTY
LTD WHICH ARE AVAILABLE WITHOUT A PERSON HAVING TO
REQUEST ACCESS

NB: Please specify the categories of records held by the body which are
available without a person having to request access by completing Form C,
types of the records and how the records can be accessed. These are
mostly records that maybe available on the website and a person may
download or request telephonically or by sending an email or a letter.

Below is an example of the table that can be used.

. Available
Available on upon
Category of Website
Types of the Record
records yp request
X X
6. DESCRIPTION OF THE RECORDS OF ALPHA KONNECT PTY LTD WHICH ARE AVAILABLE IN ACCORDANCE WITH

ANY OTHER LEGISLATION

Page | 6


https://www.justice.gov.za/inforeg/

Alpha Konnect

NB: Please specify all the records which are created and available in
accordance with any of the South African legislation. Below is an example

of the table that can be used in describing the records and applicable
legislation.

Category of Records Applicable Legislation
Memorandum of incorporation Companies Act 71 of 2008
Promotion of Access to Information Act
PAIA Manual 5 of 2000
7. DESCRIPTION OF THE SUBJECTS ON WHICH THE BODY HOLDS RECORDS AND CATEGORIES OF RECORDS HELD

ON EACH SUBJECT BY THE ALPHA KONNECT PTY LTD

NB: Describe the subjects (i.e. Finance, SCM or HR), in respect of which the body holds records and the categories of
records held on each subject. Below is an example of the table that can be used.

Subjects on which the
body holds records

Strategic Documents, Annual Reports, Strategic Plan, Annual
Plans, Proposals Performance Plan.

— HR policies and procedures

Categories of records

Human Resources — Advertised posts

— Employees records

8. PROCESSING OF PERSONAL INFORMATION

« Purpose of Processing Personal Information
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NB: Describe the purpose or reasons for processing personal information in
your organisation.

« Description of the categories of Data Subjects and of the
information or categories of information relating thereto

NB: 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. .

Categories of Personal Information that may be
Data Subjects processed

name, address, registration numbers or
Customers / Clients identity numbers, employment status and
bank details

names, registration number, vat numbers,
address, trade secrets and bank details

Employees address, qualifications, gender and race

Service Providers

« Therecipients or categories of recipients to whom the personal
information may be supplied
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NB: 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.

Recipients or Categories of
Recipients to whom the personal
information may be supplied

Category of personal
information

Identity number and names,
for criminal checks
Qualifications, for qualification
verifications

Credit and payment history,
for credit information

South African Police Services
South African Qualifications Authority

Credit Bureaus

« Planned transborder flows of personal information

NB: Indicate if the body has planned transborder flows of personal
information. For example, some personal 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
implemented by the responsible party to ensure the
confidentiality, integrity and availability of the information

NB: 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.
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9. AVAILABILITY OF THE MANUAL
« A copy of the Manual is available-
« on (alphakonnect.co.za), if any;

« head office of the ALPHA KONNECT PTY LTD for public inspection
during normal business hours;

« to any person upon request and upon the payment of a reasonable
prescribed fee; and

« to the 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.

10. UPDATING OF THE MANUAL

The head of a COMPLIANCE BODY will on a regular basis update this
manual.

Issued by

Logan Govender
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Chief information Officer

[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 56(a) of POPIA- Each public and private body must make
provision, in the manner prescribed in section 17 of the Promotion of
Access to Information Act, with the necessary changes, for the designation
of such a number of persons, if any, as deputy information officers as is
necessary to perform the duties and responsibilities as set out in section
55(1) of POPIA.

[3] 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.

[4] Section 50(1) of PAIA- A requester must be given access to any record
of a private body if-

1. that record is required for the exercise or protection of any rights;

2. that person complies with the procedural requirements in PAIA
relating to a request for access to that record; and

3. access to that record is not refused in terms of any ground for refusal
contemplated in Chapter 4 of this Part.

[5] 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.
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[6] 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.

[7] 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

[8] 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

[9] 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.

[10] 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.

[11] 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
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(e) any administrative or procedural matter necessary to give effect to the
provisions of this Act.”
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JT52

REFUBLIC OF 30UTH AFRICA

FORMC

REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY
[{Section 53(1) of the Promotion of Access to Information Act, 2000 [Act No. 2 of 2000))
[Regulation 10]

A Particulars of private body
The Head:

B. Particulars of person requesting access to the record

(a) The particulars of the person who requests access to the record must be given below.
(&) The address andlor fax number in the Republic to which the information is to be sent must be given.
() Proof of the capacity in which the request is made, if applicable, must be attached.

Full MEmMEs Amid ST BT . e et o e e e et e S et a  t £ s et it i s e
Idenity number. I I N
e I T LT
Telephone number: [ e e e e e e Fax mumber: (......... PR
g T = Ta |

Capacity in which request is made, when made on behalf of another person:

C. Particulars of person on whose behalf request is made

This section must be completed OMLY if a request for information is made on behalf of another persan.

Full REMES SN0 SUITERITIE. oo ecteeon e cme e e s sma oo et e sm s sma s mme s st s sm o s 5 e 8 ms 5 S mt s mm # e st sm e s e

genttynumber: | | [ | | ] | | | [ [ [ ]| |
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FORM C: REQUEST FOR ACCESS TD RECORD OF PRIVATE BODY

D. Particulars of record

(a)
{b)

Provide full particulars of the record to which aceess 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 folic and attach it to this form. The requester
must sign all the addiional folios.

1. Description of record or relevant part of the record:

E. Fees

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

(b} fou will be notified of the amount required to be paid as the request fee.

{c) The fee payable for access to a record depends on the form in which access is required and the reasonable time
required to seanch for and prepare a record.

{d} If you qualify for exemption of the payment of any fee, please state the reason for exemption.

Reason for exemption from payment of fees:
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FORM C: REQUEST FOR ACCESS TDO RECORD OF PRIVATE BODY
F. Form of access to record

If you are prevented by a disability to read, view or listen to the record in the form of access provided for in 1 to 4 below,
state youwr disability and indicate in which form the recomrd is required.

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

NOTES:

{a) Compliance with your request for access in the specified form may depend on the form in which the record is
available.

(b} Access in the form requested may be refused in certain circumstances. In such a case you will be informed if
access will be granted in another fomn_

{z]) The fee payable for access to the record, if any, will be determined partly by the form in which acoess is requested.

1. If the record is in written or printed form:

copy of record" inspection of record
2_ If record consists of visual images -
(this includes photographs, slides, video recordings, computer-generated images, sketches, efe -
view the images copy of the images" transcription of the
images"
3. if record consists of recorded words or information which can be reproduced in sound:
listen to the soundirack tramscription of soundirack”
{audio cassetie) [written or printed document)
4_ If record is held on computer or in an electronic or machine-readable form:
printed copy of record™ printed copy of inform ation copy in computer
derived from the record® readable form®
(stiffy or compact disc)
*If you requested a copy or franscription of a record (above), do you wish the copy or | YES HO
transerpiion to be posted to you?
Postage is payable.

G. Particulars of right to be exercised or protected

If the provided space is inadeguate, please continue on a separate folio and attach it to this form.
The requester must sign all the additional folios.

1. Indicate which right is to be exercised or protected:
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FORM C: REQUEST FOR ACCESS TD RECORD OF PRIVATE BODY

H. Hofice of decision regarding request for access

fou will be notified in writing whether your request has been approved / denied. If you wish to be informed in amother
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?

SIGNATURE OF REQUESTER #
PERSOM OMWHOSE BEHALF REQUEST IS MADE
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14 No. 42110

GOVERMNMENT GAZETTE, 14 DECEMBER 28

FORM 2

REQUEST FOR CORRECTION OR DELETION OF PERSONAL INFORMATION OR
DESTROYING OR DELETION OF RECORD OF PERSOMAL INFORMATICON IN TERMS OF
SECTION 24{1) OF THE PROTECTION OF PERSOMAL INFORMATION ACT, 2013 {ACT NO.

4 OF 2013)

REGULATIONS RELATING TO THE PROTECTION OF PERSONAL INFORMATION, 2018

fa =

[Regulation 3]

Form and zign each page.
3 Complefe a2 iz applicable.

Mark the appropriate box with an "x".

Request for:

authorised to retain the record of information.

Affidaviiz or oiher documendary evidence a= applicable in supporf of the request may be atfached.
If the zpace provided for in thiz Form iz nadequate, submi informafion az an Anmexure fo fhis

Correction or delefion of the personal information about the data subject which is in
possession or under the conirol of the responsible party.

Destroying or deletion of a record of personal information about the data subject which is
in possession or under the control of the responsible party and who is no longer

A

DETAILS OF THE DATA SUBJECT

MHame(s) and sumame [
registered name of data
subject:

Unigue identifien
Identity Mumber:

Residential, postal or
business address:

Code (

Contact number{s)

Fax number/E-mail
| gldress:

DETAILS OF RESPONSIBELE PARTY

MHame(s) and sumame [
registered name of
responsible party:

Resudential, postal or
business address:

Code |

Contact number(s):

This gazsits Is aiso evellahie fnee onine & www.gpwonline.co.z8
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STAATSKOERANT, 14 DESEMBER 2018 Mo 42110 15

Signed &t oo RS e day of oo 20

Signature of data subject/ designated person

Thils geratts |5 ais0 svallabies free onine at Wsw.gpwoniine co.za
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