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PART A- GENERAL  
 

1 DEFINITIONS 
 

Terms and words which are not defined in this Manual shall bear the meanings ascribed 

to such terms in the SA Information Legislation. The following words and expressions 

shall bear the meanings assigned to them below and cognate words and expressions 

bear corresponding meanings - 

 

1.1 "Constitution" - the Constitution of the Republic of South Africa, 1996;  

 

1.2 "Data Subject" - as defined in POPIA; 

 

1.3 "Employee" - a current or former employee (temporary or permanent and 

irrespective of contract type), partner, worker, intern, consultant, individual / 

independent contractor, and / or director; 

 

1.4 "External Parties" - service providers, customers, requesters in terms of PAIA, 

Data Subjects enacting their rights in terms of POPIA, other complainants and 

enquirers, job applicants, premises visitors and information technology ("IT") users, 

excluding Employees;  

 

1.5 "External Privacy Notice" - the privacy notice provided to External Parties in terms 

of which they are notified of the processing of their Personal Information; 

 

1.6 "Guide" - the guide initially published by the South African Human Rights 

Commission and updated by the Regulator in terms of section 10 of PAIA; 

 

1.7 "Honeycomb", "we", "us" or "our" - Honeycomb BEE Ratings Proprietary Limited, 

a private company with limited liability incorporated in accordance with the laws of 

South Africa, with registration number (2005/0177/37/07); 

 

1.8 "Internal Privacy Notice" - the privacy notice provided to Employees in terms of 

which they are notified of the processing of their Personal Information and the terms 

thereof;  
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1.9 "Information Officer" - Honeycomb's information officer whose details appear at 

8.1;  

 

1.10 "Manual" - this manual, prepared in accordance with section 51 of PAIA, as updated 

or amended from time to time;  

 

1.11 "PAIA" - the Promotion of Access to Information Act No 2 of 2000 and its 

regulations, as amended from time to time; 

 

1.12 "person" or "entity" - includes any natural or juristic person, association, business, 

close corporation, company, concern, enterprise, firm, partnership, joint venture, 

trust, undertaking, voluntary association, body corporate, and any similar entity, in 

any jurisdiction; 

 

1.13 "Personal Information" - any information relating to a natural or juristic person 

which identifies or can be used to identify such person, excluding completely 

anonymous information; 

 

1.14 "POPIA" - the Protection of Personal Information Act No 4 of 2013 and its 

regulations, as amended from time to time;  

 

1.15 "process" - any operation or activity or any set of operations concerning Personal 

Information as defined in POPIA and including the collection, storage and 

distribution of Personal Information, and "processing" and "processed" should be 

construed accordingly;  

 

1.16 "SA Information Legislation" - collectively, POPIA and PAIA;  

 

1.17 "South Africa" - the Republic of South Africa; 

 

1.18 "Regulator" - the Information Regulator established in terms of POPIA; 

 

1.19 "Security Compromise" - where an unauthorised person accesses or acquires 

your Personal Information; and  
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1.20 "you" – includes a Requester or Data Subject, as the context may indicate, and 

"your" should be construed accordingly. 

 

2 STRUCTURE OF THIS MANUAL  
 

2.1 Part A deals with general matters.  

 

2.2 Part B deals with records.  

 

2.3 Part C deals with POPIA and Personal Information.  

 

2.4 Part D deals with access to records in terms of PAIA.    

 
 
3 INTRODUCTION 

 

3.1 The Constitution of the Republic of South Africa, 1996, ("the Constitution") 
entrenches the fundamental right to information, by providing a statutory right of 

access, on request, to any record held by the state and private bodies.  

 

3.2 This manual is published pursuant to section 51 of the Promotion of Access to 

Information Act 2 of 2000 ("PAIA") which was promulgated in order to nurture an 

ethos which promotes transparency, accountability and effective governance of all 

private and public bodies. PAIA gives effect to section 32 of the Constitution which 

provides for the right of access to information in a manner that affords persons a 

means/platform to obtain the records of private and public bodies as promptly and 

as efficiently as reasonably possible to endorse, including but not limited to, 

mechanisms and procedures that empower and educate all persons. 

 

3.3 PAIA establishes the following statutory rights of requesters to any record of a 

private body if –  

 

3.3.1 that record is required for the exercise or protection of any of his or her rights; 

 

3.3.2 that requester complies with all the procedural requirements; and  

 

3.3.3 access is not refused in terms of any ground referred to in PAIA. 
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3.4 PAIA requires organisations to compile a manual as a guide to requesters of 

information. The Manual also serves to indicate the types of records held by 

Honeycomb and the availability of such records from Honeycomb.  

 

3.5 In addition, this manual explains how to access, or object to, or request correction 

or deletion of, personal information held by Honeycomb, in terms of sections 23, 24 

and 25 of the Protection of Personal Information Act 4 of 2013 (“POPIA”), and the 

Regulations Relating to the Protection of Personal Information, 2017 (“POPIA 
Regulations”). 

 

3.6 Honeycomb, as a responsible party as defined in section 1 of POPIA, is empowered 

in terms of the provisions of PAIA to provide access to information to a requester, 

while having the responsibility of ensuring that the fundamental conditions relating 

to the lawful processing of information in terms of POPIA, in relation to both juristic 

and natural persons, are adhered to.  

 

3.7 Honeycomb can process information to meet its duties in terms of PAIA, and as 

provided for in terms of section 11 of POPIA.  

 

3.8 This manual is not exhaustive of, nor does it comprehensively deal with, every 

procedure provided for in PAIA. Requestors are advised to familiarise themselves 

with the provisions of PAIA and POPIA before making any requests to Honeycomb 

in terms of these Acts. However, in terms of section 19 of PAIA, and Regulations 2 

and 3 of the POPIA, Honeycomb will provide such assistance as is required in 

completing the necessary forms, by parties applying for access to information or 

personal information. 

 

3.9 Honeycomb makes no representation and gives no undertaking or warranty that the 

information in this manual or any information provided by it to a requestor is 

complete or accurate, or that such information is fit for any purpose. All users of any 

such information use such information entirely at their own risk, and Honeycomb 

will not be liable for any loss, expense, liability or claims, howsoever arising, 

resulting from the use of this manual or of any information provided by Honeycomb 

or from any error therein. 
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4 AVAILABILITY OF THE HONEYCOMB MANUAL AND ENTRY POINT FOR ACCESS 
 

4.1 This Manual is available in electronic and hard copy in English. The hard copy is 

available at the address indicated at paragraph 8.1. The electronic version of this 

Manual is available on our website at the following hyperlink: https://honeycomb-

bee.co.za/ 

 

4.2 Honeycomb endorses the spirit of PAIA and believes that this Manual will assist 

requesters in exercising their rights. 

 

4.3 In summary, the manual provides information on the –  

 

4.3.1 contact details of the Information Officer;  

 

4.3.2 structure and functions of Honeycomb;  

 

4.3.3 subjects and categories of records that are held by Honeycomb;  

 

4.3.4 procedure that needs to be followed;  

 

4.3.5 criteria that has to be met by a requester to request access to a record; and  

 

4.3.6 the processing activities of Honeycomb in terms of POPIA. 

 

5 UPDATING OF THIS MANUAL 
 

5.1 This Manual will be reviewed when necessary, but at least once per year.1 The 

Manual will be updated from time to time.  

 

5.2 We will upload an updated version of this Manual on our website. It is your 

responsibility to ensure that you are familiar with this Manual and that you check 

the website to make sure that you are referring to the latest version. 
 

5.3 The last date of update and version number is indicated on the cover page.  

 
1  PAIA, section 51(2).  

https://honeycomb-bee.co.za/
https://honeycomb-bee.co.za/
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6 WHO MAY REQUEST INFORMATION?  
 

6.1 PAIA provides that a requester is only entitled to access a record if the record is 

required for the exercise or protection of a right. Only requests for access to a 

record, where the requester has satisfied the Information Officer that the record is 

required to exercise or protect a right, and that those requests are made in 

accordance with both PAIA and where applicable POPIA, will be considered.  

 

6.2 A requester may act in different capacities in making a request for a record. This 

will influence the amount to be charged when a request has been lodged. 

 

6.3 Requesters may fall into one of the following categories –  

 

6.3.1 a personal requester who requests confirmation on whether or not 

Honeycomb holds personal information about him/herself; 

 

6.3.2 a personal requester who requests a record about him/herself, or requests to 

have a record relating to him/herself corrected or deleted;  

 

6.3.3 an agent requester who requests a record on behalf of someone else;  

 

6.3.4 a third party requester who requests a record about someone else; and  

 

6.3.5 a public body, who may request a record if –  

 

6.3.5.1 it fulfils the requirements of procedural compliance;  

 

6.3.5.2 the record is required for the exercise or protection of a right; and   

 

6.3.5.3 no grounds for refusal exist in PAIA. 
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7 OVERVIEW OF HONEYCOMB  
 

7.1 Scope 

 

This manual has been prepared in respect of Honeycomb, a private company with 

limited liability, duly incorporated in South Africa and will serve to provide reference 

regarding the records held by Honeycomb at its principal place of business and 

operations. 

 

7.2 Honeycomb Company Profile  

 

Honeycomb’s operations are at Benoni, Gauteng, South Africa, and it offers BEE 

certification and ratings services on behalf of its clients. Honeycomb has been 

SANAS accredited since 2007. 
 

8 INFORMATION OFFICER, DEPUTY INFORMATION OFFICER AND CONTACT 
DETAILS OF HONEYCOMB 

 

8.1 The board of Honeycomb has delegated its powers to an Information Officer as set 

out below, and as required in terms of PAIA and POPIA. The Information Officer 

shall handle all requests on Honeycomb's behalf and ensure that the requirements 

of PAIA are administered in a fair, objective and unbiased manner. 

 

The Information Officer:  Chantal Mitchell 
Principal Place of Business  27, 14th Avenue  

Northmead,  
Benoni,  
Johannesburg 

Postal Address: 27, 14th Avenue  
Northmead,  
Benoni,  
Johannesburg 

Tel: 011 880 1630 
Fax: 086 520 5064 
e-mail:   chantal@honeycomb-bee.co.za  

 

mailto:hlogi@sebiloresources.co.za
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The Deputy Information Officer:  Liesel Stroberg  
Principal Place of Business  27, 14th Avenue  

Northmead,  
Benoni,  
Johannesburg 

Postal Address: 27, 14th Avenue  
Northmead,  
Benoni,  
Johannesburg 

Tel: 011 880 1630 
Fax: 086 520 5064 
e-mail:   liesel@honeycomb-bee.co.za  

 

8.2 Should you wish to enact any right in terms of SA Information Legislation, or 

otherwise have any other records or information processing related query, please 

contact our Information Officer. 

 
9 GUIDE BY THE REGULATOR AND THE REGULATOR'S DETAILS2  
 

9.1 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 

 

9.2 You can access the Guide at https://www.justice.gov.za/inforeg/ or by request to 

the Information Officer. 

 

9.3 A copy of the Guide is also available in the following two official languages, for 

public inspection during normal office hours - English and Afrikaans. 

 

9.4 The Information Regulators contact details are as follows -  

 

Physical address: Woodmead North Park, 54 Maxwell Drive, Woodmead, 

Johannesburg, 2191 

 
2  PAIA, section 51(1)(b)(i). 

mailto:hlogi@sebiloresources.co.za
https://www.justice.gov.za/inforeg/
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Email address:   enquiries@inforegulator.org.za 

Website:    www.inforegulator.org.za 

Toll Free:    +27 80 001 7160  

mailto:enquiries@inforegulator.org.za
http://www.inforegulator.org.za/
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PART B - RECORDS  
 
10 AUTOMATICALLY AVAILABLE RECORDS3  
 

10.1 The following records are automatically available on our website and it is therefore 

not necessary to apply for access thereto in terms of PAIA: 

 

Subject  Description of Record Where to get it? 
1 Risk and compliance • SANAS certificate of 

accreditation; 

• Impartiality Policy 

• Complaints procedure 

• Privacy policy  

• Manual  

• Website or for 

inspection at 

our offices 

 

10.2 Honeycomb has exercise its discretion not to publish any section 52 notice.  

 

10.3 Where you are our Employee, your records can be requested through the 

appropriate human resources channels. Please feel free to contact our Information 

Officer if you require guidance in this regard. 

 

11 RECORDS AVAILABLE IN ACCORDANCE WITH OTHER LEGISLATION4  
 

Records are kept in accordance with legislation as is applicable to Honeycomb, which 

may include (but is not limited to) the following legislation:  

 
No  Category of Records Legislation  

1  Employment records • Basic Conditions of Employment Act No 75 

of 1997 

• Employment Equity Act No 55 of 1998 
("EEA") 

• Skills Development Levies Act No 9 of 1999 

• Skills Development Act No 97 of 1998 

• Labour Relations Act No 66 of 1995 

 
3  PAIA, section 51(1)(ii). 
4  PAIA, section 51(1)(b)(iii). 
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No  Category of Records Legislation  

• Unemployment Insurance Act No 63 of 2002 

• Unemployment Insurance Contributions Act 
No 4 of 2002  

2  Employee benefits records Pension Funds Act No 24 of 1956  

3  B-BBEE records Broad-Based Black Economic Empowerment 

Act No 53 of 2003 

4  Company records Companies Act No 61 of 1973 

5  Compliance records • Financial Intelligence Centre Act No 38 

of 2001 
6  Records relating to intellectual 

property 
• Trade Marks Act No 194 of 1993 

• Intellectual Property Laws 

Amendments Act No 38 of 1997 

7  Tax records • Income Tax Act No 58 of 1962 

• Tax Administration Act No 28 of 2011 

• Value-Added Tax Act No 89 of 1991  

8  PAIA compliance records PAIA 

9  Privacy policy, other policies, 
requests and compliance 
records 

POPIA  

10  Various Such other legislation as may from time to time 

be applicable. 

 

12 DESCRIPTION OF THE TYPES OF RECORDS / SUBJECTS OF INFORMATION 
WHICH WE HOLD5 

 

The following table contains a description of the types of records / subjects of information 

which Honeycomb holds, and the categories of records held on each subject:  

 

1  COMPANY SECRETARIAL RECORDS 

 Company Records • Company incorporation documents 

• Memorandum of Incorporation 

• Directors' names, addresses, identity numbers 

and financial information as required for 
statutory records 

 
5  PAIA, section 51(1)(b)(iv). 
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• Agendas and minutes of Board of Directors 
and Management meetings 

• Records relating to appointment of directors, 

auditor, public officer and/or other officers 

• Annual financial statements 

• Share register and other statutory registers 

• Statutory returns to relevant authorities 

• Other statutory records 

2  PROCUREMENT 

2.1  Third parties • Customer and Service Provider contracts 

• Customer and Service Provider data 

2.2  
Preferential Procurement 

• Records and reporting to Honeycomb, 

including in relation to B-BBEE and 

Employment Equity Plan 

3  LEGAL 

3.1  General • General legal matters 

• Contracts 

• Correspondence 

• Trademarks 

3.2  
Risk and compliance 

• Policies and procedures 

• Audit records 

3.3  Knowledge • Publications 

3.4  
Insurance 

• Details of insurance coverages, limits and 

insurers 

• Insurance policies 

4  HUMAN RESOURCES AND LABOUR RELATIONS 

4.1  Labour relations records • Personnel documents and records (including 
employment contracts, medical aid, pension 

fund, disciplinary, salary and leave records) 

4.2  Income tax • Pay-as-you-earn (PAYE) records  

• Documents issued to Employees for income 
tax purposes  

• Records of payments made to South African 
Revenue Services on behalf of Employees 

• Unemployment Insurance Fund 

5  FINANCE 

 Finance • Accounting records 

• Annual budget 
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• Bank statements 

• Invoices 

• Asset register 

• VAT records 

6  OFFICE LOGISTICS 

 Facilities management • Security records 

• Building records 

7  OTHER 

 Marketing and 
Communication 

• Marketing brochures 

• Marketing strategies  
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PART C – PERSONAL INFORMATION  
 

13 INTRODUCTION 
 

13.1 PAIA requires that this Manual describes the processing of Personal Information 

that we do.6 

 

13.2 We process Personal Information in compliance with POPIA and the eight 

conditions for lawful processing contained therein. 

 

13.3 A fuller description of how we process Personal Information is contained in our - 

 

13.3.1 Internal Privacy Notice, in relation to Employees; and  

 

13.3.2 External Privacy Notice, in relation to external Data Subjects. 

 

13.4 This Manual should be read with the Internal Privacy Notice and External Privacy 

Notice, whichever is applicable.  

 
14 THE PURPOSE OF THE PROCESSING THAT WE DO7 
 

14.1 Honeycomb we process Personal Information for the following purposes -  

 

14.1.1 to validate your identity; 

 

14.1.2 to deal with requests you send us and respond to your queries; 

 

14.1.3 to maintain your account; 

 

14.1.4 to comply with our legal and regulatory obligations, for example, transaction 

reporting under rules imposed by a finance regulatory authority; 

 

14.1.5 to offer services to clients; and 

 
6  PAIA, section 51(1)(c). 

7  PAIA, section 51(1)(c)(i). 
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14.1.6 to manage our business in an efficient and proper manner, including the 

management of our financial position, our resources, the risks to which we are 

exposed and the way in which we arrange our internal operations. More 

specifically, this includes for - 

 

14.1.6.1 purposes related to our human resources function; 

 

14.1.6.2 the drafting of agreements with third parties; 

 

14.1.6.3 company secretarial administration; an 

 

14.1.6.4 the preparation of financial statements. 

 

14.2 Where we process your Personal Information, we do so in accordance with POPIA. 

The most common legal bases we rely on are: 

 

14.2.1 Consent - you have told us you are happy for us to process your personal 

information for a specific purpose. 

 

14.2.2 Legitimate Interests - the processing is necessary for us to conduct our 

business, but not where our interests are overridden by your interests or rights. 

 

14.2.3 Performance of a contract - we must process your personal information in 

order to comply with our obligations. 

 

14.2.4 Although less common, there may be circumstances when other legal bases 

are appropriate: 

 

14.2.4.1 Data Subject legitimate interest - the processing of your personal 

information is necessary to protect you or in your legitimate interest. 

 

14.2.4.2 Legal obligation - we are required to process your personal information 

by law. 
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15 CATEGORIES OF DATA SUBJECTS AND TYPES OF PERSONAL INFORMATION8 
 

15.1 We process Personal Information relating to a variety of Data Subjects and types 

of Personal Information as follows: 

 
Data Subject Types of Personal Information processed 

Employees  • Full names  

• Identity and / or passport number  

• Contact details: phone number(s), email address, physical 
address and postal address ("Contact Information")  

• Banking details, payments made, and other financial information  

• Employment contract  

• Curriculum vitae, references, and their contact details 

• Biographic information like marital status, birth date, nationality, 
next of kin, work permit  

• Employee benefits, including pension and medical aid and 
dependents  

• Tax number and other tax information  

• Special Personal Information including information relating to - 
(1) health or sex life;  
(2) race and / or ethnicity;  
(3) criminal behaviour, relating to the alleged commission of an 

offence or proceedings  

• Leave records, including sick leave  

• Performance reports  

• IT related information, like passwords, search history, emails, 
logins, access points etc.  

• Disciplinary records and complaints including any CCMA records  

Service 
providers and 
customers 
 

• Entity or person's full name and identifying number (registration 
or ID number) ("Identifying Information")  

• Contact Information; 

• Representatives' names, their Contact Information and any 

recorded correspondence with them; 

• Banking details, payments made, invoices, and receipts; 

 
8  PAIA, section 51(1)(c)(ii).  



20 
 

Data Subject Types of Personal Information processed 

• Tax number, tax paid, value added ("VAT") charged, tax 
clearance, and any exchange control information; 

• Products and services purchased, received and returned; 
delivery site/s; and all related records; 

• B-BBEE certificate, score and related information; 
• Legal and compliance documents and records, like - 

(1) agreements including any service level agreement, non-
disclosure agreement, data processing agreement, operator 
/ processor agreement, financing agreement, terms and 
conditions; 

(2) compliance records including any documents relating to 
compliance with applicable laws; and 

(3) dispute and complaints records.  

• Correspondence, including with Representatives, legal 
representatives, auditors, accountants and / or other professional 
advisors  

Data Subjects 
enacting their 
rights in terms of 
POPIA 

 

• Identifying Information 

• Contact Information  

• Correspondence  

Website users  • IP address 
• Geographical location 
• Browser type and version 
• Length of visit 
• Page views  
• Website navigation paths 

Premises 
visitors and IT 
users  

• Physical and electronic access records  

• records of internet and email usage in accordance with policies 
relating to internet and IT  



21 
 

 

16 DISCLOSURE OF PERSONAL INFORMATION9  
 

16.1 Where we share your Personal Information, we will take all reasonable and 

practicable measures to ensure that the third party who we have shared your 

Personal Information with will treat it with the same level of confidentiality and 

security as is required by us and that the information will be used solely for the 

purpose for which it was disclosed for. Where necessary, we have agreements in 

place with third parties ensuring this. We cannot, however, guarantee the security 

of any information which we share with a third party. 

 

16.2 Where we wish to share your Personal Information for marketing purposes, we will 

ask for your consent before we do so.  

 

16.3 We will also share your Personal Information in the following circumstances: 

 

16.3.1 Where we need to do so to comply with our legal or regulatory obligations 

(which may include sharing information with regulators, auditors, government 

bodies or law enforcement agencies). 

 

16.3.2 Where necessary, to protect or defend our legal rights or the legal rights of 

another company or person. 

 

16.3.3 If our business, or any part of it, is transferred or sold, we will transfer your 

Personal Information to the company taking over our role, which could include 

a purchaser or the provider replacing us.  

 

16.4 We will never sell your information to anybody for unsolicited marketing. 

 

 
9  PAIA, section 51(1)(c)(iii).  
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17 TRANSFER OF PERSONAL INFORMATION OUTSIDE OF SOUTH AFRICA10 
 

17.1 Should we ever send your Personal Information to another country, we will always 

ensure adequate measures are in place to safeguard it and to ensure you can 

exercise your rights effectively.  

 

17.2 If you would like more information about transfers to other countries and the ways 

in which we protect your Personal Information, please contact our Information 

Officer. 

 

18 GENERAL DESCRIPTION OF INFORMATION SECURITY MEASURES11  
 

18.1 We use reasonable and appropriate technical and organisational measures to 

ensure that Personal Information is kept secure and is protected against 

unauthorised or unlawful processing, accidental loss, destruction or damage, and 

unauthorised alteration, disclosure or access. We contractually require that service 

providers who handle your Personal Information for us do the same.  

 

18.2 We have policies in place to ensure that your Personal Information is kept secure. 

We support by the following security measures, amongst others, -  

 

18.2.1 physical access controls in respect of physically stored Personal Information; 

 

18.2.2 information technology access controls and defences; and 

 

18.2.3 internal training and policies on data protection matters. 

 

18.3 We implement security measures appropriate to the nature of the processing and 

regularly review these measures to ensure they remain appropriate. 

 
10  PAIA, section 51(1)(iv).  

11  PAIA, section 51(1)(v).  
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19 SECURITY COMPROMISE  
 

19.1 Should Honeycomb experience a Security Compromise, we will ensure that all 

reasonable steps are taken to prevent any further loss of data and to secure the 

data as soon as possible. The Regulator will be informed of the data breach, as 

required by POPIA and all further notifications required by POPIA will be complied 

with.  

 

19.2 The Security Compromise will be investigated, and the Information Officer will 

supervise the response to the breach. Once the Security Compromise has been 

contained and the investigation concluded, Honeycomb will compile a report on the 

cause of the Security Compromise and the actions to be taken to prevent a future 

data breach from occurring again which could include, amongst others, amending 

Honeycomb's policies and procedures.  

 

20 EXERCISE OF A RIGHT IN TERMS OF POPIA  
 

If you are our Data Subject, you have the rights afforded to you in POPIA. You may 

exercise the rights described below in the manner so described.  

 

20.1 Objection12  
 

Where you wish to object to the processing of their Personal Information, you must 

complete the prescribed form attached to this Manual as Form 2 in Annexure A.  

 

20.2 Correction / Deletion13 
 

Where you wish to request that we delete or correct your Personal Information, you 

must complete the prescribed form attached to this Manual as Form 2 in 

Annexure A.  

 

 
12  POPIA, section 11(3)(a).  

13  POPIA, section 24.  
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20.3 Access14  
 

20.3.1 You have the right to request that we confirm, free of charge, whether we hold 

Personal Information about you. You may request from us the record or a 

description of the Personal Information which we hold, including information 

about the identity of all third parties, or categories of third parties, who have, 

or have had, access to the information. 

 

20.3.2 Where you are required to pay a fee for access in terms of POPIA, we will 

provide you with a written estimate and may require that you pay a deposit. 

 

20.3.3 A request for access to Personal Information may be subject to refusal in terms 

of PAIA. 
  

 
14  POPIA, section 23. 
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PART D - ACCESS TO RECORDS  
 
21 PAIA - HOW TO REQUEST ACCESS TO A RECORD 
 

21.1 To request a record in terms of PAIA, you (a "Requester") must complete the 

prescribed form attached to this Manual as Annexure A (the "Request"). This 

Request must be sent to the Information Officer at the addresses provided at 8.1. 

 

21.2 You must in the Request - 

 

21.2.1 provide sufficient detail to enable the Information Officer to identify the 

record(s) requested and the Requestor;  

 

21.2.2 indicate which form of access is required; 

 

21.2.3 identify the right that they are seeking to exercise or protect;  

 

21.2.4 provide an explanation of why the requested record is required for the exercise 

or protection of that right; and  

 

21.2.5 if the Request is made on behalf of another person, the Requestor must submit 

proof of the capacity in which the Requestor is making the Request, to the 

reasonable satisfaction of the Information Officer. 

 

21.3 PAIA makes provision for certain grounds upon which a request for access to 

information must be refused. On this basis, the Information Officer will make a 

decision whether or not to grant a Request.  

 
22 PAYMENT OF FEES 
 

22.1 PAIA provides for two types of fees for Requesters requesting a record -   

 

22.1.1 a request fee, which will be a standard non-refundable administration fee, 

payable prior to the Request being considered (collectively, "the Request 
Fee"); and 
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22.1.2 an access fee, payable when access to the record is granted, which must be 

calculated by taking into account reproduction costs, search and preparation 

time and cost, as well as postal costs (collectively, "the Access Fee").  

 

22.2 Once a Request has been made by you, the Information Officer will give you notice 

to pay the Request Fee, which must be paid before your Request can be further 

processed.  

 

22.3 If the preparation of a record being requested will require more than six hours, we 

will request you to pay one third of the Access Fee as a deposit.  

 

22.4 We may withhold a record until you have paid the fees as indicated in 22.1. 

 
23 APPLICABLE TIME PERIODS  
 

23.1 We will by notice inform you within 30 days after receipt of a Request of its decision 

whether or not to grant the Request. 

 

23.2 The 30-day period may be extended by a further period of not more than 30 days 

for one of the reasons indicated in PAIA, including where the Request is for a large 

number of records or requires a search through a large number of records.  

 
24 OUTCOME OF THE REQUEST (GRANTING OR REFUSING) 
 

24.1 If your Request has been granted, you must pay the Access Fee. 

 

24.2 If your Request is refused, the notice referred to in 23.1 will state adequate reasons 

for the refusal, including the provisions of PAIA relied upon; and that you may lodge 

a complaint to the Regulator or an application with a Court against the refusal of the 

request. 

 

25 GROUNDS FOR REFUSAL OF ACCESS TO RECORDS  
 

25.1 A Request may be refused on one or more of the following grounds –  

 

25.1.1 protection of privacy to a third party who is a natural person; 
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25.1.2 protection of the commercial information of a third party; 

 

25.1.3 protection of certain confidential information of a third party; 

 

25.1.4 protection of the safety of individuals and the protection of property; 

 

25.1.5 protection of records privileged from production and legal proceedings; 

 

25.1.6 our commercial information; and/or 

 

25.1.7 the protection of our or a third party's research information. 

 

25.2 Despite any grounds for refusal of access to records provided for in PAIA, a 

Request must be granted if the disclosure of the record would reveal evidence of 

substantial contravention of or failure to comply with the law or imminent and 

serious public safety or environment risk, and the public interest in the disclosure 

of the record clearly outweighs the harm contemplated.15 

 

26 REMEDIES FOR REFUSAL  
 

26.1 If a deposit has been paid in respect of a Request which is refused, the Information 

Officer or his/her duly authorised representative shall repay the deposit to the 

Requester. 

 

26.2 Should the Requester be dissatisfied with the Information Officer’s decision to 

refuse access, that person may within 30 days after notification of the refusal lodge 

a complaint with the Regulator or apply to a Court for the appropriate relief. 

 

 

 
15  PAIA, section 70.  
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ANNEXURE A –  REQUEST FOR ACCESS 

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   

Contact Numbers 
Tel. (B):   Facsimile:   

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 share/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 

 



ABS/CD 
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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 Electronic communication  
(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 – OBJECTION AND CORRECTION OR DELETION FORMS 

 
FORM 1 

OBJECTION TO THE PROCESSING OF PERSONAL INFORMATION IN TERMS OF  
SECTION 11(3) OF THE PROTECTION OF PERSONAL INFORMATION ACT, 2013 

(ACT NO. 4 OF 2013) 

REGULATIONS RELATING TO THE PROTECTION OF PERSONAL INFORMATION, 2017 
[Regulation 2(1)] 

Note: 
1. Affidavits or other documentary evidence in support of the objection must be attached. 

2. If the space provided for in this Form is inadequate, submit information as an Annexure to this Form and sign 
each page. 

Reference Number……………… 
 

A DETAILS OF DATA SUBJECT 
Name and surname 
of Data Subject: 
 

 

Residential, postal 
or business 
address: 
 
 
 

 

Contact number(s): 
 

 

FAX number:  
E-mail address:  
B DETAILS OF RESPONSIBLE PARTY 
Name and surname 
of responsible party 
(if the responsible 
party is a natural 
person): 

 

Residential, postal 
or business 
address: 
 
 
 

 

Contact number(s): 
 

 

FAX number:  
E-mail address:  
Name of public or 
private body 
(if the responsible 
party is not a 
natural person): 

 

Business address: 
 
 
 

 

Contact number(s): 
 

 

FAX number:  
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E-mail address:  
C REASONS FOR OBJECTION (Please provide detailed reasons for the objection) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Signed at ………………………………………….. this day ……..…. of ……………………………………. 20………. 
 
 
 
 
 
Signature of Data subject (applicant) 
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FORM 2 

REQUEST FOR CORRECTION OR DELETION OF PERSONAL INFORMATION OR  
DESTROYING OR DELETION OF RECORD OF PERSONAL INFORMATION IN TERMS OF  

SECTION 24(1) OF THE PROTECTION OF PERSONAL INFORMATION ACT, 2013 
(ACT NO. 4 OF 2013) 

 
REGULATIONS RELATING TO THE PROTECTION OF PERSONAL INFORMATION, 2017 

[Regulation 3(2)] 
 

Note: 
Affidavits or other documentary evidence in support of the request must be attached. 

If the space provided for in this Form is inadequate, submit information as an Annexure to this Form and sign 
each page. 

 

Reference Number……………… 
 
 
Mark the appropriate box with an "x". 
Request for: 

Correction or deletion of the Personal Information about the Data Subject which is in 
possession or under the control 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 authorised to 
retain the record of information. 
 

 
A DETAILS OF DATA SUBJECT 
Surname:  
Full names:  
Identity number:  
Residential, postal 
or business 
address: 
 
 
 

 

Contact number(s): 
 

 

FAX number:  
E-mail address:  
B DETAILS OF RESPONSIBLE PARTY 
Name and surname 
of responsible party 
(if the responsible 
party is a natural 
person): 

 

Residential, postal 
or business 
address: 
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Contact number(s): 
 

 

FAX number:  
E-mail address:  
Name of public or 
private body 
(if the responsible 
party is not a 
natural person): 

 

Business address: 
 
 
 

 

Contact number(s): 
 

 

FAX number:  
E-mail address:  
C REASONS FOR *CORRECTION OR DELETION OF THE PERSONAL 

INFORMATION ABOUT THE DATA SUBJECT / *DESTRUCTION OR DELETION 
OF A RECORD OF PERSONAL INFORMATION ABOUT THE DATA SUBJECT 
WHICH IS IN POSSESSION OR UNDER THE CONTROL OF THE RESPONSIBLE 
PARTY. (Please provide detailed reasons for the request) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*Delete whichever is not applicable 
 
 
Signed at ………………………………………….. this day ……..…. of ……………………………………. 20………. 
 
 
 
 
 
Signature of Data subject 
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ANNEXURE C – FEES  

 
FEES PAYABLE IN RESPECT OF RECORDS REQUESTED FROM THE HONEYCOMB 
GROUP 
 
Item  The fees, in respect of private bodies, are as follows for reproduction of and access to 

records – 
Amount 

1  The request fee payable by every requester  R140.00 

2  For every photocopy of an A4-size page or part thereof  R 2.00 

3  For every printed copy of an A4-size page or part thereof R 2.00 

4  For a copy in a computer-readable form on:  
 

 • flash drive (to be provided by requestor) 
• compact disc  

R40.00 

-  - if provided by the requestor R40.00 

-  - If provided to the requestor  R60.00 

5  For a transcription of visual images, for an A4-size page or part thereof Service to be 
outsourced. 
Will depend on 
quotation from 
service 
provider. 

6  For a copy of visual images 

7  For a transcription of an audio record, for an A4-size page or part thereof R 24.00 

8  For a copy of an audio record on:  

9  • flash drive (to be provided by requestor) 
• compact disc  

R40.00 

10  - if provided by the requestor R40.00 

11  - If provided to the requestor  R60.00 

12  To search for and prepare the record for disclosure for each hour or part thereof, excluding 

the first hour, reasonably required for such search and preparation. 

 
To not exceed the total cost of 

R145.00 

 

 
R435.00 

 

For purposes of section 54(2) of the Act, the following applies – 

• six hours as the hours to be exceeded before a deposit is payable; and 
• if the search exceeds 6 hours, one third of the amount per request is payable as a deposit by the requester. 
 
The actual postage, e-mail, or any other electronic transfer expense, if any, is payable if a copy of a record must be 
posted to a requester. 
 

 
 


