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A.  SECTION 51 OF THE PROMOTION OF ACCESS TO INFORMATION ACT 2 OF 2000  

 

The purpose of this manual is to facilitate requests for access to information about or in the possession of 

HOMEWARDDOC. In accordance with section 51 of the Promotion of Access to Information Act 2 of 2000.  

 

This manual is not exhaustive of, nor does it comprehensively deal with, every procedure provided for in the 

Act. Requesters are advised to familiarise themselves with the provisions of the Act before making any 

requests in terms of the Act.  

 

This manual shall in all respects be governed by and construed in terms of the laws of the Republic of South 

Africa and provides a reference to the records held by HOMEWARDDOC and the process to request access 

to such information.  

 

1. COMPANY PROFILE AND BACKGROUND INFORMATION  

 

Background information, including the main business activities, is available on the HOMEWARDDOC 

Website: www.homewarddoc.co.za 

 

2. GENERAL INFORMATION (SECTION 51(a) of the Act)  

 

Name of Body:   HOMEWARDDOC (Pty) Ltd    

Registration Number:   2021/366389/07 

Head of Body:    Dr Toinette Naude Van Coller  

 

Head Office  

Physical Address:   4 DS DF Du Toit Crescent, Loeriepark, George, 6529  

Postal Address:   PO Box 143, George, 6530  

Telephone Number:  _________________ 

Facsimile number:   _________________ 

Email Address:  _________________ 

 

3. SOUTH AFRICAN HUMAN RIGHTS COMMISSION: PAIA GUIDE  

 

In accordance with section 10 of the Act, the South African Human Rights Commission (“SAHRC”) has 

published a Guide containing information reasonably required by a person wishing to exercise or protect any 

right in terms of this Act. This Guide is available for inspection, at the office of HOMEWARDDOC at the 

physical address above, and the SAHCR.  
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4. RECORDS HELD IN TERMS OF OTHER LEGISLATION (SECTION 51(1)(d) of the Act) & 

SUBJECTS AND CATEGORIES OF RECORDS HELD BY HOMEWARDDOC (SECTION 51(1)(e)) 

 

Where applicable to its operations, HOMEWARDDOC also retains records and documents in terms of the 

legislation listed below. Unless disclosure is prohibited in terms of legislation, regulations, contractual 

agreement or otherwise, records that are required to be made available in terms of these acts shall be made 

available for inspection by interested parties in terms of the requirements and conditions of the Act.  

 The Companies Act 71 of 2008 

 Income Tax Act 58 of 1962 

 Value Added Tax Act 89 of 1991 

 Labour Relations Act 66 of 1995 

 Basic Conditions of Employment Act 75 of 1997 

 Employment Equity Act 55 of 1998 

 Skills Development Levies Act 9 of 1999 

 Unemployment Insurance Act 63 of 2001 

 Compensation for Occupational Injuries and Disease Act 130 of 1993 

 Occupational Health and Safety Act of 85 of 1993 

 Electronic Communications and Transactions Act 25 of 2002 

 Telecommunications Act 103 of 1996 

 Electronic Communications Act 36 of 2005 

 Consumer Protection Act 68 of 2008 

 Credit Act 34 of 2005 

 Long-term Insurance Act 52 of 1998 

 Protection of Personal Information Act 4 of 2013 

 

Health legislation (including all regulations issued in terms of such legislation): This legislation is of extreme 

relevance in the health sector and Requesters should familiarize themselves with it. 

 The National Health Act 61 of 2003 

 Medical Schemes Act 121 of 1998 

 Medicines and Related Substances Act 101 of 1965 

 Children’s Act 38 of 2005 

 Mental Healthcare Act 17 of 2002 

 Choice on Termination of Pregnancy Act 92 of 1996 

 Sterilization Act 44 of 1998 

 Health Professions Act 56 of 1974 

 

We hold records in the categories listed below. The fact that we list a record type here does not necessarily 

mean that we will disclose such records, and all access is subject to the evaluation processes outlined herein, 

which will be exercised in accordance with the requirements of the Act. 
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Internal records relating to our business, which includes our business’s founding and other documents, 

minutes and policies; annual and other reports; financial records; operational records, policies and 

procedures; contracts; licenses, trade marks and other intellectual property; production, marketing records; 

other internal policies and procedures; internal correspondence; statutory records; insurance policies and 

records; etc. 

 

Personnel records, which includes records relating to temporary employees, fixed-term employees, part-time 

employees, permanent employees, locums, associates, contractors, partners, directors, executive directors 

and non-executive directors. It includes personal files and similar records, records third parties have provided 

to us about their personnel; employment contracts, conditions of employment; workplace policies; disciplinary 

records; termination records; minutes of staff meetings; performance management records and systems and 

all employment-related records and correspondence. 

 

Client/patient records, which includes client/patient lists; health records; medical reports; agreements; 

consents; financial and accounts information; research information; profiling; and similar information. It must 

be noted that, in the health sector, personal and patient information are protected by legislation and ethical 

rules, and disclosure can only take place, if at all, within those frameworks. 

 

Supplier and service provider records, which includes supplier registrations; contracts; confidentiality 

agreements and non-disclosure agreements, communications; logs; delivery records; commissioned work; 

and similar information, some of which might be provided to us by such suppliers and providers under service- 

and other contracts. 

 

Technical records, which includes manuals, logs, electronic and cached information, product registrations, 

product dossiers, health professions council / statutory body records, approvals, conditions and requirements, 

trade association information and similar product information. 

 

Third-party information, which may be in our possession but which would be subject to the conditions set in 

relation to such possession and use or purpose limitations. Environment and market information, which 

include information bought, publicly available information and commissioned information that pertains to the 

specific sector and market of our business and factors that affect the business, professional and healthcare 

environment. 

 

5. HOW TO MAKE A REQUEST FOR ACCESS – SECTION 51(e) 

 

1. The requester must complete Form C (as prescribed by PAIA), attached hereto, and submit this form 

together with the request fee, to the Information Officer.  

2. The form must be submitted to the Information Officer at his address, fax number or electronic mail 

address as provided.  

3. The form must: 

o Provide sufficient particulars to enable the Information Officer to identify the record/s 

requested and to identify the requester; 
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o Indicate which form of access is required; 

o Specify a postal address or fax number of the requester in South Africa; 

o Identify the right that the requester is seeking to exercise or protect, and provide an 

explanation of why the requested record is required for the exercise or protection of that right; 

o If in addition to a written reply, the requester wishes to be informed of the decision on the 

request in any other manner, to state that manner and the necessary particulars to be 

informed in the other manner; 

o If the request is made on behalf of another person, to submit proof of the capacity in which 

the requester is making the request, to the reasonable satisfaction of the Information Officer. 

 

6. FEES 

 

The Act provides for two types of fees, namely: 

 

 A request fee, which will be a standard, non-refundable fee; and 

 An access fee, which must be calculated by taking into account reproduction costs, search and 

preparation time and cost, as well as postal costs. 

 

A request fee is payable before further processing of the request for information. If the search for the record 

and the preparation of the record for disclosure, including an arrangement to make it available in the 

requested form, requires more than the hours prescribed in the regulations for this purpose, the Information 

Officer shall notify the requester to pay as a deposit the prescribed portion of the access fee which would be 

payable if the request is granted. The Information Officer shall withhold a record until the requester has paid 

the required fees.  

 

A requester whose request for access to a record has been granted, must pay an access fee for reproduction 

and search and preparation, and for any time reasonably required in excess of the prescribed hours to search 

for and prepare the record for disclosure including making arrangements to make it available in the request 

form. 

 

If a deposit has been paid in respect of a request for access, which is refused, then the information officer 

concerned must repay the deposit to the requester.  

 

6.1 Reproduction Fees 

 

Prescribed Fees Description       Fees 

Photocopy of an A4-size page or part thereof     R 1,10 per page 

Printed copy of an A4-size page or part thereof     R 0,75 per page 

A copy on a stiffy disc        R 7,50 per stiffy disc 

A copy on a compact disc       R 70,00 per compact disc 

Transcription of a visual image on an A4-size page or part thereof  R 40,00 per page 

Copy of visual images        R 60,00 per image 
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Transcription of audio record on an A4-size page or part thereof   R 20,00 per page 

Copy of an audio record       R 30,00 per record 

 

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

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

(b) One-third of the access fee is payable as a deposit by the requester.  

 

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

 

6.2 Request Fees 

 

Where a requester submits a request for access to information held by an institution on a person other than 

the requester himself/herself, a request fee in the amount of R50,00 is payable up-front before the institution 

will further process the request received.  

 

6.3 Access Fees 

 

An access fee is payable in all instances where a request for access to information is granted, except in those 

instances where payment of an access fee is specially excluded in terms of the Act or exclusion is determined 

by the Minister in terms of section 54(8). The applicable access fees which will be payable are: 

 

Prescribed Fees Description       Fees 

Photocopy of an A4-size page or part thereof     R1,10 per page 

Printed copy of an A4-size page or part thereof     R 0,75 per page 

A copy on a stiffy disc        R 7,50 per stiffy disc 

A copy on a compact disc       R 70,00 per compact disc 

Transcription of a visual image on an A4-size page or part thereof  R 40,00 per page 

Copy of visual images        R 60,00 per image 

Search for a record that must be disclosed    R 30,00 per hour or part  

thereof reasonably 

required 

Copy of an audio record       R 30,00 per record 

 

6.4 Deposits 

 

Where the institution receives a request for access to information held on a person other than the requester 

himself/herself and the Information Officer upon receipt thereof is of the opinion that the preparation of the 

required record of the disclosure will take more than 6 (six) hours, a deposit is payable by the requester.  

 

The amount of the deposit is equal to 1/3 (one third) of the amount of the applicable access fee. 
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B. POLICY IN TERMS OF THE PROTECTION OF PERSONAL INFORMATION ACT 4 OF 2013  

 

7. INTRODUCTION TO POPI  

 

HOMEWARDDOC is obliged to comply with the Protection of Personal Information Act 4 of 2013, (“POPI”). 

POPI requires HOMEWARDDOC to inform their clients as to how their Personal Information is used, 

disclosed and destroyed. This policy is to be read in conjunction with the Promotion to Access of Information 

Manual, prepared in accordance with section 51 of the Promotion of Access to Information Act, 2 of 2000, for 

HOMEWARDDOC. 

 

HOMEWARDDOC guarantees its commitment to protecting its client’s privacy and ensuring their Personal 

Information is used appropriately, transparently, securely and in accordance with applicable laws. 

This Policy sets out the manner in which HOMEWARDDOC deals with their client’s Personal Information and 

in addition for what purpose said information is used for.  

 

8. PERSONAL INFORMATION COLLECTED  

 

Section 9 of POPI states that “Personal Information may only be processed if, given the purpose for which it 

is processed, it is adequate, relevant and not excessive.” HOMEWARDDOC collects and processes clients 

Personal Information. The type of information will depend on the need for which it is collected and will be 

processed for that purpose only. 

 

Whenever possible, we will inform the client what information they are required to provide us with and what 

information is optional. Examples of the Personal Information we collect includes but is not limited to: 

 Clients Identity number, name, surname, address, postal code and marital status; and 

 Any other information required by us, such as supplier’s information, shareholders, contractor’s 

service providers and staff.  

 

HOMEWARDDOC also collects and processes clients Personal Information for marketing purposes to ensure 

our products and services remain applicable to our clients and potential clients. 

 

We aim to have agreements in place with all our Product Suppliers, Insurers and third-party Service Providers 

to ensure there is a mutual understanding with regard to the protection of Client Personal Information.  

 

Our suppliers are subject to the same regulations as we are subjected to. With clients consent, we may also 

supplement the information provided with the information we receive from other providers in order to offer a 

more consistent and personalized experience in clients’ interaction with us.  

 

This policy is applicable to all existing, future and potential clients and employees.  
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9. HOW PERSONAL INFORMATION IS USED  

 

Client’s Personal Information will only be used for the purpose for which it was collected and agreed.  

 

This may include: 

 Providing products or services to clients and carrying out the transactions requested; 

 For underwriting purposes; 

 Assessing and Processing claims; 

 Conducting credit reference searches or verification; 

 Confirming, verifying and updating clients details; 

 For purposes of claims history; 

 For the detection and prevention of fraud, crime, money laundering or other malpractice; 

 Conducting market or customer satisfaction research; 

 For audit and record-keeping purposes; 

 In connection with legal proceedings; 

 Providing our services to clients to carry out the services requested and to maintain and constantly 

improve the relationship; 

 Providing communications in respect of HOMEWARDDOC and regulatory matters that may affect 

clients; and 

 In connection with and to comply with legal and regulatory requirements or when it is otherwise 

allowed by law. 

 

According to 11 of POPI Personal Information may only be processed if certain conditions are met, which are 

listed below: 

 The client or a competent person where the client is a child consents to the processing; 

 Processing is necessary to carry out actions for the conclusion or performance of a contract to which 

the data subject is a party; 

 Processing complies with an obligation imposed by law on the responsible party; 

 Processing protects a legitimate interest of the data subject; 

 Processing is necessary for the proper performance of a public law duty by a public body; or 

 Processing is necessary for pursuing the legitimate interests of the responsible party or of a third 

party to whom the information is supplied. 

 

10. DISCLOSURE OF PERSONAL INFORMATION  

 

We may disclose clients’ Personal Information to our providers whose services or products clients elect to 

use. We aim to have agreements in place to ensure that they comply with confidentiality and privacy 

conditions. 

 

We may also share client Personal Information with, and obtain information about clients from third parties 

for the reasons already discussed in the paragraph above. 
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We may also disclose clients’ information where we have a duty or a right to disclose in terms of applicable 

legislation, the law or where it may be necessary to protect our rights.  

 

11. SAFEGUARDING CLIENTS INFORMATION  

 

It is a requirement of POPI to adequately protect the Personal Information we hold and to avoid unauthorised 

access and use of your Personal Information. We will continuously review our security controls and processes 

to ensure that your Personal Information is secure. 

 

The following procedures are in place in order to protect your Personal Information. This list is not exhaustive: 

 HOMEWARDDOC ’s Information Officer is Dr Toinette Naude Van Coller, whose details are 

available below and who is responsible for the compliance with the conditions of the lawful processing 

of Personal Information and other provisions of POPI; 

 This policy has been put in place throughout HOMEWARDDOC and training on this policy and the 

POPI Act takes place annually; 

 Each new employee will be required to sign an employment contract containing relevant consent 

clauses for the use and storage of employee information, or any other action so required, in terms of 

POPI; 

 Our archived client information is stored on site which is also governed by POPI, access is limited to 

these areas to authorized personal; 

 All electronic files are backed up by an authorised IT provider who is also responsible for system 

security, which protects third party access and physical threats; 

 A Security Incident Management Register is kept to log any security incidents and to report on and 

manage said incidents; 

 Consent to process client information is obtained from clients (or a person who has been given 

authorisation from the client to provide the client’s Personal Information) during the initial stage of the 

relationship. 

 

12. ACCESS AND CORRECTION OF PERSONAL INFORMATION  

 

Clients have the right to access the Personal Information we hold about them. Clients also have the right to 

ask us to update, correct or delete their Personal Information on reasonable grounds. Once a client objects 

to the processing of their Personal Information, HOMEWARDDOC may no longer process said Personal 

Information.  

 

We will take all reasonable steps to confirm our clients’ identity before providing details of their Personal 

Information or making changes to their Personal Information.  
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13. INFORMATION OFFICER DETAILS  

 

 Name and Surname:  Dr Toinette Naude Van Coller 

 Telephone Number:   _______________ 

 Postal Address:   PO Box 143, George, 6530 

 Physical Address:   4 DS DF Du Toit Crescent, Loeriepark, George, 6529 

 E-Mail Address:   _______________ 

 

14. RETENTION & CONFIDENTIALITY OF DOCUMENTS, INFORMATION AND ELECTRONIC 

TRANSACTIONS  

 

The laws of the Republic of South Africa require that HOMEWARDDOC retains documents, which contain 

personal information, in certain instances. All queries in this regard should be directed to the Information 

Officer. 

 

15. DESTRUCTION OF DOCUMENTS 

 

Documents must be destroyed after the termination of the retention period specified unless further retention 

is allowed in accordance with the provisions of Section 14 of POPI. Section 51 of ECTA also requires that 

personal information which has become obsolete be destroyed immediately. Personal information does not 

become obsolete with the death of an employee or client.  

 

Destruction of documents is done regularly. Files are checked biannually for destruction and to ascertain if 

there are important original documents in the file. Where files are cleared for destruction, original documents 

are returned to the holder thereof, failing which, HOMEWARDDOC retains the original documents for a further 

6 (six) months before destroying same. 

 

16. AMENDMENTS TO THIS POLICY  

 

Amendments to this Policy will take place on an ad hoc basis. Clients are advised to access the 

HOMEWARDDOC website periodically to inform themselves of any changes. 

 

APPROVAL 

 

SIGNED ON BEHALF OF THE COMPANY ON THE _______ DAY OF ______________________ 2021. 

 

 

 

__________________________________ 

DR TOINETTE NAUDE VAN COLLER 

MANAGING DIRECTOR  
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FORM C 

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 

 

 

 

Full names and surname:  ……………………………………………………………………………………………… 

Identity number: 

Postal address:  ………………………………………………………………………………………………………… 

 

Telephone number: (………) …………………………. Fax number: (………) ……………………….….. 

 

E-mail address:  ………………………………………………………………………………………………………… 

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

 

 

 

C.  Particulars of person on whose behalf request is made 

 

 

             

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

This section must be completed ONLY if a request for information is made on behalf of another person. 
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Full names and surname:  ……………………………………………………………………………………………… 

Identity number:  

 

D.  Particulars of record 

 

 

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

 

…………………………………………………………………………………………………………………………. 

 

…………………………………………………………………………………………………………………………. 

 

…………………………………………………………………………………………………………………………. 

 

…………………………………………………………………………………………………………………………. 

 

 

2. Reference number, if available: 

 

…………………………………………………………………………………………………………………………. 

 

…………………………………………………………………………………………………………………………. 

 

…………………………………………………………………………………………………………………………. 

 

…………………………………………………………………………………………………………………………. 

 

3. Any further particulars of record: 

 

…………………………………………………………………………………………………………………………. 

 

…………………………………………………………………………………………………………………………. 

 

…………………………………………………………………………………………………………………………. 

 

…………………………………………………………………………………………………………………………. 

 

 

             

(a) 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. 

(b) If the provided space is inadequate, please continue on a separate folio and attach it to this form. The 
requester  must sign all the additional folios. 
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E.  Fees 

 

(a) A request for access to a record, other than a record containing personal information about yourself, 

will be processed only after a request fee has been paid.  

(b) You 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 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 for exemption from payment of fees: 

 

…………………………………………………………………………………………………………………………. 

 

…………………………………………………………………………………………………………………………. 

 

…………………………………………………………………………………………………………………………. 

 

…………………………………………………………………………………………………………………………. 

 

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 your disability and indicate in which form the record is required. 

 

 

Disability: _________________________  Form in which record in 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 form.  

(c) The fee payable for access to the record, if any, will be determined partly by the form in which access 

is requested.  

 

 

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

 Copy of record* 

 

 Inspection of record    
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2. If the record consists of visual images – (this includes photographs, slides, video recordings, computer-

generated images, sketches, etc.) 

 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 soundtrack (audio 

cassette) 

 Transcription of 

soundtrack* (written or 

printed document) 

   

4. If record is held on computed or in an election or machine-readable form:  

 Printed copy of record*  Printed copy of 

information derived from 

the record* 

 Copy in computed 

readable form* (stiffy 

or compact disc) 

 

*If you requested a copy or transcription of a record (above), do you wish the copy 

or transcription to be posted to you?  

Postage is payable.  

YES NO 

 

G.  Particulars of right to be exercised or protected 

 

 

1. Indicate which right is to be exercised or protected: 

 

 

…………………………………………………………………………………………………………………………. 

 

…………………………………………………………………………………………………………………………. 

 

…………………………………………………………………………………………………………………………. 

 

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

 

 

…………………………………………………………………………………………………………………………. 

 

…………………………………………………………………………………………………………………………. 

 

………………………………………………………………………………………………………………………….

If the provided space is inadequate, please continue on a separate folio and attach it to this form. 
The requester must sign all the additional folios. 
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H.  Notice of decision regarding request for access 

 

 

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

 

…………………………………………………………………………………………………………………………. 

 

Signed at ……………………………………………. this day………… of ……………………………year ………. 

 

 

 

 

……………………………………………………………… 

SIGNATURE OF REQUESTER / 

PERSON ON WHOSE BEHALF REQUEST IS MADE 

 

You will be notified in writing whether your request has been approved / denied. If you wish to be 
informed in another manner, please specify the manner and provide the necessary particulars to enable 
compliance with your request. 


