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1. LIST OF ACRONYMS AND ABBREVIATIONS 

 

1.1 “MD”   Managing Director  

 

1.2 “DIO”   Deputy Information Officer; 

 

1.3 “IO“   Information Officer; 

 

1.4 “Minister”  Minister of Justice and Correctional Services; 

 

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

    Amended); 

 

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

 

1.7 “Regulator”  Information Regulator; and 

 

1.8 “Republic”  Republic of South Africa 

 

 

2. PURPOSE OF PAIA MANUAL  

 

This PAIA Manual is useful for the public to- 

 

2.1 check the categories of records held by a body which are available without a person 

having to submit a formal PAIA request; 

 

2.2 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; 

 

2.3 know the description of the records of the body which are available in accordance with 

any other legislation; 
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2.4 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; 

 

2.5 know the description of the guide on how to use PAIA, as updated by the Regulator and 

how to obtain access to it; 

 

2.6 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;  

 

2.7 know the description of the categories of data subjects and of the information or 

categories of information relating thereto; 

 

2.8 know the recipients or categories of recipients to whom the personal information may be 

supplied; 

 

2.9 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 

 

2.10 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 KLD CAPITAL HOLDINGS 

 

3.1. Chief Information Officer 

 

Name:    Kevin Dawson 

Tel:    + 27 (0) 65 831 4994 

Email:    kevin.dawson@kldcapitalholdings.co.za 

Fax number:   086 688 6722 

 

3.2. 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. 

mailto:kevin.dawson@kldcapitalholdings.co.za?subject=PAIA%20/%20POPIa
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Name:    Kevin Dawson 

Tel:    + 27 (0) 65 831 4994 

Email:    kevin.dawson@kldcapitalholdings.co.za 

Fax number:   086 688 6722 

 

3.3 Access to information general contacts 

 

Email:    popia@kldcapitalholdings.co.za 

 

3.4 National or Head Office  

 

Postal Address:   PO BOX 21626, HELDERKRUIN, ROODEPOORT, 1733   

Physical Address:  14 Saturn Avenue, WILRO PARK EXT 8, ROODEPOORT, 1724 

Telephone:   + 27 (0) 65 831 4994 

Email:    hello@kldcapitalholdings.co.za 

Website:    https://www.kldcapitalholdings.co.za 

 

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

 

4.1. 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. 

 

4.2. The Guide is available in English. 

 

4.3. The aforesaid Guide contains the description of- 

4.3.1. the objects of PAIA and POPIA; 

4.3.2. the postal and street address, phone and fax number and, if available, 

electronic mail address of- 

4.3.2.1. the Information Officer of every public body, and 

mailto:kevin.dawson@kldcapitalholdings.co.za?subject=PAIA%20/%20POPIa
mailto:popia@kldcapitalholdings.co.za?subject=PAIA%20/%20POPIa
mailto:hello@kldcapitalholdings.co.za
https://www.kldcapitalholdings.co.za/
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4.3.2.2. every Deputy Information Officer of every public and private body 

designated in terms of section 17(1) of PAIA1 and section 56 of 

POPIA2; 

4.3.3. the manner and form of a request for- 

4.3.3.1. access to a record of a public body contemplated in section 113; and 

4.3.3.2. access to a record of a private body contemplated in section 504; 

4.3.4. the assistance available from the IO of a public body in terms of PAIA and POPIA; 

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

4.3.6. 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- 

4.3.6.1. an internal appeal;  

4.3.6.2. a complaint to the Regulator; and  

4.3.6.3. 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; 

4.3.7. the provisions of sections 145 and 516 requiring a public body and private body, 

respectively, to compile a manual, and how to obtain access to a manual; 

4.3.8. the provisions of sections 157 and 528 providing for the voluntary disclosure of 

categories of records by a public body and private body, respectively; 

 
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- 

a) that record is required for the exercise or protection of any rights; 
b) that person complies with the procedural requirements in PAIA relating to a request for access to that record; and 
c) 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. 

 
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 
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4.3.9. the notices issued in terms of sections 229 and 5410 regarding fees to be paid in 

relation to requests for access; and 

4.3.10. the regulations made in terms of section 9211. 

 

4.4. 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.  

 

4.5. The Guide can also be obtained- 

4.5.1.  upon request to the Information Officer; 

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

 

5. CATEGORIES OF RECORDS OF KLD CAPITAL HOLDINGS WHICH ARE AVAILABLE WITHOUT A 

PERSON HAVING TO REQUEST ACCESS 

 

  

CCaatteeggoorryy  ooff  rreeccoorrddss  

  

TTyyppeess  ooff  tthhee  RReeccoorrdd    

  

AAvvaaiillaabbllee  oonn  

WWeebbssiittee    

  

AAvvaaiillaabbllee  uuppoonn  

rreeqquueesstt    

PPrriivvaaccyy  PPoolliiccyy  //  PPAAIIAA  PPoolliicciieess  XX  XX  

WWeebbssiittee  TTeerrmmss  aanndd  CCoonnddiittiioonnss  PPoolliicciieess  XX  XX  

TTeerrmmss  aanndd  CCoonnddiittiioonnss  ooff  SSaallee  

aanndd  SSeerrvviiccee  

PPoolliicciieess  XX  XX  

 

6. DESCRIPTION OF THE RECORDS OF KLD CAPITAL HOLDINGS WHICH ARE AVAILABLE IN 

ACCORDANCE WITH ANY OTHER LEGISLATION 

6.1 Records available in terms of other legislation include those in relation to – 

6.1.1 Basic Conditions of Employment 75 of 1997 

6.1.2 Companies Act 71 of 2008 

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

 

https://www.justice.gov.za/inforeg/
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6.1.3 Compensation for Occupational Injuries and Health Diseases Act 130 of 1993 

6.1.4 Copyright Act 98 of 1978 

6.1.5 Consumer Protection Act 68 of 2008 

6.1.6 Electronic Communications and Transactions Act 25 of 2002 

6.1.7 Harmful Business Practices Act 23 of 1999 

6.1.8 Income Tax Act 95 of 1967 

6.1.9 Labour Relations Act 66 of 1995 

6.1.10 Occupational Health & Safety Act 85 of 1993 

6.1.11 Skills Development Levies Act 9 of 1999 

6.1.12 Promotion of Access to Information Act 2 of 2000 

6.1.13 Skills Development Act 97 of 1998 

6.1.14 Second-Hand Goods Act 6 of 2009 

6.1.15 Unemployment Contributions Act 4 of 2002 

6.1.16 Unemployment Insurance Act 63 of 2001 

6.1.17 Value Added Tax Act 89 of 1991 

 

7. DESCRIPTION OF THE SUBJECTS ON WHICH THE BODY HOLDS RECORDS AND CATEGORIES OF 

RECORDS HELD ON EACH SUBJECT BY KLD CAPITAL HOLDINGS 

 

  

SSuubbjjeeccttss  oonn  wwhhiicchh  tthhee  bbooddyy  

hhoollddss  rreeccoorrddss  

  

CCaatteeggoorriieess  ooff  rreeccoorrddss  

SSttaattuuttoorryy  rreeccoorrddss  --  CCoommppaannyy  iinnccoorrppoorraattiioonn  ddooccuummeennttss  

--  SShhaarree  rreeggiisstteerr  

--  MMeemmoorraanndduumm  ooff  IInnccoorrppoorraattiioonn  

--  MMiinnuutteess  ooff  mmeeeettiinnggss  ooff  tthhee  bbooaarrdd  ooff  ddiirreeccttoorrss  

--  RReeccoorrddss  rreellaattiinngg  ttoo  tthhee  aappppooiinnttmmeenntt  ooff  ddiirreeccttoorrss,,  aauuddiittoorrss,,  

aanndd  ootthheerr  ooffffiicceerrss  

IInnccoommee  ttaaxx  --  PPaayy--aass--yyoouu--eeaarrnn  ((PPAAYYEE))  rreeccoorrddss    

--  DDooccuummeennttss  iissssuueedd  ttoo  eemmppllooyyeeeess  ffoorr  iinnccoommee  ttaaxx  ppuurrppoosseess    

--  RReeccoorrddss  ooff  ppaayymmeennttss  mmaaddee  ttoo  SSoouutthh  AAffrriiccaann  RReevveennuuee  

SSeerrvviicceess  oonn  bbeehhaallff  ooff  eemmppllooyyeeeess    

--  AAllll  oorr  aannyy  ssttaattuuttoorryy  ccoommpplliiaannccee  

--  VVaalluuee  AAddddeedd  TTaaxx    

--  SSkkiillllss  ddeevveellooppmmeenntt  lleevviieess    
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SSuubbjjeeccttss  oonn  wwhhiicchh  tthhee  bbooddyy  

hhoollddss  rreeccoorrddss  

  

CCaatteeggoorriieess  ooff  rreeccoorrddss  

--  UUnneemmppllooyymmeenntt  IInnssuurraannccee  FFuunndd  

LLaabboouurr  rreellaattiioonnss  rreeccoorrddss  --  PPeerrssoonnnneell  ddooccuummeennttss  aanndd  rreeccoorrddss  

--  EEmmppllooyymmeenntt  ccoonnttrraaccttss  

--  MMeeddiiccaall  aaiidd  rreeccoorrddss  

--  PPeennssiioonn  FFuunndd  rreeccoorrddss  

--  DDiisscciipplliinnaarryy  rreeccoorrddss  

--  SSaallaarryy  rreeccoorrddss  

--  DDiisscciipplliinnaarryy  ccooddee  aanndd//oorr  pprroocceedduurreess  

--  LLeeaavvee  rreeccoorrddss  

--  TTrraaiinniinngg  rreeccoorrddss  

--  TTrraaiinniinngg  mmaannuuaallss  

--  AAddddrreessss  lliissttss  

--  IInntteerrnnaall  tteelleepphhoonnee  lliissttss  

FFiinnaannccee  --  RReecceeiippttss  aanndd  ppaayymmeennttss  

--  BBaannkk  ssttaatteemmeennttss  

--  AA  lliisstt  ooff  tthhee  ccoommppaannyy''ss  ddeebbttoorrss  aanndd  ccrreeddiittoorrss  

--  BBuuddggeettss  

--  MMaannaaggeemmeenntt  aaccccoouunnttss  

--  AAsssseett  rreeggiisstteerrss  

--  IInnvvooiicceess  

--  SSaallaarriieess  

--  MMiinnuutteess  ooff  mmeeeettiinnggss  

--  CCoorrrreessppoonnddeennccee  

RRiisskk  aanndd  ccoommpplliiaannccee  --  CCoonnttrraaccttss  

--  PPoolliicciieess  aanndd  pprroocceedduurreess  

--  RRiisskk  aasssseessssmmeenntt  

--  CCoommpplliiaannccee  rreeccoorrddss  

OOtthheerrss  --  IITT  uussaaggee  ssttaattiissttiiccss  aanndd  eeqquuiippmmeenntt  ddeettaaiillss  

--  SSuupppplliieerr  lliissttss  

--  SSeeccrreettaarriiaall  rreeccoorrddss  

--  MMeeddiiaa  rreelleeaasseess  aanndd  ppuubblliicc  rreellaattiioonn  eevveennttss  rreeccoorrddss  
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8. PROCESSING OF PERSONAL INFORMATION 

8.1 Purpose of Processing Personal Information 

  

SSuubbjjeeccttss  

  

PPuurrppoossee  

FFoorr  ccoonnssuummeerrss::  --  PPeerrffoorrmmiinngg  dduuttiieess  iinn  tteerrmmss  ooff  aannyy  aaggrreeeemmeenntt  wwiitthh  

ccoonnssuummeerrss  

--  MMaakkee,,  oorr  aassssiisstt  iinn  mmaakkiinngg,,  ccrreeddiitt  ddeecciissiioonnss  aabboouutt  ccoonnssuummeerrss  

--  OOppeerraattee  aanndd  mmaannaaggee  ccoonnssuummeerrss’’  aaccccoouunnttss  aanndd  mmaannaaggee  aannyy  

aapppplliiccaattiioonn,,  aaggrreeeemmeenntt  oorr  ccoorrrreessppoonnddeennccee  ccoonnssuummeerrss  mmaayy  

hhaavvee  wwiitthh  KKLLDD  CCaappiittaall  HHoollddiinnggss  

--  CCoommmmuunniiccaattiinngg  ((iinncclluuddiinngg  ddiirreecctt  mmaarrkkeettiinngg))  wwiitthh  

ccoonnssuummeerrss  bbyy  eemmaaiill,,  SSMMSS,,  lleetttteerr,,  tteelleepphhoonnee  oorr  iinn  aannyy  ootthheerr  

wwaayy  aabboouutt  KKLLDD  CCaappiittaall  HHoollddiinnggss’’  pprroodduuccttss  aanndd  sseerrvviicceess,,  

uunnlleessss  ccoonnssuummeerrss  iinnddiiccaattee  ootthheerrwwiissee  

--  TToo  ffoorrmm  aa  vviieeww  ooff  ccoonnssuummeerrss  aass  iinnddiivviidduuaallss  aanndd  ttoo  iiddeennttiiffyy,,  

ddeevveelloopp  oorr  iimmpprroovvee  pprroodduuccttss,,  tthhaatt  mmaayy  bbee  ooff  iinntteerreesstt  ttoo  

ccoonnssuummeerrss  

--  CCaarrrryyiinngg  oouutt  mmaarrkkeett  rreesseeaarrcchh,,  bbuussiinneessss  aanndd  ssttaattiissttiiccaall  

aannaallyyssiiss  

--  PPeerrffoorrmmiinngg  ootthheerr  aaddmmiinniissttrraattiivvee  aanndd  ooppeerraattiioonnaall  ppuurrppoosseess  

iinncclluuddiinngg  tthhee  tteessttiinngg  ooff  ssyysstteemmss  

--  RReeccoovveerriinngg  aannyy  ddeebbtt    ccoonnssuummeerrss  mmaayy  oowwee  tthhee  KKLLDD  CCaappiittaall  

HHoollddiinnggss  

--  CCoommppllyyiinngg  wwiitthh  tthhee  KKLLDD  CCaappiittaall  HHoollddiinnggss’’  rreegguullaattoorryy  aanndd  

ootthheerr  oobblliiggaattiioonnss  

--  AAnnyy  ootthheerr  rreeaassoonnaabbllyy  rreeqquuiirreedd  ppuurrppoossee  rreellaattiinngg  ttoo  tthhee  KKLLDD  

CCaappiittaall  HHoollddiinnggss  bbuussiinneessss    

FFoorr  pprroossppeeccttiivvee  ccoonnssuummeerrss::  --  VVeerriiffyyiinngg  aanndd  uuppddaattiinngg  iinnffoorrmmaattiioonn  

--  PPrree--ssccoorriinngg  

--  DDiirreecctt  mmaarrkkeettiinngg  

--  AAnnyy  ootthheerr  rreeaassoonnaabbllyy  rreeqquuiirreedd  ppuurrppoossee  rreellaattiinngg  ttoo  tthhee  

pprroocceessssiinngg  ooff  aa  pprroossppeecctt’’ss  ppeerrssoonnaall  iinnffoorrmmaattiioonn  rreeaassoonnaabbllyy  

rreellaatteedd  ttoo  KKLLDD  CCaappiittaall  HHoollddiinnggss’’  bbuussiinneessss..  

FFoorr  eemmppllooyyeeeess::  --  TThhee  ssaammee  ppuurrppoosseess  aass  ffoorr  ccoonnssuummeerrss  ((aabboovvee))  
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SSuubbjjeeccttss  

  

PPuurrppoossee  

--  VVeerriiffiiccaattiioonn  ooff  aapppplliiccaanntt  eemmppllooyyeeeess’’  iinnffoorrmmaattiioonn  dduurriinngg  

rreeccrruuiittmmeenntt  pprroocceessss  

--  GGeenneerraall  mmaatttteerrss  rreellaattiinngg  ttoo  eemmppllooyyeeeess::  

    --  PPeennssiioonn  

  --  MMeeddiiccaall  aaiidd  

    --  PPaayyrroollll  

    --  DDiisscciipplliinnaarryy  aaccttiioonn  

    --  TTrraaiinniinngg  

--  AAnnyy  ootthheerr  rreeaassoonnaabbllyy  rreeqquuiirreedd  ppuurrppoossee  rreellaattiinngg  ttoo  tthhee  

eemmppllooyymmeenntt  oorr  ppoossssiibbllee  eemmppllooyymmeenntt  rreellaattiioonnsshhiipp..  

FFoorr  vveennddoorrss  //ssuupppplliieerrss  //ootthheerr  

bbuussiinneesssseess::  

  

--  VVeerriiffyyiinngg  iinnffoorrmmaattiioonn  aanndd  ppeerrffoorrmmiinngg  cchheecckkss;;  

--  PPuurrppoosseess  rreellaattiinngg  ttoo  tthhee  aaggrreeeemmeenntt  oorr  bbuussiinneessss  rreellaattiioonnsshhiipp  

oorr  ppoossssiibbllee  aaggrreeeemmeenntt  oorr  bbuussiinneessss  rreellaattiioonnsshhiippss  bbeettwweeeenn  tthhee  

ppaarrttiieess;;  

--  PPaayymmeenntt  ooff  iinnvvooiicceess;;  

--  CCoommppllyyiinngg  wwiitthh  tthhee  KKLLDD  CCaappiittaall  HHoollddiinnggss’’  rreegguullaattoorryy  aanndd  

ootthheerr  oobblliiggaattiioonnss;;  aanndd    

--  AAnnyy  ootthheerr  rreeaassoonnaabbllyy  rreeqquuiirreedd  ppuurrppoossee  rreellaattiinngg  ttoo  KKLLDD  

CCaappiittaall  HHoollddiinnggss  bbuussiinneessss..  

 

● Description of the categories of Data Subjects and of the information or categories 

of information relating thereto 

 

  

CCaatteeggoorriieess  ooff  DDaattaa  

SSuubbjjeeccttss  

  

PPeerrssoonnaall  IInnffoorrmmaattiioonn  tthhaatt  mmaayy  bbee  pprroocceesssseedd  

CCuussttoommeerrss  //  CClliieennttss  NNaammeess;;  PPhhyyssiiccaall  aanndd  ppoossttaall  aaddddrreesssseess;;  DDaattee  ooff  bbiirrtthh;;  IIDD  

nnuummbbeerr;;  TTaaxx  rreellaatteedd  iinnffoorrmmaattiioonn;;  NNaattiioonnaalliittyy;;  GGeennddeerr;;  

CCoonnffiiddeennttiiaall  ccoorrrreessppoonnddeennccee;;  EEmmaaiill  aaddddrreessss;;  TTeelleepphhoonnee  

nnuummbbeerr;;  OOnnlliinnee  iiddeennttiiffiieerr  oorr  ootthheerr  ppaarrttiiccuullaarr  aassssiiggnnmmeenntt  ttoo  

tthhee  ppeerrssoonn  

JJuurriissttiicc  PPeerrssoonnss  ((CCoorrppoorraattee  

cclliieennttss))  

EEnnttiittyy  nnaammee;;  rreeggiissttrraattiioonn  nnuummbbeerr;;  ttaaxx--rreellaatteedd  iinnffoorrmmaattiioonn;;  

ccoonnttaacctt  ddeettaaiillss  ffoorr  rreepprreesseennttaattiivveess;;  bbaannkkiinngg  iinnffoorrmmaattiioonn  

iinncclluuddiinngg  aaccccoouunntt  nnuummbbeerrss;;  FFIICCAA  ddooccuummeennttaattiioonn..  
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CCaatteeggoorriieess  ooff  DDaattaa  

SSuubbjjeeccttss  

  

PPeerrssoonnaall  IInnffoorrmmaattiioonn  tthhaatt  mmaayy  bbee  pprroocceesssseedd  

SSeerrvviiccee  PPrroovviiddeerrss    nnaammeess;;  rreeggiissttrraattiioonn  nnuummbbeerr;;  vvaatt  nnuummbbeerrss;;  aaddddrreessss;;  ttrraaddee  

sseeccrreettss  aanndd  bbaannkk  ddeettaaiillss  

EEmmppllooyyeeeess,,  ppootteennttiiaall  

eemmppllooyyeeeess,,  oorr  nneeww  

rreeccrruuiittmmeennttss  

NNaammee;;  ssuurrnnaammee;;  SSoouutthh  AAffrriiccaann  iiddeennttiittyy  nnuummbbeerr  oorr  ootthheerr  

iiddeennttiiffyyiinngg  nnuummbbeerr;;  ccoonnttaacctt  ddeettaaiillss;;  pphhyyssiiccaall  aanndd  ppoossttaall  

aaddddrreessss;;  ddaattee  ooff  bbiirrtthh;;  aaggee;;  mmaarriittaall  ssttaattuuss;;  rraaccee;;  ddiissaabbiilliittyy;;  

iinnffoorrmmaattiioonn;;  eemmppllooyymmeenntt  hhiissttoorryy;;  ccrriimmiinnaall  bbaacckkggrroouunndd  

cchheecckkss;;  CCVVss;;  eedduuccaattiioonn  hhiissttoorryy;;  bbaannkkiinngg  ddeettaaiillss;;  iinnccoommee  ttaaxx  

rreeffeerreennccee  nnuummbbeerr;;  rreemmuunneerraattiioonn  aanndd  bbeenneeffiitt  iinnffoorrmmaattiioonn;;  

hheeaalltthh  iinnffoorrmmaattiioonn;;  ddeettaaiillss  rreellaatteedd  ttoo  eemmppllooyyeeee  ppeerrffoorrmmaannccee;;  

ddiisscciipplliinnaarryy  pprroocceedduurree  iinnffoorrmmaattiioonn;;  CCCCTTVV  iimmaaggeess;;  bbiioommeettrriicc  

ddaattaa  

SSeerrvviiccee  pprroovviiddeerrss,,  

iinncclluuddiinngg  oouuttssoouurrcceedd  oorr  

hhoosstteedd  sseerrvviicceess,,  

aauuddiittoorrss,,  eettcc..  

CCoommppaannyy  rreeggiissttrraattiioonn  ddeettaaiillss;;  iiddeennttiittyy  nnuummbbeerrss;;  BBEEEE  

cceerrttiiffiiccaatteess;;  ttaaxx  cclleeaarraannccee;;  iinnccoommee  ttaaxx  aanndd  VVAATT  rreeggiissttrraattiioonn  

ddeettaaiillss;;  ppaayymmeenntt  iinnffoorrmmaattiioonn  iinncclluuddiinngg  bbaannkk  aaccccoouunntt  

nnuummbbeerrss;;  iinnvvooiicceess;;  ccoonnttrraaccttuuaall  aaggrreeeemmeennttss;;  aaddddrreesssseess;;  

ccoonnttaacctt  ddeettaaiillss;;  CCCCTTVV  iimmaaggeess..  

 

 

8.2 The recipients or categories of recipients to whom the personal information may be 

supplied 

8.2.1 Auditors 

8.2.2 Banks and other financial institutions. 

8.2.3 Collection agencies 

8.2.4 Credit reference agencies 

8.2.5 Debt collection and tracing agencies 

8.2.6 Educators and examining bodies 

8.2.7 Employees of the organisation 

8.2.8 Employment and recruitment agencies 

8.2.9 Family, associates, and representatives of the person whose personal 

information is processed 

8.2.10 Healthcare, social and welfare organisations 

8.2.11 Ombudsman and regulatory authorities 

8.2.12 Patient associated healthcare facilities and professionals 
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8.2.13 Police / courts where necessary 

8.2.14 Private investigators 

8.2.15 Regulatory, statutory and government bodies 

8.2.16 Security organisations 

8.2.17 Suppliers, service providers, vendors, agents, and representatives of 

such entities 

8.2.18 Third party verification agencies and credit bureau 

8.2.19 Trade unions 

 

8.3 Planned transborder flows of personal information 

8.3.1 Storing information electronically; and 

8.3.2 Making use of third-party service providers to fulfil a business function on 

behalf of the KLD CAPITAL HOLDINGS. 

 

8.4 General description of Information Security Measures to be implemented by the 

responsible party to ensure the confidentiality, integrity, and availability of the 

information 

 

8.4.1 Acceptable usage of personal information 

8.4.2 Access control to personal information 

8.4.3 Computer and network security including Firewalls, Virus protection software and 

update protocols 

8.4.4 Information security and HR policies including Bring Your Own Device (BYOD) 

policies 

8.4.5 Internal process to report security breach or anticipated security breach 

8.4.6 Training of staff members 

 

9. AVAILABILITY OF THE MANUAL 

 

9.1 A copy of the Manual is available-  

9.1.1 on www.kldcapitalholdings.co.za; 

9.1.2 head office of KLD CAPITAL HOLDINGS for public inspection during normal 

business hours; 

9.1.3 to any person upon request and upon the payment of a reasonable prescribed 

fee; and 
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9.1.4 to the Information Regulator upon request. 

 

9.2 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 KLD CAPITAL HOLDINGS will on a regular basis update this manual. 

 

 

Issued by 

 

 

 

___________________________________________________ 

Kevin Dawson 

Managing Director (Information Officer) 
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ANNEXURE A 
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 

((aa))  TThhee  ppaarrttiiccuullaarrss  ooff  tthhee  ppeerrssoonn  wwhhoo  rreeqquueessttss  aacccceessss  ttoo  tthhee  rreeccoorrdd  mmuusstt  bbee  ggiivveenn  bbeellooww..  

((bb))  TThhee  aaddddrreessss  aanndd//oorr  ffaaxx  nnuummbbeerr  iinn  tthhee  RReeppuubblliicc  ttoo  wwhhiicchh  tthhee  iinnffoorrmmaattiioonn  iiss  ttoo  bbee  sseenntt  mmuusstt  bbee  

ggiivveenn..  

((cc))  PPrrooooff  ooff  tthhee  ccaappaacciittyy  iinn  wwhhiicchh  tthhee  rreeqquueesstt  iiss  mmaaddee,,  iiff  aapppplliiccaabbllee,,  mmuusstt  bbee  aattttaacchheedd..  

 

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 

TThhiiss  sseeccttiioonn  mmuusstt  bbee  ccoommpplleetteedd  OONNLLYY  iiff  aa  rreeqquueesstt  ffoorr  iinnffoorrmmaattiioonn  iiss  mmaaddee  oonn  bbeehhaallff  ooff  aannootthheerr  

ppeerrssoonn..  

 
Full names and surname: _______________________________________________________________ 

Identity 
number:  
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FORM C: REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY 

D. Particulars of record 

((aa))    PPrroovviiddee  ffuullll  ppaarrttiiccuullaarrss  ooff  tthhee  rreeccoorrdd  ttoo  wwhhiicchh  aacccceessss  iiss  rreeqquueesstteedd,,  iinncclluuddiinngg  tthhee  

rreeffeerreennccee  nnuummbbeerr    iiff  tthhaatt  iiss  kknnoowwnn  ttoo  yyoouu,,  ttoo  eennaabbllee  tthhee  rreeccoorrdd  ttoo  bbee  llooccaatteedd..  

((bb))    IIff  tthhee  pprroovviiddeedd  ssppaaccee  iiss  iinnaaddeeqquuaattee,,  pplleeaassee  ccoonnttiinnuuee  oonn  aa  sseeppaarraattee  ffoolliioo  aanndd  aattttaacchh  iitt  ttoo  

tthhiiss  ffoorrmm..    TThhee  rreeqquueesstteerr  mmuusstt  ssiiggnn  aallll  tthhee  aaddddiittiioonnaall  ffoolliiooss..  

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

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________ 

 
2. Reference number, if available: 

_______________________________________________________________________________

_______________________________________________________________________________ 

 
3. Any further particulars of record: 

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________ 

E. Fees 

((aa))    AA  rreeqquueesstt  ffoorr  aacccceessss  ttoo  aa  rreeccoorrdd,,  ootthheerr  tthhaann  aa  rreeccoorrdd  ccoonnttaaiinniinngg  ppeerrssoonnaall  iinnffoorrmmaattiioonn  

aabboouutt    yyoouurrsseellff,,  wwiillll  bbee  pprroocceesssseedd  oonnllyy  aafftteerr  aa  rreeqquueesstt    ffeeee  hhaass  bbeeeenn  ppaaiidd..  

((bb))    YYoouu  wwiillll  bbee  nnoottiiffiieedd  ooff  tthhee  aammoouunntt  rreeqquuiirreedd  ttoo  bbee  ppaaiidd  aass  tthhee  rreeqquueesstt  ffeeee..  

((cc))    TThhee  ffeeee  ppaayyaabbllee  ffoorr  aacccceessss  ttoo  aa  rreeccoorrdd  ddeeppeennddss  oonn  tthhee  ffoorrmm  iinn  wwhhiicchh  aacccceessss  iiss  rreeqquuiirreedd  

aanndd  tthhee    rreeaassoonnaabbllee  ttiimmee  rreeqquuiirreedd  ttoo  sseeaarrcchh  ffoorr  aanndd  pprreeppaarree  aa  rreeccoorrdd..  

((dd))    IIff  yyoouu  qquuaalliiffyy  ffoorr  eexxeemmppttiioonn  ooff  tthhee  ppaayymmeenntt  ooff  aannyy  ffeeee,,  pplleeaassee  ssttaattee  tthhee  rreeaassoonn  ffoorr  

eexxeemmppttiioonn..  

 

Reason for exemption from payment of fees: 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 
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FORM C: REQUEST FOR ACCESS TO 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 your disability and indicate in which form the record is required. 

DDiissaabbiilliittyy::            FFoorrmm  iinn  wwhhiicchh  rreeccoorrdd  iiss  rreeqquuiirreedd::  

MMaarrkk  tthhee  aapppprroopprriiaattee  bbooxx  wwiitthh  aann  XX..  

NNOOTTEESS::  

((aa))    CCoommpplliiaannccee  wwiitthh  yyoouurr  rreeqquueesstt  ffoorr  aacccceessss  iinn  tthhee  ssppeecciiffiieedd  ffoorrmm  mmaayy  ddeeppeenndd  oonn  tthhee  

  ffoorrmm  iinn  wwhhiicchh  tthhee  rreeccoorrdd  iiss  aavvaaiillaabbllee..  

((bb))    AAcccceessss  iinn  tthhee  ffoorrmm  rreeqquueesstteedd  mmaayy  bbee  rreeffuusseedd  iinn  cceerrttaaiinn  cciirrccuummssttaanncceess..  IInn  ssuucchh  aa  ccaassee  

  yyoouu  wwiillll  bbee  iinnffoorrmmeedd  iiff  aacccceessss  wwiillll  bbee  ggrraanntteedd  iinn  aannootthheerr  ffoorrmm..  

((cc))    TThhee  ffeeee  ppaayyaabbllee  ffoorr  aacccceessss  ttoo  tthhee  rreeccoorrdd,,  iiff  aannyy,,  wwiillll  bbee  ddeetteerrmmiinneedd  ppaarrttllyy  bbyy  tthhee  ffoorrmm  

  iinn  wwhhiicchh  aacccceessss  iiss  rreeqquueesstteedd..  

 

11..  IIff  tthhee  rreeccoorrdd  iiss  iinn  wwrriitttteenn  oorr  pprriinntteedd  ffoorrmm::  

  ccooppyy  ooff  rreeccoorrdd**    iinnssppeeccttiioonn  ooff  rreeccoorrdd  

  
    

22..  IIff  rreeccoorrdd  ccoonnssiissttss  ooff  vviissuuaall  iimmaaggeess  --  ((tthhiiss  iinncclluuddeess  pphhoottooggrraapphhss,,  sslliiddeess,,  vviiddeeoo  rreeccoorrddiinnggss,,  

ccoommppuutteerr--ggeenneerraatteedd  iimmaaggeess,,  sskkeettcchheess,,  eettcc..))::  

  vviieeww  tthhee  iimmaaggeess    ccooppyy  ooff  tthhee  iimmaaggeess**  

  
  ttrraannssccrriippttiioonn  ooff  tthhee  

iimmaaggeess**  

33..  IIff  rreeccoorrdd  ccoonnssiissttss  ooff  rreeccoorrddeedd  wwoorrddss  oorr  iinnffoorrmmaattiioonn  wwhhiicchh  ccaann  bbee  rreepprroodduucceedd  iinn  ssoouunndd::  

  lliisstteenn  ttoo  tthhee  

ssoouunnddttrraacckk  ((aauuddiioo  

ccaasssseettttee))  

  ttrraannssccrriippttiioonn  ooff  

ssoouunnddttrraacckk**  ((wwrriitttteenn  

oorr  pprriinntteedd  ddooccuummeenntt))  

    

44..  IIff  rreeccoorrdd  iiss  hheelldd  oonn  ccoommppuutteerr  oorr  iinn  aann  eelleeccttrroonniicc  oorr  mmaacchhiinnee--rreeaaddaabbllee  ffoorrmm::  

  pprriinntteedd  ccooppyy  ooff  

rreeccoorrdd**  
  pprriinntteedd  ccooppyy  ooff  

iinnffoorrmmaattiioonn  ddeerriivveedd  

ffrroomm  tthhee  rreeccoorrdd**  

  ccooppyy  iinn  ccoommppuutteerr  

rreeaaddaabbllee  ffoorrmm**  ((ccoommppaacctt  

ddiisscc))  

 

G. Particulars of right to be exercised or protected 

IIff  tthhee  pprroovviiddeedd  ssppaaccee  iiss  iinnaaddeeqquuaattee,,  pplleeaassee  ccoonnttiinnuuee  oonn  aa  sseeppaarraattee  ffoolliioo  aanndd  aattttaacchh  iitt  ttoo  tthhiiss  

ffoorrmm..  TThhee  rreeqquueesstteerr  mmuusstt  ssiiggnn  aallll  tthhee  aaddddiittiioonnaall  ffoolliiooss..  

 

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: 
_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________ 
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FORM C: REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY 

H. Notice of decision regarding request for access 

YYoouu  wwiillll  bbee  nnoottiiffiieedd  iinn  wwrriittiinngg  wwhheetthheerr  yyoouurr  rreeqquueesstt  hhaass  bbeeeenn  aapppprroovveedd  //  ddeenniieedd..  IIff  yyoouu  wwiisshh  ttoo  

bbee  iinnffoorrmmeedd  iinn  aannootthheerr  mmaannnneerr,,  pplleeaassee  ssppeecciiffyy  tthhee  mmaannnneerr,,  aanndd  pprroovviiddee  tthhee  nneecceessssaarryy  

ppaarrttiiccuullaarrss  ttoo  eennaabbllee  ccoommpplliiaannccee  wwiitthh  yyoouurr  rreeqquueesstt..  

 

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

_____________________________________________________________________________________ 

YOU MUST  

1. Complete all necessary spaces  

2. Sign the access request form Sign  

3. Sign additional folios completed 

SEND WITH THIS APPLICATION 

1. The request fee  

2. Any additional folios completed 

3. Copy of Identity Document 

 

Signed at __________________________. this day______ of __________________ year _______. 

 

 

 ____________________________ 

SIGNATURE OF REQUESTER /  

PERSON ON WHOSE BEHALF REQUEST IS MADE 
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ANNEXURE B 

Prescribed Fees 

  

DDeessccrriippttiioonn  

  

RRaanndd    

1 TThhee  ffeeee  ffoorr  aa  ccooppyy  ooff  tthhee  mmaannuuaall  aass  ccoonntteemmppllaatteedd  iinn  rreegguullaattiioonn  99((22))((cc))  --  ffoorr  eevveerryy  

pphhoottooccooppyy  ooff  aann  AA44--ssiizzee  ppaaggee  oorr  ppaarrtt  tthheerreeooff..  
11..1100  

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

(a) FFoorr  eevveerryy  pphhoottooccooppyy  ooff  aann  AA44--ssiizzee  ppaaggee  oorr  ppaarrtt  tthheerreeooff  11,,1100  

((bb))    FFoorr  eevveerryy  pprriinntteedd  ccooppyy  ooff  aann  AA44--ssiizzee  ppaaggee  oorr  ppaarrtt  tthheerreeooff  hheelldd  oonn  aa  ccoommppuutteerr  oorr  

iinn  eelleeccttrroonniicc  oorr  mmaacchhiinnee  rreeaaddaabbllee  ffoorrmm  
0.75 

(c) For a copy in a computer-readable form on - 

((iiii))  ccoommppaacctt  ddiisscc  70.00 

((dd))((ii))  FFoorr  aa  ttrraannssccrriippttiioonn  ooff  vviissuuaall  iimmaaggeess,,  ffoorr  aann  AA44--ssiizzee  ppaaggee  oorr  ppaarrtt  tthheerreeooff  40.00 

((iiii))  FFoorr  aa  ccooppyy  ooff  vviissuuaall  iimmaaggeess  60.00 

((ee))((ii))  FFoorr  aa  ttrraannssccrriippttiioonn  ooff  aann  aauuddiioo  rreeccoorrdd,,  ffoorr  aann  AA44--ssiizzee  ppaaggee  oorr  ppaarrtt  tthheerreeooff  20.00 

((iiii))  FFoorr  aa  ccooppyy  ooff  aann  aauuddiioo  rreeccoorrdd  30.00 

33  TThhee  rreeqquueesstt  ffeeee  ppaayyaabbllee  bbyy  aa  rreeqquueesstteerr,,  ootthheerr  tthhaann  aa  ppeerrssoonnaall  rreeqquueesstteerr,,  rreeffeerrrreedd  

ttoo  iinn  rreegguullaattiioonn  1111((22))  
50.00 

44  TThhee  aacccceessss  ffeeeess  ppaayyaabbllee  bbyy  aa  rreeqquueesstteerr  rreeffeerrrreedd  ttoo  iinn  rreegguullaattiioonn  1111((33))  aarree  aass  ffoolllloowwss:: 

4.1(a)  FFoorr  eevveerryy  pphhoottooccooppyy  ooff  aann  AA44--ssiizzee  ppaaggee  oorr  ppaarrtt  tthheerreeooff 11,,1100 

((bb))    FFoorr  eevveerryy  pprriinntteedd  ccooppyy  ooff  aann  AA44--ssiizzee  ppaaggee  oorr  ppaarrtt  tthheerreeooff  hheelldd  oonn  aa  ccoommppuutteerr  oorr  

iinn  eelleeccttrroonniicc  oorr  mmaacchhiinnee  rreeaaddaabbllee  ffoorrmm  
0.75 

(c) For a copy in a computer-readable form on -  

((iiii))  ccoommppaacctt  ddiisscc  70.00 

((dd))((ii))  FFoorr  aa  ttrraannssccrriippttiioonn  ooff  vviissuuaall  iimmaaggeess,,  ffoorr  aann  AA44--ssiizzee  ppaaggee  oorr  ppaarrtt  tthheerreeooff  40.00 

((iiii))  FFoorr  aa  ccooppyy  ooff  vviissuuaall  iimmaaggeess  60.00 

((ee))((ii))  FFoorr  aa  ttrraannssccrriippttiioonn  ooff  aann  aauuddiioo  rreeccoorrdd,,  ffoorr  aann  AA44--ssiizzee  ppaaggee  oorr  ppaarrtt  tthheerreeooff  20.00 

((iiii))  FFoorr  aa  ccooppyy  ooff  aann  aauuddiioo  rreeccoorrdd  30.00 

((ff))  TToo  sseeaarrcchh  ffoorr  aanndd  pprreeppaarree  tthhee  rreeccoorrdd  ffoorr  ddiisscclloossuurree,,  RR3300,,0000  ffoorr  eeaacchh  hhoouurr  oorr  ppaarrtt  ooff  aann  

hhoouurr  rreeaassoonnaabbllyy  rreeqquuiirreedd  ffoorr  ssuucchh  sseeaarrcchh  aanndd  pprreeppaarraattiioonn.. 

44..22  FFoorr  ppuurrppoosseess  ooff  sseeccttiioonn  5544((22))  ooff  tthhee  AAcctt,,  tthhee  ffoolllloowwiinngg  aapppplliieess::  

((aa))  SSiixx  hhoouurrss  aass  tthhee  hhoouurrss  ttoo  bbee  eexxcceeeeddeedd  bbeeffoorree  aa  ddeeppoossiitt  iiss  ppaayyaabbllee;;  aanndd  

((bb))  oonnee  tthhiirrdd  ooff  tthhee  aacccceessss  ffeeee  iiss  ppaayyaabbllee  aass  aa  ddeeppoossiitt  bbyy  tthhee  rreeqquueesstteerr  

44..33  TThhee  aaccttuuaall  ppoossttaaggee  iiss  ppaayyaabbllee  wwhheenn  aa  ccooppyy  ooff  aa  rreeccoorrdd  mmuusstt  bbee  ppoosstteedd  ttoo  aa  rreeqquueesstteerr  

 


