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THE PROMOTION OF ACCESS TO INFORMATION ACT, 2 OF 2000 (AS AMENDED)

The purpose of PAIA is to give effect to the constitutional right of access to any information held
by the State and any information that is held by another person and that is required for the
exercise or protection of any rights. PAIA was enacted in order to foster a culture of transparency
and accountability in public and private bodies by giving effect to the right of access to information
and in order to actively promote a society in which the people of South Africa have effective
access to information to enable them to more fully exercise and protect all of their rights.

PAIA applies to records of a private body, which records are defined in section 1 of PAIA as any
recorded information, regardless of form or medium, in the possession or under the control of the
private body and whether or not it was created by that private body.

Our firm is a private body as defined in section 1 of PAIA.

in terms of section 50 of PAIA, a requester must be given access to any record of the private body
if that record is required for the exercise or protection of any rights, the requester complies with
the requirements relating to a request for access to the record and access to the record is not
refused on any ground(s) contemplated in chapter 4 of PAIA (sections 62-70), namely:

o Mandatory protection of privacy of a third party who is a natural person;

e Mandatory protection of commercial information of a third party;

» Mandatory protection of certain confidential information of a third party;

e Mandatory protection of safety of individuals and protection of property;

e Mandatory protection of records privileged from production in legal proceedings;

e Commercial information of a private body;

e Mandatory protection of research information of a third party, and protection of research
information of private body;

e Mandatory disclosure in public interest.



BISSET BOEHMKE MCBLAIN

Our firm conducts business as a partnership of attorneys, notaries and conveyancers.

CONTACT DETAILS - SECTION 51(1){a)(i) AND (ii) OF PAIA

Name of Firm:

Bisset Boehmke McBlain

Street Address:

4t Floor, 45 Buitengracht Street, Cape Town,
8001

Postal Address:

P O Box 76, Cape Town, 8000

Managing Partner / Information Officer

Mr Albin Wagner

Contact Person:

Mr Albin Wagner

Tel Number:

+27 (0)21 441 9800

Email Address:

compliance@bissets.com

Website Address:

www.bissets.com

THE SECTION 10 GUIDE ON HOW TO USE PAIA COMPILED BY THE SOUTH AFRICAN
HUMAN RIGHTS COMMISSION AND UPDATED BY THE INFORMATION REGULATOR -

SECTION 51(1)(b)(i) OF PAIA

The South African Human Rights Commission has compiled a Guide in terms of section 10 of
PAIA, which as of 1 July 2021 shall be updated and published by the Information Regulator at
intervals of not more than two years. The Guide is available from the offices of the Information

Regulator and any queries or complaints can be directed to:

The Information Regulator
Physical Address:

Woodmead North Office

Park,54 Maxwell Drive, Woodmead,

Johannesburg, 2191Postal Address: P O Box 31533, Braamfontein, Johannesburg, 2001

Telephone: +27 10 023 5200
Fax: 086 5003 351
Website: https://www.justice.qov.za/inforeq

inforeg@justice.gov.za

E-mail (enquiries):
E-mail (complaints):

PAIAComplaints@inforequlator.org.za




NOTICE — SECTION 51(1)(b)(ii) READ WITH SECTION 52(2) OF PAIA

The publishing of notices in terms of section 52(2) of PAIA, dealing with the categories of records
of the body which are available without a person having to request access in terms of PAIA has

been repealed by section 110 of POPIA.

All records of our firm which are automatically available and accessible to any person are

contained on our firm’s website (www.bissets.com).

RECORDS HELD BY OUR FIRM

Departmental records Subject

Human resources records s Past and current staff records

¢ Employment contracts

e Staff policies and procedures
e Health and safety records

e Salary and wage records

¢ Disciplinary records

Firm records e Records of past and current partners

» Audited financial statements

e Tax and levy records

¢ |nvestment accounts

¢ Management accounts

e Contracts with suppliers

e Trust and business account
information

» Fidelity fund certificates

¢ Budgets

e Correspondence, e-mails, backups

o Bank statements

s Internal policies

Client records ¢ Client files and records [

Practice promotion o Practice promotion strategies




Client database
Media releases

Brochures and seminar information

Records required to be held by our firm in
terms of other legislation (section 51(1)(b)(iii)
of PAIA) — all Acts to be read in conjunction

with the respective Regulations thereto

Attorneys Act 53 of 1979

Income Tax Act 58 of 1962
Value-Added Tax Act No 59 of 1991
Unemployment Insurance Act 30 of
1966

Basic Conditions of Employment Act
75 of 1997

Broad-Based Black Economic
Empowerment Act 53 of 2003
Employment Equity Act 55 of 1988
Compensation  for  Occupational
Injuries and Diseases Act 130 of 1993
Skills Development Levies Act 9 of
1999

Skills Development Act 97 of 1998
Promotion of Access to Information Act
2 of 2002

Administration of Estates Act 66 of
1965

Credit Agreements Act 75 of 1980
Insurance Act 27 of 1943

Post Office Act 44 of 1958

Usury Act 73 of 1968

Legal Practice Act 28 of 2014
Protection of Personal information Act
4 of 2013

Electronic  Communications  and
Transactions Act 25 of 2002

Financial Intelligence Centre Act 38 of
2001




’7 e Labour Relations Act 66 of 1995

¢ Occupational Health and Safety Act 85
of 1993

¢ Pension Funds Act 24 of 1956

APPLICATION OF POPIA — SECTION 51(1)(c) OF PAIA

In terms of POPIA, our firm is a Responsible Party who determines the purpose of and means for
processing of personal information of data subjects as defined in section 1 of POPIA. Whereas
our firm’s obligations under POPIA are addressed in our Privacy Policy (available on our website
www.bissets.com), under PAIA we are required to deal with certain aspects of data processing in

this Manual.
PURPOSE OF PROCESSING -- SECTION 51(1)(c)i) OF PAIA

in order to interact with data subjects, to fulfil contractual obligations, to provide assistance, to
comply with all legal obligations imposed on us and/or in instances in which our firm pursues a

legitimate interest, it is necessary for our firm to process personal information.

Our firm may process personal information of data subjects for various reasons, including, but not

limited to, the following:

¢ to address enquiries and to follow up on leads on prospective clients;

e to provide legal services to clients;

o to give effect to mandates from clients;

¢ to give effect lo contracts with third parties/operators;

¢ to give effect to employment contracts with our staff,

e to give effect to and manage our relationships with suppliers;

o for purposes of recruitment;

¢ to obtain or provide quotations;

e in the administration of our website and social media platforms (Facebook, Linkedin,
WhatsApp);



e to maintain employment records, to comply with labour, tax, pension fund and other applicable
legislation and to give effect to employment agreements;,

e to comply with applicable overarching legislation (such as the Financial Intelligence Centre
Act).

Any objection to the processing of personal information by our firm in terms of section 11(3) of
POPIA should be made in the prescribed form as set out in annexure “A” hereto and submitted

to our Information Officer by hand or e-mail.

Any request for the correction or deletion of personal information or for the destruction or deletion
of a record of personal information in terms of section 24(1) of POPIA should be made in the
prescribed form as set out in annexure “B” hereto and submitted to our Information Officer by

hand or e-mail.
CATEGORIES OF DATA SUBJECTS — SECTION 51(1)(c)ii) OF PAIA

It is anticipated that our firm may process the following types of data of the various categories of

data subjects listed below.

Category of Data Subjects Information Processed
Individuals (clients, potential clients, other) Name, surname, ldentity Number or passport
number, date of birth, age, marital status,

citizenship, telephone numbers, e-mail
address, physical and postal addresses,
income tax number, financial information,
banking information (including account
numbers), FICA documentation, CCTV

footage, etc.

Juristic persons (clients, potential clients, | Entity name, registration number,
other) director/member/accountant/auditor/liquidator
details, tax-related information, contact details

for representatives, banking information




(including account  numbers), FICA
documentation, VAT registration details, etc.

Partners and employees of the firm

Name, surname, ldentity Number or passport
number, contact details, physical and postal

address, date of birth, age, marital status,
race, disability information, employment
history, criminal background checks, CV,
education history, banking details, income tax
reference number, remuneration and benefit
information, pension fund information, health
information, details related to performance,
disciplinary procedure information, CCTV

footage, etc.

Third party operators and suppliers

Company registration details, ldentity
Numbers / passport numbers, BBBEE
certificates, tax clearance, income tax and
VAT registration details, payment information
including bank account numbers, invoices,
contractual agreements, Fidelity Fund
certificates, addresses, contact details, CCTV

footage, etc.

Potential employees/jobseekers

Name, surname, Identity Number or passport
number, contact details, physical and postal
address, date of birth, age, marital status,
race, disability information, employment |
history, criminal background checks, CV,
education history, CCTV footage, etc.

RECIPIENTS/CATEGORIES OF RECIPIENTS - SECTION 51(1)(c)(iii) OF PAIA

In the course and scope of our interactions or relationships with various parties/persons (data

subjects) personal information may be transferred to and stored by third parties and/or operators,

who may be local or foreign.



Where the personal information of a data subject is entrusted to a third party (operator) by our
firm we are required under POPIA to enter into a written agreement with the operator to ensure
that adequate security measures are established and maintained by the operator in relation to the
integrity and confidentiality of the data subject’s personal information.

PLANNED TRANSBORDER FLOWS OF PERSONAL INFORMATION - SECTION 51(1)(c)iv)
OF PAIA

Where personal information is transferred to or stored by a third party and/or operator in a foreign
country by our firm we undertake to do all that is reasonably possible to ensure that the level of
protection afforded to the personal information shall be at least that provided by us within the
prescripts of any data protecticn laws (including POPIA) applicable in the Republic of South

Africa.
SECURITY SAFEGUARDS - SECTION 51(1)(c)(v) OF PAIA

Our firm secures the integrity and confidentiality of personal information in our possession or
under our control by taking appropriate, reasonable technical and organisational measures to
prevent loss of, damage to or unauthorised destruction of personal information and unlawful
access to or processing of personal information. Our firm takes all reasonable measures to
ensure that personal information is processed securely, including but not limited to:

e restricting physical and digital access to personal information to those authorised to be in
possession thereof;

« entering into written agreements with third parties/operators to whom personal information is
entrusted by us to ensure that it receives adequate protection;

o installing anti-virus and anti-ransomware software on its servers, desktops and laptops, which
are password protected, and ensuring that all software is updated on a daily basis; and

e ensuring that we regularly revise our security strategies and safeguards to prevent

unauthorised access to personal information.



REQUESTING ACCESS TO A RECORD - SECTION 63 OF PAIA

A request for access to a record must be made in the prescribed form as set out in annexure “«c”
hereto. All requests are to be addressed to our firm’s Information Officer and delivered to our

physical address or transmitted by fax or e-mail.
FEES PAYABLE - SECTION 54 OF PAIA

A data subject has the right to request our firm to confirm, without charge, if our firm holds personal
information about the data subject as prescribed in terms of POPIA.

All requests for access to records are subject to the following prescribed fees:

e arequest fee, being an administrative fee payable prior to the processing of a request;

and
e an access fee, being a fee relating to the costs of reproduction of the record, payable prior

to the reproduction of the record.

Should the search for and preparation of a requested record, in the opinion of our firm, require
more than the hours prescribed for this purpose in terms of the Regulations to PAIA then payment
of a deposit may be requested by us. This deposit shall not exceed one third of the access fee
which will be payable if the request is granted. The requester may approach the Information
Regulator or the court, where applicable, should the need for payment of a deposit be disputed.

A requester whose request for access to a record has been granted must pay an access fee for
the reproduction of, search for and preparation of the record 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 requested form.

A schedule of the prescribed request and access fees as at date of preparation of this Manual is

annexed hereto marked annexure “D”.
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APPLICABLE TIME PERIODS FOR REQUESTS — SECTIONS §6(1) AND 57(1) OF PAIA

As soon as reasonably possible, but not longer than 30 (thirty) days after a request for a record
has been received by us, our firm shall provide the requester with its decision on whether or not

to grant such request.

The aforesaid period of 20 (thirty) days may be extended by a further period not exceeding 30
(thirty) days as provided for in terms of section 57(1) of PAIA.

DECISION ON REQUEST — SECTIONS 56(2) TO (3) AND 58 OF PAIA

If a request for access to a record is granted our firm shall provide the requester with written notice
of the access fee payable and the form in which access will be provided.

If a request for access to a record is denied our firm shall provide written reasons for refusal,

which shall exclude reference to the content of the record.

Should our firm fail to provide a requester with a decision within the time periods stipulated in

PAIA a request sheuld be regarded as having been refused.

Any written notice provided by our firm in response to a request shall set out the procedure to be
followed by the requester to lodge a complaint to the Information Regulator or make application

to court based on the outcome of our decision.
GROUNDS FOR REFUSAL OF ACCESS TO RECORDS — SECTIONS 62 TO 70 OF PAIA
As stated above, our firm may refuse access to records on the grounds listed in chapter 4 of PAIA.

However, despite the provisions of chapter 4, our firm must grant a request for access to a record
held by us if the disclosure of the record would reveal evidence of a substantial contravention of,
or failure to comply with the law, or imminent and serious public safety or environmental risk and
the public interest in the disclosure of the record clearly outweighs the harm contemplated by the

ground(s) for refusal.

11



GRIEVANCE PROCEDURE TO BE FOLLOWED BY REQUESTER - SECTIONS 77A AND 78
OF PAIA

A requester or any other interested party aggrieved by a decision relating to the refusal of a
request for access, the fee payable, the extension of the period to deal with a request or the form
of access may, where permissible, submit a complaint to the Information Regulator. This
complaint should be submitted within 180 (one hundred and eighty) days of our firm’s decision.

A requester or other interested party may, after exhausting the complaints procedure laid out in
77A of PAIA and who is aggrieved by any decision made by our firm or the Information Regulator
may, within 180 (one hundred and eighty) days, apply to court for appropriate relief as provided
for in terms of section 82 of PAIA.

AVAILABILITY AND UPDATING OF THIS MANUAL — SECTION 51(2) TO (3) OF PAIA

The Information Officer shali ensure that this Manual is updated on a regular basis.

This Manual shall be made available on our website (www.bissets.com), at our physical offices

during normal business hours or to any person upon the payment of a reasonable amount for a
physical copy thereof. This Manual shall also be made available to the Information Regulator

upon request.

Sighed at Cape Town on this Z—z day of j‘-(f\ﬁ 202%

A

ﬁh__,./\___ﬂff —

A A WAGNER
(Information Officer)
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Annexure “A”
FORM 1

OBJECTION TC 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, 2018
[Regutation 2]

Nofe:

1 Affidavils or other documentary evidence as applicable in support of the objection may be
aftached.

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

3 Complete as is applicable.

R Codel )
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signed al .. oo ceceemeeeens IS e dBYOF 20

Signature of data subjectidesignated person
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FORM 2 Annexure “B”

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 NOC.
4 OF 2013)

REGULATIONS RELATING TO THE PROTECTION OF PERSONAL INFORMATION, 2018
[Regquiation 3}

Note:

1 Affidavits or other documeniary evidence as applicable in support of the request may be atfached.

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

3 Complete as is applicable.

Mark the appropriate box with an "x".

Requestfor: v

-Comection or deiefion of the personal information about the data subject which is in
| possession or under the conirol of the responsible party.

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

L . o Tag T Mt " GETHED
. DETAILSOFTHEL

[ Tl A o aduacaigt

Rl AL

Nap s) and sumamel

registered name of data

Code( )

ESPONSBLEPARTY

: ARTEY. 5
e e e e s TR e IR T T W RA N (1] U e ¢

“Code( )

Contadnumbd(s’]:: e
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SIGNEQ at .o T o Y O ESEERRRIET. || AL

Signature of data subject/ designated person
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FORMC , Annexure “C”
REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY
{Saction 53(1) of the Fromotion of Access to Information Act, 2000 (Act Na. 2 of 2000))
[Ragulation 10]

A. Farticulars of private body

B. Particulars of person requesting access to the recond

{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 mads, i applicable, must be attached.

FL NATIESE BYNE SUITEEITIR. oo oo oesaesmms oo esmsomseema o= eem e o ome Sem e e omn com mrme o = Sms o sk e £t £ @2 o e o= s m e

Identity rsmber: | | I l | ] ‘ | I | [ I I

Telephone number { ) s ere Tl Fao mUMBET (o e

E-mail address: L e e T e e e

Capacity in which request iz made, when made on behaff of anciher person:

©. Particulars of pergon on whose behslf raquest is mada

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

wonmynwmber [ | | [ [ [ [ [ [ [ [ [ |
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D. Parficutars of recard:

(=) Provide full pasticidans of the recoid to which acoess bs requested, induding e referance fumber if thal is known o
you, fo enabla the nscaord 1o ba lotated. ,

(b) K the povided epace is inadequats, please continue on a separata folio and attach i to this form. The mequasier
must sign 2l the addiional falios. =

1. Dascriplion of recad or refevant pert of the record:

SRS TR PR DT RS ST L RPEE PR TRETL SR LA R R SR SRS SRS S A A A bk bbb S

2 Refarence rusmber, T available:
3. Any further particulars of recond:

— —— - - . - - PP - - - v - sararw -

E. Fags

= A request for access Io & record, olher than a record contgining pe | infommation sbodl X, wil bs
procassed only after & requast fea has been paid.

3] You will b nolified of the smount reguined to be paid as the request fee.

[c) mmeahmhaMMMmMMmmemmhmm
raquirsd to search for and prepere o recont.

{d) ¥ you qualify for examption of the payment of any fee, please stale the reason for exemption.

Raason for examplion from payment of fees:

..................................................................................................................................................................

..................................................................................................................................................................
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F. Farm of act&as I recond

1! you ane proyamisd by 3 dissbility b need, wiew oF flabier 4o e record in e ferm of sosmes provided Tor o § 10 4 bekw,
st wour diesbilty srd Indicate i which T The record it redquired,

CHasbiligy: Foammi in el reosed is requved:
Miark B apprograbe Bak wilh sm )

Mﬂmzpﬂmmmmmmqmtmmmmwﬁed'mMdepmmmmmwﬁﬂmm‘mdm
ol akE.

| (b Ausbeas b the Toame neduessiad sy b pedused iy cortaln cicumstiances. In sl & cate poil will be anfonved 2

| ;eoess will ba granted in snolher R ‘

(5} The Tea payable for actaas b the reeond, If any, will be delermined partly by e Soares anh adicly Siterss i pedalestid.

4. i tha recard i i written or pirinied Form:
copy of resord® inspiaetion of resoed

2 ¥ repord consixts of vinusl Images -
{ihis inciudies photographa, sldes, video recondings, compubse-gensrated imagod, akatchies, Me):
vigsw the images copy o he imagas” [ ramedption o e
I ™
3. If recond conaists of raeadda wonds oF infarmation which can ba raprodacad in soind:
Tister b thie sourniesch, iranasription of soundnas’
[BUdES cAsaaiie) ’ (writied ar pininbed dociient)
4. K recond 13 badd on compuisr oF in 2n slectronic oF machinsruadabia forme
prinbed oopy of fesord” prirthad copy of infomiation eopy Iy corfplher
dderiyed trom the: Facodd” ressicdabvia Tomn™ o
[stilty of enmpact dss)

*If yois resussted & copy o Uanscriplion of & record {abova), do you wish the copy of | YES MO
franserption fo be posted 10 you'? :
Pestage s popable,

G. Particidars ol gt & ba anercissd or protectsd

H tha proiided apaes 18 Inadequalis, phadine Eoibail e O & Baparais Tobic afd SRach i by this Toa.
The racuesber missd sign all Bee addifonsl folics.

1. Incticate which fght |5 ic be axafeised o protecied.
2. Exghsini wh the record requested s reduired 1o the axsitise of protection of e shorerentioned night

- 5 A akErd = B B0 BB e A2 D B % 7 B B B MM B e B N KB E R R m A A 8 4 ML 6 o 4 =8 3NN B AN N XN A e R nd Y meen
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H. Notice of declsion regarding request for access

You will be nofified 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 paiticutars to enable compliance with your request.

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

.................................................................................................................................................................

SIGNATURE -OF REQUESTER/
PERSON ON WHOSE BEHALF REQUEST 15 MADE
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Feed in respect of private Dodies

[ Tha fae fof 3 copy oF e Mmankal ag conempalad in (o ulabo
R1.80 far every shomcegy of an &4-czs page of part thereol.

2 Tha fess for vaproduction refarmd o I oopalitcn 1k, are ax Tollows:

n
T3] Far evary photocopy of an A4-52) Rage of part thavenf ;J.-:lu
s Tl
fc2 For a oapy in 3 compuiapegaiania form o

(i) iy disc 7.50

{a] compact dike ?B.M:
(A1 [ij Fora tramscrpion of veLal mmeges, for an Ad-size page o an0d

{w] For a ctipy o visual images ;Mﬂ

7e] [ For s tronserpiion of an scdio retord, for en Ad-siae page or
bart thereal

Soac

{&] Fora copy of an Sude fepoard 30.00
3 Tha request Tae pavabie by 8 (RQuECTEr, aheT than 3 personal capeaswer,
raferead €0 we (2 gt 1302] & R50.00.
& Tho pooess fows 0awabie by 3 sequester relerred T in gog
Tadaome:
| 8
fi] faj For @ugyy pRoboopy of an Ad-L20 nEge oF pairt thaseal 1.10

@ COmpUTEr oF In eXICivarac oF maching~raadatia forme

[ For ewary prnted copy of an Ad-size pago or pavt tharead hald on lo7s

{€3 Fad 3 £opy In & Com@ubE Ieadates fonm. on

)ty disc

7.50

(%} coerpact dise

Jo.ne

(@) (§ For B LranscAption of vEwLsl mmBges, for an Ad-3ie page o [<0.00

pait themal . , ‘
(i} For & copy of visusl iregus ca00
77 (j For 3 tranacripkion of Bh audio recond, for &n Aé-$i28 PAGE o 0,00
hart thereal
(i} For 2 copy of BA audio recom e

{1 Tesearch for and propave the Fesoed fer disclasure, RIDO0 for
wach hour oF part of ain howr Reasonalily mequived v slch Sedmh
SNt prepasation.

{2] For purposes of suction S4(2) of the Aok ihe Todawing applivs:

fa) Six feurs as th hours to be exceedsd befek 2 depesit &
payabh; and

[B] oee thied of Ehe 3ccoss FeE is payaRiR 35 3 B2QASK by th
requasher, :

{3) Tha actual pastage I payadie when & copy of 2 racerd missk B pocbed
© b @ nequastay.
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