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DEFINITIONS AND INTERPRETATION 
SOLIDitech (PTY) Ltd means SOLIDitech, South Africa, registration number 

2001/006665/07; 

Conditions for Lawful Processing means the conditions for the lawful processing of 
Personal Information as fully set out in chapter 3 of POPIA and in paragraph 12.1 of this 
Manual; 

Constitution means the Constitution of the Republic of South Africa, 1996; 

Customer refers to any natural or juristic person that received or receives services from 
SOLIDitech; 

Data Subject has the meaning ascribed thereto in section 1 of POPIA; 

Information Officer means the duly appointed chief operating officer (as defined in 
section 1 of PAIA) of SOLIDitech, being Manuel Antony De Jesus; 

Manual means this manual prepared in accordance with section 51 of PAIA and 
regulation 4(1) (d) of the POPIA Regulations; 

PAIA means the Promotion of Access to Information Act 2 of 2000; 

Personal Information has the meaning ascribed thereto in section 1 of POPIA; 

POPIA means the Protection of Personal Information Act 4 of 2013 of South Africa; 

POPIA Regulations mean the regulations promulgated in terms of section 112(2) of 
POPIA; 

Processing has the meaning ascribed thereto in section 1 of POPIA; 

Responsible Party has the meaning ascribed thereto in section 1 of POPIA; 

Record has the meaning ascribed thereto in section 1 of PAIA and includes Personal 
Information; 

Requestor has the meaning ascribed thereto in section 1 of PAIA; 

Request for Access has the meaning ascribed thereto in section 1 of PAIA; and 

SAHRC means the South African Human Rights Commission. 

 

SOLIDitech                                 www.soliditech.com                                 Page 4 of 21 

 

http://www.soliditech.com


 

MANUAL FOR THE BUSINESS 

(IN TERMS OF SECTION 51 OF THE 
PROMOTION OF ACCESS TO INFORMATION 

ACT 2 OF 2000) 
 

1​ PREAMBLE 
The Promotion of Access to Information Act was promulgated in March 2001. The Act 
was put in place in order to actively promote a society in which the people of South 
Africa have effective access to information which enables them to more fully exercise 
and protect their rights. The promulgation of the Act was also designed to foster a 
culture of transparency and accountability in Public and Private Bodies as defined. This 
Manual has been prepared in accordance with Section 51 of the Promotion of Access to 
Information Act, No 2 of 2000. 

2​ INTRODUCTION TO SOLIDITECH (PTY) LTD  
(Reg no: 2001/006665/07) 
SOLIDitech (Pty) Ltd is engaged in software development. We as a private body have 
compiled this manual, not only to comply with the provisions of the Act, but also to 
foster a culture of transparency and accountability in our environment and to ensure 
that members of the public have effective access to information in our possession which 
will assist them in the exercise and protection of their rights. 

Inside these pages you will be able to view the categories of information which we 
possess. You will also be shown the correct procedure to follow should you require 
access to any of this information. 
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3​ INTRODUCTION TO PAIA AND POPIA 
3.1​ PAIA was assented to on 2 February 2000 and commenced on 9 March 2001. The 

fundamental purpose of PAIA is to give effect to section 32 of the Constitution, being the 
constitutional right of access to any information held by the State or by another person 
and that is required for the exercise or protection of any rights. Where a Request for 
Access is made in terms of section 50 of PAIA, the Private Body to which the request is 
made is obliged to release the Record, except where PAIA expressly provides that the 
Record may or must be withheld. PAIA sets out the requisite procedures to be followed 
by a Requester when making a Request for Access. 

3.2​ POPIA was assented to on 26 November 2013. Broadly, the purpose of POPIA is to give 
effect to section 14 of the Constitution, being the constitutional right to privacy by 
protecting Personal Information and regulating the free flow and processing of Personal 
Information. POPIA set minimum conditions which all Responsible Parties must comply 
with so as to ensure that Personal Information is respected and protected. These 
minimum conditions are the Conditions for Lawful Processing and are more fully 
described in paragraph 12.1 of this Manual. 

4​ PURPOSE OF THE MANUAL 
4.1​ This manual intends to give effect to the objective of the act to establish mechanisms 

and procedures to enable persons to obtain access to records of the Business as swiftly, 
inexpensively and effortlessly as reasonably possible and to promote transparency, 
accountability and effective governance. 

4.2​ The purpose of this Manual is to contain all the information as prescribed in article 51(1) 
of the Act in sufficient detail to facilitate a request for access to records of the Business. 

4.3​ This manual does not intend to comprehensively deal with all possible procedures and 
conditions provided for in the Act. Persons who want to request access to information 
are advised to familiarize themselves with the provisions of the Act. 

4.4​ A requester must bear in mind that the right of access to the records of the Business 
may be limited to the extent that limitations are reasonable and justifiable, including but 
not limited to, limitations aimed at the reasonable protection of privacy, commercial 
confidentiality and effective, efficient and good governance, in an open and democratic 
society based on human dignity, equality and freedom as contemplated in section 36 of 
the Constitution. 

5​ CONTACT DETAILS  
(SECTION 51(1)(A)) 

Information Officer: Manuel Antony De Jesus 

Deputy Information Officer: Lee Anne Goldschmidt 

Postal and Street Address: 105 Queen Victoria Street, Claremont, 7708 

Tel number: 087 804 0578 

E-mail: compliance@soliditech.com 
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6​ GUIDE ON HOW TO USE THE ACT  
(SECTION 51(1)(B)) 

6.1​ 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. 

6.2​ The Guide is available in each of the official languages and in braille. 

6.3​ The aforesaid Guide contains the description of-  

6.3.1​ the objects of PAIA and POPIA; 

6.3.2​ the postal and street address, phone and fax number and, if available, electronic 
mail address of- 

●​ the Information Officer of every public body, and 

●​ every Deputy Information Officer of every public and private body designated 
in terms of section 17(1) of PAIA and section 56 of POPIA; 

6.3.3​ the manner and form of a request for- 

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

●​ access to a record of a private body contemplated in section 50; 

6.3.4​ the assistance available from the IO of a public body in terms of PAIA and POPIA; 

6.3.5​ the assistance available from the Regulator in terms of PAIA and POPIA; 

6.3.6​ 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- 

●​ an internal appeal (see applicable Internal Appeal Form as per Appendix C); 

●​ a complaint to the Regulator; and 

●​ an application with a court against a decision by the information officer of a 
public body, a decision on internal appeal or a decision by the Regulator or a 
decision of the head of a private body; 

6.3.7​ the provisions of sections 14 and 51 requiring a public body and private body, 
respectively, to compile a manual, and how to obtain access to a manual; 

6.3.8​ the provisions of sections 15 and 52 providing for the voluntary disclosure of 
categories of records by a public body and private body, respectively; 

6.3.9​ the notices issued in terms of sections 22 and 54 regarding fees to be paid in 
relation to requests for access; and 

6.3.10​the regulations made in terms of section 92 

6.4​ 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. 

6.5​ The Guide can also be obtained- 
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6.5.1​ upon request to the Information Officer; 

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

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

6.6.1​ English 

6.6.2​ Afrikaans 

 

7​ CATEGORIES OF RECORDS OF SOLIDITECH  
WHICH ARE AVAILABLE WITHOUT A PERSON HAVING TO REQUEST ACCESS ​
(SECTION 51(1)(C)) 

 

Category of 
records 

Types of the Record  Available on 
Website  

Available upon 
request  

Company 
Information 

●​ Identifying Information 
●​ Contact Information 
●​ Role-specific Information 
●​ Address Information 
●​ Demographic Information 
●​ Social Professional 

Information 

✅  

Recruitment 
Information 

●​ Identifying Information 
●​ Contact Information 
●​ Role-specific Information 
●​ Address Information 
●​ Demographic Information 
●​ Social Professional 

Information 

 ✅ 

Marketing 
Information 

●​ Identifying Information 
●​ Contact Information 
●​ Role-specific Information 
●​ Address Information 
●​ Demographic Information 
●​ Social Professional 

Information 

 ✅ 

Employment 
Information 

●​ Identifying Information 
●​ Contact Information 
●​ Role-specific Information 
●​ Address Information 
●​ Demographic Information 
●​ Social Professional 

Information 
●​ Financial Information 
●​ Sensitive Demographic 

Information 

 ✅ 
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Client 
Information 

●​ Identifying Information 
●​ Contact Information 
●​ Role-specific Information 
●​ Address Information 
●​ Demographic Information 
●​ Social Professional 

Information 
●​ Financial Information 

 ✅ 

 
8​DESCRIPTION OF THE RECORDS OF SOLIDITECH  

WHICH ARE AVAILABLE IN ACCORDANCE WITH ANY OTHER LEGISLATION ​

(SECTION 51(1)(D)) 

 

Category of Records Applicable Legislation 

Memorandum of incorporation  Companies Act 71 of 2008 

PAIA Manual Promotion of Access to Information Act 2 of 2000 

Recruitment Documentation Protection of Personal Information Act of 2013 

Employment Documents Protection of Personal Information Act of 2013 
 
Basic Conditions of Employment Act, 75 of 1997 
 
Unemployment Insurance Act, 30 of 1966 

Disciplinary Documents Labour Relations Act, 66 of 1995 

Audit International Standard on Quality Control 
(ISQC1) 

Company and Financial Records Company Act, 71 of 2008 

Competitions - Marketing Consumer Protection Act, 68 of 2008 

Electronically Requested 
Personal Information 

Electronic Communication and Transaction Act, 25 
of 2002 

Records of any injuries to staff General Administration Regulations of 2003 
 
Occupational Health and Safety Act, 1993 

Employment Equity 
Documents/Plan  

Employment Equity Act, 55 of 1998 

Financial Information Income Tax Act, 58 of 1962 
 
Value Added Tax Act, 30 of 1991 
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Training Registers Skills Development Act, 1998 

Employment Equity 
Documents/Plan 

Employment Equity Act, 55 of 1998 

 
9​SUBJECTS AND CATEGORIES OF RECORDS OF 

SOLIDITECH  
WHICH ARE AVAILABLE ON REQUEST ​
(SECTION 51(1)(E)) 

 

Subjects on which the 
body holds records 

Categories of records 

Marketing and Projects ●​ Records generated by or within the 
company pertaining to customers and 
projects, including transactional and other 
sales related records 

●​ Industry related information 
●​ Production records 
●​ Performance standards 

Purchasing and Logistics ●​ Records generated by or within the 
company pertaining to suppliers, including 
transactional records 

●​ Purchasing contracts 

Administration and 
Financial 

●​ Audited Financial Statements 
●​ Records of Auditing 
●​ Management accounts 
●​ Books of account 
●​ Creditors records 
●​ Debtors records 
●​ Tax records 
●​ Insurance records 
●​ Contracts 
●​ Investment records 
●​ Records regarding moveable and 

immovable property 
●​ Minutes of meetings 
●​ Statutory records and reports 
●​ UIF/Skills development levies, VAT, PAYE 

Records 
●​ Records of payment made to SARS on 

behalf of employees 

Human Resources ●​ Personnel records 
●​ Employment contracts 
●​ Personnel policies and procedures 
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●​ Training records and manuals 
●​ Employee medical records 
●​ Payrolls 
●​ Health and Safety records and plans 
●​ Statutory records and reports 
●​ Employment Equity Plan (if applicable) 

Company Records 
 

●​ Documentation of incorporation 
●​ Memorandum of Incorporation 
●​ Minutes of Board of Directors meetings 
●​ Records relating to the appointment of 

directors/auditors/secretary/public officer 
and other officers 

Client Documents and 
Records 

●​ Contact details (telephone numbers and 
email addresses) of clients 

●​ Company registration details 
●​ Physical and postal addresses 
●​ Contracts 

 

Note: Access to certain records may be denied on the grounds set out in the Promotion of 
Access to Information Act, No 2 of 2000. 
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10​ REQUEST PROCEDURE  
(SECTION 51(1)(E)) 

10.1​ The Requester must comply with all the procedural requirements of PAIA relating to the 
request for access to a Record. 

10.2​ The Requester must complete the prescribed Form 2 (available on the website of the 
Human Rights Commission (www.sahrc.org.za) and attached hereto as Appendix A (for 
ease of convenience) and submit this form together with a request fee (see applicable 
fees in Appendix B) to the Information Officer (see contact details at section 5 above). 

10.3​ In the prescribed form – 

●​ the Requester must identify the Records requested and its identity (including the 
postal address, facsimile number or email address of the Requester);​
 

●​ the Requester must identify the right that the Requester is seeking to protect;​
 

●​ the Requester must provide an explanation of why the requested Record is 
required for the exercise or protection of any right;​
 

●​ if in addition to a written reply, the Requester wishes to be informed of the 
decision in respect of the request in any other manner, the Requester must state 
the manner in which it wishes to be informed;​
 

●​ if the request is made on behalf of another person, then the Requester must 
submit proof of the capacity in terms of which the Requester is making the 
request, to the reasonable satisfaction of the Information Officer. 

10.4​ SOLIDitech will inform the Requester within 30 (thirty) days after receipt of the request 
of its decision whether or not to grant the request. 

10.5​ The 30 (thirty) day period may be extended with a further period of not more than 30 
(thirty) days if the request is for a large number of Records or requires SOLIDitech to 
search through a large volume of Records or the Records are not kept at the offices of 
SOLIDitech. 

10.6​ If the request for access is granted, the notice will state the access fee (if any) to be 
paid upon access, the form in which the access will be given and that the Requester may 
lodge an application with a Court against the access fee to be paid or the form of access 
granted, and the procedure for lodging the Court application. 

10.7​ If the request for access is refused, the notice will state adequate reasons for the 
refusal, including the provisions of PAIA relied on and will state that the Requester may 
lodge an application with a Court against the refusal for the request, and the procedure 
(including the period) for lodging the application. 

 

 

SOLIDitech                                 www.soliditech.com                                 Page 12 of 21 

 

https://www.sahrc.org.za/
http://www.soliditech.com


11​ PROCESSING OF PERSONAL INFORMATION 
11.1​ The company uses the Personal Information under its care in the following ways:  

11.1.1​Rendering services according to instruction given by clients 

11.1.2​Staff administration 

11.1.3​Keeping account and record 

11.1.4​Complying the tax laws 

11.1.5​Employment of staff​
 

11.2​ The company may possess record relating to suppliers, shareholders, contractors service 
providers, staff and clients:  

Categories of Data Subjects Personal Information Processes 

Clients – Juristic Persons / Entities Names of contact persons; Name of 
Legal Entity; Physical and Postal 
address and contact details; Financial 
information; Registration Number; 
Founding documents; Tax related 
information; authorised signatories, 
beneficiaries, ultimate beneficial 
owners 

Clients Names; registration number; contact 
details; physical and postal addresses; 
Tax related information; confidential 
correspondence 

Contracted Service Providers Names of contact persons; Name of 
Legal Entity; Physical and Postal 
address and contact details; Financial 
information; Registration Number; 
Founding documents; Tax related 
information; authorised signatories, 
beneficiaries, ultimate beneficial 
owners 

Employees / Directors Gender, Pregnancy; Marital Status; 
Colour, Age, Language, Education 
information; Financial Information; 
Employment History; ID number; 
Physical and Postal address; Contact 
details; Opinions, Criminal behaviour; 

Job Applicants Gender, Marital Status; Colour, Age, 
Language, Education information; 
Financial Information; Employment 
History; ID number; Physical and 
Postal address; Contact details; 
Opinions, Criminal behaviour; 

​
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11.3​ The recipients or categories of recipients to whom the personal information may be supplied 

Category of Personal Information  Recipients or Categories of Recipients to 
whom the Personal Information may be 
supplied 

Identity number and names, for criminal 
checks  

South African Police Services  

Qualifications, for qualification verifications South African Qualifications Authority 

Credit and payment history, for credit 
information 

Credit Bureaus 

 

11.4​ Transborder flows of personal information: 

11.4.1​ Personal Information may be transmitted across border to suppliers and/or, 
vendors of SOLIDitech that are in countries other than South Africa. 

11.4.2​ Personal Information may be stored in data centers that are hosted outside of 
South Africa. 

11.4.3​ SOLIDitech will take the necessary steps to ensure that all service providers and 
third party operators are bound by laws, binding corporate rules or data protection 
and privacy agreements that provide an adequate level of protection and uphold 
principles for reasonable and lawful processing of personal information in terms of 
POPIA. 

 
11.5​ General Description of Information Security Measures:  

11.5.1​SOLIDitech has taken reasonable and practicable precautions to protect all 
personal information under its control and management from intentional and 
accidental misuse, loss, unauthorised access, modification or disclosure, by 
implementing a combination of logical access controls, technical safeguards and 
administrative (people and process) control measures 

11.5.2​The technical security controls implemented include (but are not limited to) the 
following: 

●​ Firewalls on all servers 

●​ Limited VPN Access 

●​ Multi-factor authentication protocols 

●​ Hard drive encryption and drive protection 

●​ Advanced threat protection software and updated protocols 

●​ Logical and physical access control 

●​ Role based access control on a least privileged basis 
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12​ AVAILABILITY OF THE MANUAL 
12.1​ A copy of the Manual is available-  

12.1.1​ on www.soliditech.com; 

12.1.2​ head office of the SOLIDitech for public inspection during normal business hours; 

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

12.1.4​ to the Information Regulator upon request. 

 

12.2​ A fee for a copy of the Manual, as contemplated in Appendix B of the Regulations, shall be 

payable per each A4-size photocopy made.  

 

 

13​ UPDATING OF THE MANUAL 
 

13.1​ SOLIDitech will update the PAIA Manual either on an annual basis or at such intervals as 
may be deemed necessary by changes in legislative and regulatory requirements or 
significant changes in the company’s processing of personal information. 

 

 

14​ CONCLUSION 
14.1​ The Business does not give an undertaking that any information provided by the 

Business to a requester is complete, in all cases accurate or that such information is fit 
for any purpose. 

14.2​ Users of any information provided by the Business shall use such information entirely at 
their own risk. The Business shall not be liable for any loss, expense, liability or claims 
resulting from any use of any information provided by the Business. 

14.3​ Nothing stated in this Manual shall limit, or constitute a waiver of any of the rights of the 
requester or of the Business in terms of the Act. 
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15​ APPENDIX A: REQUEST FOR ACCESS FORM 
Form 2: Request for Access to Record 
(Link to Form 2 on the Information Regulator Website) 
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16​ APPENDIX B: APPLICABLE FEES 
Form 3: Applicable fees payable can be found in 
the Outcome of Request and of Fees Payable 
Form below (Link to Form 3 on the Information Regulator website)
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