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DEFINITIONS  

 

“The Act” means the Protection of Personal Information Act 4 of 2013 unless the 

context indicate otherwise; 

 

“The RSR” means the Railway Safety Regulator; 

 

“National Archivist” means a person appointed by the Minister to manage the 

National Archives with relevant experience and archival qualification, as provided for 

in Section 4(1) of the National Archives of South Africa Act 4 of 1996; 

 

“Child” means a natural person under the age of 18 years who is not legally 

c o m p e t e n t , without the assistance of a competent person, to take any action 

or decision in respect of any matter concerning him- or herself; 

 

‘‘Consent’’ means any voluntary, specific and informed expression of will in terms 

of which permission is given for the processing of personal information; 

 

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

 

‘‘Data subject’’ means the person to whom personal information relates; 

 

‘‘Electronic communication’’ means any text, voice, sound or image message 

sent over an electronic communications network which is stored in the network  

or  in  the  recipient’s terminal equipment until it is collected by the recipient; 

 

‘‘Information officer’’ of, or in relation to, a— 

(a) public body means an information officer or deputy information officer as 

contemplated in terms of section 1 or 17; or 

(b)  private body means the head of a private body as contemplated in section 1, 

of the Promotion of Access to Information Act; 

 

‘‘Person’’ means a natural person or a juristic person; 
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‘‘Personal information’’ means information relating to an identifiable, living, 

natural person, and where it is applicable, an identifiable, existing juristic person; 

 

“Personnel” refers to any person who works for, or provides services to, or on 

behalf of RSR and receives or is entitled to receive remuneration and any other 

person who assist in carrying out the mandate of RSR. 

 

‘‘Private body’’ means— 

 

(a) a natural person who carries or has carried on any trade, business or 

profession, but only in such capacity; 

(b) a partnership which carries or has carried on any trade, business or 

profession; or 

(c) any former or existing juristic person, but excludes a public body; 

 

‘‘Processing’’ means any operation or activity or any set of operations, whether 

or not by automatic means, concerning personal information, including— 

(a) the collection, receipt, recording, organisation, collation, storage, updating or 

modification, retrieval, alteration, consultation or use; 

(b) dissemination by means of transmission, distribution or making available 

in any other form; or 

(c)  merging, linking, as well as restriction, degradation, erasure or destruction of 
information; 

 
 

 

‘‘Professional legal adviser’’ means any legally qualified person, whether in 

private practice or not, who lawfully provides a client, at his or her or its request, 

with independent, confidential legal advice; 

 

‘‘Promotion of Access to Information Act’’ means the Promotion of Access to 

Information Act,2000 (Act No. 2 of 2000); 

 

‘‘Public body’’ means— 

(a)  any department of state or administration in the national or provincial sphere 

of government or any municipality in the local sphere of government; or 
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(b)  any other functionary or institution when— 

 

(i)   exercising a power or performing a duty in terms of the Constitution or a 

provincial constitution; or 

(ii)   exercising a public power or performing a public function in terms of any   

legislation; 

 

‘‘Regulator’’ means the Information Regulator established in terms of section 39 

of the Act; 

 

‘‘Responsible party’’ means a public or private body or any other person which, 

alone or in conjunction with others, determines the purpose of and means for 

processing personal information. 

 

“Operator” means a network operator, train operator or station operator or 

a combination of the two or three of them; ; 

 

“Service Providers” means any person (natural or juristic) with whom the RSR 

will enter into a lawful agreement, in terms of which such person will contract to 

render a service to the RSR; 

 

“A Requester” incudes any person or entity that might lawfully request 

personal information from the RSR. 

 

1. PREAMBLE  

 

1.1.  Legal basis and background of this Manual 

 

This Manual has been complied in terms of the Constitution of the Republic of 

South Africa, 1996 (“the Constitution”) and the Protection of Personal Information 

Act No. 4 of 2013. (“POPIA”) 
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1.1.1. The Constitution  

 

Section 14 of the Constitution provides that Everyone has the right to privacy, which 

includes the right not to have— 

 

(a) their person or home searched; 

(b) their property searched; 

(c) their possessions seized; or 

(d) the privacy of their communications infringed. 

 

With the same token Section 32 of the Constitution provides for a right of access to 

information as follows: 

 

(1) Everyone has the right of access to information – 

 

(a) any information held by the state; and 

(b) any information that is held by another person and that is required for the exercise 

or protection of any rights 

 

(2) National legislation must be enacted to give effect to this right, and may provide for 

reasonable measures to alleviate the administrative and financial burden on the 

state. 

 

1.2. PURPOSE OF THE POPI MANUAL 

 

The state has a positive obligation to give protection to the rights in the Bill of Rights, 

this includes the right to privacy. Therefore, POPIA came into existence as a result of 

the legislature fulfilling this positive obligation of giving protection to the right to privacy. 

 

In addition, the Constitution provides for a right to access to information.1  The second 

purpose of the POPI Act is to give balance to these two rights. 

 

 
1 Section 32 of the Constitution of the Republic of South Africa, 1996. 
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Section 110 of the Act (Amendment Schedule) provides for the completion of the 

POPIA Manual. This manual informs requestors of procedural and other requirements 

which a request must meet as prescribed by the Act. 

 

2.  CONTENTS OF THE MANUAL  

 

Section 110 of the Act (Amendment Schedule). determines the contents of the 

Manual. 

 

The content should be as follows: 

 

a) Identify and describe the structure and functions of the RSR; 

b) provide the postal and physical address of the RSR and the contact details of 

the RSR’s information officer (including his/her deputy); 

c) Provide a list of the remedies available for contraventions committed by the 

RSR; 

d) provide a description of the categories of data subjects and of the information 

or categories of information relating thereto; 

e) identify the recipients or categories of recipients to whom the personal 

information may be supplied; 

f) details of the planned transborder flow of personal information; 

g) provide a general description allowing a preliminary assessment of the 

suitability of the information security measure to be implemented by the 

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

information which is to be processed. 

 

3. THE FUNCTIONS, SERVICES AND STRUCTURES OF THE RSR 

 

3.1. Vision 

 

Safe, reliable and sustainable railway operations recognised globally. 
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3.2. Mission 

 

To oversee and promote safe railway operations through appropriate support, 

monitoring and enforcement, guided by an enabling regulatory framework. 

 

3.3. Values 

 

Our attitudes and behaviour are guided by the following principles: 

 

INTEGRITY: We instil confidence in our internal and external stakeholders through 

professional and efficient service delivery. 

 

TRANSPARENCY: We will openly communicate information. 

 

INNOVATION: We will create a conducive environment that allows for the 

sharing and implementation of new ideas in line with the goals of the RSR. 

 

FAIRNESS: We are constant in applying policies and procedures and we are 

impartial on how we treat our employees. 

 

TIMELY AND ACCOUNTABLE DELIVERY: We make prompt decisions and 

take appropriate action informed by organisational priorities. 

 

MUTUAL RESPECT: We engage with and treat each other, our customers, as 

well as our work, with dignity and respect. 

 

EXCELLENCE: We strive to excel in every aspect of our business and 

approach every challenge with a determination to succeed. 

3.4. MANDATE 

 

3.4.1. Constitutional Mandate 

 

The Constitution identifies the legislative responsibilities of different levels of 

government regarding airports, roads, traffic management and public transport. 
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Transport is a function that is legislated and executed at all levels of 

government. The implementation of transport functions at national level takes 

place through public entities which are overseen by the Department of 

Transport. 

 

The RSR is responsible for ensuring Compliance with chapter 2 and 3 of the 

Constitution of the Republic of South Africa. 

 

Chapter 2 of the Constitution, 1996 entails the Bill of Rights, while Chapter 3 

entrenches the provisions of Co-operative government. 

 

3.4.2. Legislative Mandate 

 

RSR is a government agency established in terms of the National Railway 

Safety Regulator Act, No 16 of 2002 (as amended) to oversee and enforce 

safety compliance by all railway operators in South Africa, including those of 

neighbouring states whose rail operations enter South Africa. 

 

3.4.3. Our Mandate 

 

The RSR regulates the railway industry through a legislative mandate by 

performing the following duties and functions: 

 

a) Issue and manage safety permits; 

b) Conduct inspections and audits to critically assess safety systems and 

processes of operators; 

c) Investigate railway occurrences to achieve safety improvement and 

reduction of occurrences; 

d) Develop regulations, safety standards and related documents as an 

integral part of the regulatory regime adopted for the promotion of safe 

railway operations; 

e) Co-operate with relevant organs of state to improve safety performance 

and oversight function to eradicate duplication where there is dual 

jurisdiction; 
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f) Issue notices of non-conformance and no-compliance to indicate 

conditions within the operators’ system that are deemed to be sub-

standard or not in compliance with regulatory prescripts; 

g) Play a leading role in the alignment of the railway safety regime of South 

Africa with those of the Southern African Development Community 

railways; and 

h) Promote and facilitate leading-edge research, including collaborative 

and interdisciplinary research, in areas related to the goals of the RSR. 

 

3.5. Structure of the RSR 

 

The Railway Safety Regulator is a statutory person established in terms of 

section 4 of the National Railway Safety Regulator Act, 16 of 2002 as amended. 

It comprises of a board, a chief executive officer and staff. 

 

The members of the board are appointed by the Minister of Transport. The 

board consists of a minimum of seven and a maximum of 13 members. 

 

The RSR has six (6) departments, which work in a collaborative manner to 

ensure the realization of the vision and mission of the RSR. The departments 

are managed by the Executive Heads. 
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4. CONTRACT DETAILS OF THE RSR’s INFORMATION OFFICER 

 

Information Officer  

 

Mr. MMUSO SELALEDI 

Acting Chief Executive Officer 

 

Postal Address  

P.O Box 11202 

Centurion 

0051 

 

Physical Address 

Waterfall Point Office Park 

Building 4, Corner Waterfall and Woodmead Drive 

Midrand 

1685 

Tel: 010 495 5291 

Email address: mmuso.selaledi@rsr.org.za  

 

Deputy Information Officer 

 

Ms. KOLISWA SHEBURI 

Acting Executive: Legal Services 

 

Postal Address 

P.O Box 11202 

Centurion  

0051 

 

 

mailto:mmuso.selaledi@rsr.org.za
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Physical Address 

Waterfall Point Office Park 

Building 4, Corner Waterfall and Woodmead Drive 

Midrand 

1685 

 

Tel: 010 495 5291 

Email Address: koliswas@rsr.org.za  

 

5. PURPOSE OF THE PROCESSING OF PERSONAL INFORMATION BY RSR 
 

Purpose specification is a condition for lawful processing of information.2 Personal 

information must be collected for a specific, explicitly defined and lawful purpose related 

to a function or activity of the responsible party.3 

The RSR engages in the processing of information for the lawful purpose of executing its 

constitutional and legislative mandate. The purposes for which RSR processes or will 

process personal information, is set out in Appendix 2. The RSR uses the Personal 

Information under its care in the following ways: 

a) Rendering service according to the RSR business operations;  

b) Staff administration; 

c) Keeping of accounts and records;  

d) Investigation reports and 

e) Complying with tax laws. 

 

 

 

 
2 Section 4(1)(c ) of the Protection of Personal Information Act 4 of 2013. 
3 Section 13(1) of Act 4 of 2013. 

mailto:koliswas@rsr.org.za
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6. CONDITIONS OF PROCESSING   

 

Chapter 3 of POPI provides for the minimum Conditions for Lawful Processing of Personal 

Information by a Responsible Party. These conditions may not be derogated from unless 

specific exclusions apply as outlined in POPI. 

 

Below is a description of the eight conditions for lawful processing as contained in POPI: 

 

a) Accountability - the Responsible Party has an obligation to ensure that there is 

compliance with POPI in respect of the Processing of Personal Information. 

b) Processing limitation - Personal Information must be collected directly from a Data 

Subject to the extent applicable; must only be processed with the consent of the Data 

Subject and must only be used for the purposes for which it was obtained. 

c) Purpose specification - Personal Information must only be processed for the specific 

purpose for which it was obtained and must not be retained for any longer than it is 

needed to achieve such purpose. 

d) Further processing limitation - further processing of Personal Information must be 

compatible with the initial purpose for which the information was collected. 

e) Information quality - the Responsible Party must ensure that Personal Information 

held is accurate and updated regularly and that the integrity of the information is 

maintained by appropriate security measures. 

f) Openness - there must be transparency between the Data Subject and the 

Responsible Party. 

g) Security safeguards - a Responsible Party must take reasonable steps to ensure that 

adequate safeguards are in place to ensure that Personal Information is being 

processed responsibly and is not unlawfully accessed. 

h) Data Subject participation - the Data Subject must be made aware that their 

information is being processed and must have provided their informed consent to such 

processing. 
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7. OBJECTION TO THE PROCESSING OF PERSONAL INFORMATION BY A DATA 

SUBJECT 

 

Section 11 (3) of POPI and regulation 2 of the POPI Regulations provides that a Data 

Subject may, at any time object to the Processing of his/her/its Personal Information in the 

prescribed form attached to this manual as Appendix 4 subject to exceptions contained in 

POPI. 

 

8. REQUEST FOR CORRECTION OR DELETION OF PERSONAL INFORMATION 

 

Section 24 of POPI and regulation 3 of the POPI Regulations provides that a Data Subject 

may request for their Personal Information to be corrected/deleted in the prescribed form 

attached as attached as Appendix 3 to this Manual. 

 

The National Archive of South Africa Act provides for the storing of public and private 

records by a governmental body. The Act sets out conditions in terms of which a 

governmental body may delete certain records. A governmental body must first obtain 

written authorisation from the National Archivist prior to the deletion of records4. 

 

9. DATA SUBJECT 

 

9.1. Categories of Data subjects 

 

9.1.1. Natural Person 

A natural person may be a data subject and as such personal information about them may 

be processed. A natural person is any ordinary human being including but not limited to 

minors, mentally insane and insolvent persons. 

 
4 Section 13(2)(a) of the National Archive of South Africa Act 43 of 1996. 
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9.1.2. Juristic Person 

A juristic person is an existing entity without life, established in terms of the laws of the 

Republic this includes, but not limited to private companies, public companies, state- owned 

enterprises, non-profit organisations and corporations. 

The RSR is a juristic person. Furthermore, the RSR processes information of all categories 

of data subjects in the execution of its Constitutional and legislative mandate. 

 

10. CATEGORIES OF DATA SUBJECTS AND THEIR PERSONAL INFORMATION 

 

10.1. Personnel Information 

This includes, without limitation, directors (executive and non-executive), all permanent, 

temporary and part-time staff, as well as contract workers. 

 

a) Information regarding Natural persons, relating to, but not limited to the following: 

I. Names; 

II. Contact details; 

III. Postal address; 

IV. Date of birth; 

V. ID Number (including passport); 

VI. Tax related information; 

VII. Nationality; 

VIII. Gender; 

IX. Race; 

X. Sexual orientation; 

XI. Marital status; 

XII. Age; 

XIII. Mental health; and 

XIV. Confidential correspondence. 

 

b) Information regarding Juristic persons (including to operators), relating to, but not 
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limited to the following:  

I. Names of contact persons; 

II. Name of legal entity;  

III. Physical and postal address; 

IV. Contact details; 

V. Registration number; 

VI. Founding documents; 

VII. Tax related information; and  

VIII. Authorised signatories. 

 

c) Information regarding Service Providers, relating to, but not limited to: 

 

I. Names of contact persons; 

II. Name of Legal Entity; 

III. Physical and Postal address; 

IV. Contact details including e-mail address; 

V. Financial information; 

VI. Identity and or Registration Number of the Director’s information; 

VII. Founding documents; 

VIII. Tax related information; 

IX. Authorised signatories; 

X. Beneficiaries; and 

XI. ultimate beneficial owner 

 

d) Information regarding Employees (including board members and other officials), 

relating to, but not limited to: 

 

I. Name and contact details including e-mail address; 

II. Gender; 

III. Pregnancy; 

IV. Marital Status; 

V. Ethnicity; 
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VI. Age; 

VII. Language; 

VIII. Education information; 

IX. Employment History and references;  

X. Employment Contracts; 

XI. Performance appraisals; 

XII. Remuneration and Salary records; 

XIII. Pension Funds Records; 

XIV. ID number and identity documents including passports; 

XV. Banking and Financial details; 

XVI. Physical and Postal address; 

XVII. Details of payments to third parties (deductions from salary); 

XVIII. Contact details; 

XIX. Disciplinary records; 

XX. Criminal behavior; 

XXI. Well-being; 

XXII. Medical records; 

XXIII. Leave records; 

XXIV. browsing habits and click patterns on the RSR website; and 

XXV. Biometric information 

 

11. General Description of Information Security Measure  

 

11.1. The RSR employs up to date technology to ensure the confidentiality, integrity, and 

availability of the Personal Information under its care. Measures include: 

 

a) Firewalls; 

b) Virus protection software and update protocols; 

c) Logical and physical access control; 

d) Secure setup of hardware and software making up the IT infrastructure; and 

e) Outsourced Service Providers who process Personal Information on behalf of the 

Company are contracted to implement security controls. 
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11.2. RSR undertakes to institute and maintain the data protection measures to accomplish 

the following objectives outlined below. The details given are to be interpreted as 

examples of how to achieve an adequate data protection level for each objective. RSR 

may use alternative measures and adapt to technological security development, as 

needed, provided that the objectives are achieved. 

 

 

11.2.1. Access Control of Persons  

RSR shall implement suitable measures in order to prevent unauthorised persons from 

gaining access to the data processing equipment where the data are processed. 

 

11.2.2. Data Media Control 

RSR undertakes to implement suitable measures to prevent the unauthorised manipulation 

of media, including reading, copying, alteration or removal of the data media used by RSR 

and containing personal data. 

 

11.2.3. Data Memory Control 

RSR undertakes to implement suitable measures to prevent unauthorised input into data 

memory and the unauthorised reading, alteration or deletion of stored data. 

 

11.2.4. User Control 

RSR shall implement suitable measures to prevent its data processing systems from being 

used by unauthorised persons by means of data transmission equipment. 

 

11.2.5. Access Control Data 

RSR represents that the persons entitled to uses RSR’s data processing system are only 

able to access the data within the scope and to the extent covered by their respective access 

permissions (authorisation).  
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11.2.6. Transmission Control 

RSR shall be obliged to enable the verification and tracing of the locations / destinations to 

which the personal information is transferred by utilization of RSR’s data communication 

equipment / devices. 

 

11.2.7. Transport Control 

RSR shall implement suitable measures to prevent Personal Information from being read, 

copied, altered or deleted by unauthorised persons during the transmission thereof or during 

the transport of the data media.  

 

11.2.8. Organisation Control 

RSR shall maintain its internal organisation in a manner that meets the requirements of this 

Manual. 

 

12. CATEGORIES OF RECEIPTS  

 

12.1. The RSR may in execution of its Constitutional and legislative mandate share 

processed personal information of data subjects with the following parties: 

 

a) Operators; 

b) Service providers; 

c) Stake holders; and 

d) A requester. 

 

12.2. The RSR may supply the Personal Information to service providers who render the 

following services: 

 

a) Verification of applicant employees’ information during recruitment process 

b) Payroll 
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c) Capturing and organizing of data 

d) Sending of emails and other correspondence  

e) Storing of data 

f) Training 

g) Medical Aid 

h) Disciplinary Action process 

i) Conducting due diligence checks 

j) Third parties to whom payments are made on behalf of employees i.e, Pension Fund, 

Workplace and Union Agreements 

k) Regulatory and governmental authorities or ombudsmen, or other authorities, including 

tax authorities, where RSR has a duty to share information 

l) Financial institutions from whom payments are received on behalf of data subjects  

m) Any other operator not specified 

n) Employees, contractors and temporary staff and  

o) Any other reasonably required purpose relating to the employment or possible 

employment 

 

13. PLANNED TRANSBORDER FLOW OF INFORMATION 

 

Section 72 of POPI provides that Personal Information may only be transferred out of the 

Republic of South Africa if the: 

 

13.1. recipient country can offer such data an “adequate level” of protection. This means  

that its data privacy laws must be substantially similar to the Conditions for Lawful 

Processing as contained in POPI; or  

 

13.2. Data Subject consents to the transfer of their Personal Information; or  

 

13.3. transfer is necessary for the performance of a contractual obligation between the 

Data Subject and the Responsible Party; or  
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13.4. transfer is necessary for the performance of a contractual obligation between the 

Responsible Party and a third party, in the interests of the Data Subject; or 

 

13.5. the transfer is for the benefit of the Data Subject, and it is not reasonably practicable 

to obtain the consent of the Data Subject, and if it were, the Data Subject, would in 

all likelihood provide such consent.  

 

14. REMEDIES AVAILABLE IF REQUEST FOR INFORMATION IS REFUSED 

 

14.1. Internal Remedies  

A requester that dissatisfied with the information officer’s refusal to disclose 

information   requester may fill in Appendix 6, which is a schedule to this manual, an 

internally appeal the decision made by the information officer to the Secretary of the 

Board of Directors. The outcome of the appeal will be made known to the requester 

within a reasonable time. 

 

14.2. External Remedies  

A requestor that is dissatisfied with the information officer’s refusal to disclose 

information, may within 30 (thirty) days of notification of the decision, apply to a court 

for relief. Likewise, a third party dissatisfied with the information officer’s decision to 

grant a request for information, may within 30 (thirty) days of notification of the 

decision, apply to a court for relief. 

 

14.3. Jurisdiction  

For purposes of the Act, institutions having jurisdiction with regards to complaints 

against the Public Body is the Information Regulator. With respect to civil remedies 

against the Public Body sought by a Data Subject or Information Regulator any court 

with the relevant monetary and territorial jurisdiction can be approached. 
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15. UPDATING AND AVAILABILITY OF MANUAL  

 

15.1. The RSR will update this POPI Manual at such intervals as may be deemed 

necessary. 

 

15.2. The manual is available for inspection, on reasonable prior notice, at the RSR offices 

free of charge and on its website www.rsr.org.za 

 

15.3. This manual is available in English and will be made available in (other languages 

still to be determined). 

 

 

16.  FEES  

 

16.1 There are two types of fees to be paid in terms of PAIA, namely:  

• The request fee, and  

• The access fee.  

(See Appendix 5 for the prescribed fees) 

 

 

  

http://www.rsr.org.za/
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Appendix 1 

 

REQUEST FOR ACCESS OF RECORDS OF PUBLIC BODY 

(SECTION 18(1) OF PAIA) 

 

A. Particulars of the Railway Safety Regulator 

Information Officer 

Mmuso Selaledi 

Acting Chief Executive Officer 

 

Building 4 Waterfall Point Office Park 

Cnr Waterfall and Woodmead Drive 

Midrand 

1685 

 FOR DEPARTMENTAL USE 

Reference Number: ____________ 

Request Received by _______________________ 

Information Officer/ Deputy Information Officer 

 

Date Received ____________                                                            Place Received ______________ 

 

Request Fee (if any)   : ___________ 

Deposit (if any)           :____________ 

Access fee (if any)      : ___________ 

 

 

________________________________________ 

Information Officer/ Deputy Information Officer 

Name 

Rank 
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Tel: 010 495 5291 

Email address: Mmuso.selaledi@rsr.org.za  

 

Deputy Information Officer 

Koliswa Sheburi 

Acting Executive: Legal Services  

 

Building 4, Waterfall Point Office Park 

Cnr Waterfall and Woodmead Drive 

Tel: 010 495 5291 

Email address: koliswas@rsr.org.za  

 

B. Particulars of person requesting access to records 

 

Full names and surname: ____________________________________________________ 

 

Identity number/ passport number: ____________________________________________ 

 

Postal Address : ___________________________________________________________ 

 

C. Particulars of person on whose behalf request is made 

 

 

Full names and surname: _____________________________________________________ 

 

Identity number/ passport number: ______________________________________________ 

 

Postal Address: ________________________________________________ 

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

another person. 

mailto:Mmuso.selaledi@rsr.org.za
mailto:koliswas@rsr.org.za
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D. Particulars of records 

 

1. Description of record(s) or any relevant part of the record(s): 

 

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________ 

 

2. Reference number (if known): 

 

_______________________ 

 

 

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 requires 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: 

 

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________ 
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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 is 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, in 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   

2. If the consist 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 
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4. If record is held on computer or in an electronic or machine-readable form: 

 printed copy of record  Printed copy of 

information derived from 

the record* 

 copy in computer 

readable from* 

(stiffy or compact 

disc) 

 

 

 

If you request 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 

Note that if the record is not available in the language you prefer, access may be granted in the 

language in which the record is available. 

in which language would you prefer the record? 

 

 

G. Notice of decision regarding request for access 

 

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. 

 

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

record? 

 

 

Signed at _______________________ on this ___day of ____________ 20__ . 

 

_____________________________ 

SIGNATURE OF REQUESTER/ 
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 Appendix 2 

 

 

 

PROCESSING OF PERSONAL INFORMATION IN ACCORDANCE WITH POPI 

 

A. Purpose of processing  

 

The RSR uses the information under its care in the following manner: 

➢ Administration; 

➢ Rendering service in accordance with the RSR business operations; 

➢ Staff administration; 

➢ Complying with tax laws; and  

➢ Keeping of accounts and records. 

 

B. Categories of Data Subjects and their personal information 

 

The RSR may possess personal information relating to the following:  

 

 
Natural Persons  

Names, contact details, postal address, date of birth, ID 
number, Tax related 
information, nationality, gender, confidential correspondence 

 
 
Juristic Persons  

Names of contact persons, Name of Legal Entity, Physical and 
Postal address and 
contact details, Registration Number, Founding documents, 
Tax related 
information, authorised signatories 

 
 
 
Service Providers 

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

 
 
 
Vendors 

Names of contact persons; Name of Legal Entity, Physical and 
Postal address and 
contact details, Registration Number, Founding document, Tax 
related 
information, authorised signatories, beneficiaries, ultimate 
beneficial owners 
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Employees 

Gender, Pregnancy, Marital Status, Ethnicity, Age, Language, 
Education 
information, Financial Information, Employment History, ID 
number, Physical and 
Postal address, Contact details, Criminal behaviour, Well-being 

 

C. Actual or Transborder Flow of Information 

 

The RSR may have transborder flow of information relating to employees or the 

organisation. 

 

D. General Description of Information Security Measures 

The RSR employs up to date technology to ensure the confidentiality, integrity, 

and availability of the Personal Information under its care. Measures include: 

I. Firewalls; 

II. Virus protection software and update protocols; 

III. Logical and physical access control; 

IV. Secure setup of hardware and software making up the IT infrastructure; and 

V. Outsourced Service Providers who process Personal Information on behalf of 

the Company are contracted to implement security controls. 
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Appendix 3 

 

REQUEST FOR AMENDEMENT, CORRECTION OR ERASURE OF PERSONAL 

DATA 

 

Section 24 of POPI and regulation 3 of the POPI Regulations provides that a Data 

Subject may request for their Personal Information to be corrected/deleted as held by 

us. 

Please fill out the details below and we will get back to you 30 calendar days upon 

receipt of a fully completed form, proof of identity and other required documents, if 

applicable. 

The aforementioned documentation should be sent to the following 

address:  

 

Information Officer 

Mr. MMUSO SELALEDI 

Acting Chief Executive Officer 

 

Postal Address 

P O Box 11202 

Centurion 

0051 

 

Physical Address 

Water Point Office Park 

Building 4, Corner Waterfall and Woodmead Drive 

Midrand 

1685 

Tel: 010 495 5291 

Email address: mmuso.selaledi@rsr.org.za  

mailto:mmuso.selaledi@rsr.org.za
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Deputy Information Officer 

Ms. KOLISWA SHEBURI 

Acting Executive: Legal Services 

 

Postal Address 

P O Box 11202 

Centurion 

0051 

  

Physical Address 

Water Point Office Park 

Building 4, Corner Waterfall and Woodmead Drive 

Midrand 

1685 

Tel: 010 495 5291 

Email Address: Koliswas@rsr.org.za  

 

Details of the person requesting Amendment, Correction or Erasure 

Full Name  

Address  

Date of Birth  

E-mail Address  

Phone Number  

 

Your Role 

          

        ☐ 

 
I am the data subject 

          

        ☐ 

I am acting on behalf of data subject 
 

 

 

 

mailto:Koliswas@rsr.org.za
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Proof of Identity and Authority Submitted 

          ☐ Identity Document 

          ☐ Driving License 

          ☐ Passport 

          ☐ Power of Attorney 

 

Amendment 

        ☐ I wish to amend my personal data (proof of identity must be 
provided). 

        
 

         ☐ 

I wish to amend personal data concerning a data subject that I am 
acting on behalf of (proof of 
identity of the representative, a power of attorney and proof of 
identity of the data subject 
must be provided). 

Type of personal 
data you 
wish to amend: 

 

Describe the 
amendment: 

 

 

Correction 

           ☐ I wish to correct my personal data (proof of identity must be 
provided). 

 
 

          ☐ 

I wish to correct personal data concerning a data subject that I am 
acting on behalf of (proof of 
identity of the representative, a power of attorney and proof of 
identity of the data subject 
must be provided). 

Type of personal 
data you 
wish to correct: 

 

Describe the 
correction: 
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Erasure 

           

            ☐ 

I wish to erase my personal data (proof of identity must be 
provided). 

 
 

            ☐ 

I wish to erase personal data concerning a data subject that I am 
acting on behalf of (proof of 
identity of the representative, a power of attorney and proof of 
identity of the data subject 
must be provided).  

Describe the type of 
personal data you 
wish to 
erase: 

 

 

By signing this form, you certify that the information you have provided is correct to 

the best of your knowledge and that you are the person to whom it relates or that you 

are legally entitled to act on behalf of such person. You understand that it may be 

necessary to obtain further information in order to comply with this request. 

 

Signed at _____________ on this ________day of_____________20__ 
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Appendix 4 

 

 

 

FORM TO OBJECT TO THE PROCESSING OF PERSONAL INFORMATION IN TERMS 

OF POPI 

 

Objection To The Processing Of Personal Information In Terms Of 

Section 11(3) Of The Protection Of Personal Information Act, 

2013 (Act No. 4 Of 2013) 

 

Regulations Relating To The Protection Of Personal 

Information, 2017, Regulation 2(1) 

 

Please Note:  

a. Affidavits or other documentary evidence in  support of the object needs to be 

attached to this form. 

Details of Data Subject 

Name and 
Surname 

 

Address  

Phone Number  

Fax Number  

E-mail  

Details of Responsible Party 

Name and 
Surname of the 
Responsible 
Person, 
Public, or 
Private Body 

 

Address  

Phone Number  

Fax Number  

E-mail  

 



Page 36 of 42 
 

Reasons for Objection (Please provide full details) 

 

 

 

 

 

 

 

 

 

 

 

Signed at __________________ this ___________day of _____________ 20 _____ 

 

 

Signature of Applicant (Data Subject) ___________________ 
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Appendix 5 

 

Prescribed fees for a public body 

 

1. The fee for a copy of the manual as contemplated in regulation 5(c) is R0,60 

for every  photocopy of an A4-size page or part thereof. 

2. The fees for reproduction referred to in regulation 7(1) are as follows: 

 

 
a)    For every photocopy  of an A4-size page or part thereof 

 
R 0.60 

 
b)    For every printed copy of an A4-size page or part thereof held on a 

computer or in electronic or machine-readable form 

 
R 0.40 

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

I.  Floppy Disc R 5,00 

II.  Compact Disc R 40,00 

III. Digital Audio Format R 

IV.  For a transcription of visual images, for an A4-size page or part 
thereof 

R 22,00 

V.  For a copy of visual images R 60,00 

VI.  For a transcription of an audio record, for an A4-size page or part 
thereof 

R 12,00 

VII. For a copy of an audio record R 17,00 

 

3. The request fee payable by every requester, other than a personal requester, 

referred to in regulation 7(2) is R35,00. 

 

4. The access fees payable by a requester referred to in regulation 7(3) are as 

follows: 

 

 
a)    For every photocopy  of an A4-size page or part thereof 

 
R 0,60                      

 
b)    For every printed  copy of an A4-size page or part thereof held on a 

computer or in electronic or machine-readable form 

 
R 0,40 

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

VIII. Floppy Disc R 5,00 

IX. Compact Disc R 40,00 
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X. Digital Audio Format R  

XI. For a transcription of visual images, for an A4-size page or part 
thereof 

R 22,00 

XII. For a copy of visual images R 60,00 

XIII. For a transcription of an audio record, for an A4-size page or part 
thereof 

R 12,00 

XIV. For a copy of an audio record R 17,00 

 
d)    To search for and prepare the record for disclosure, R15,00 for each 

hour or part of an hour reasonably  required  for such search and 

preparation. 

 
 

1.    For purposes of section 2 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.  

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

    

 

*All fees exclude VAT* 
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Appendix 6 

 

NOTICE OF INTERNAL APPEAL 

 

(Section 75 of the Promotion of Access to Information Act, 2000 (Act No. 2 of 2000)) 

[Regulation 8] 

 

Your Reference: ______________ 

 

A. Particulars of Public Body: 

 

Information Officer 

Mmuso Selaledi 

Acting Chief Executive Officer 

 

Postal Address 

P.O BOX 11202 

Centurion 

0051 

 

Physical Address 

Building 4, Waterfall Point Office Park 

Cnr Waterfall and Woodmead Drive 

Midrand 

1685 

 

Deputy Information Officer 

Koliswas@rsr.org.za  

Acting Executive: Legal Services  

 

 

mailto:Koliswas@rsr.org.za
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Postal Address 

P.O BOX 11202 

Centurion  

0051 

 

Physical Address 

Building 4, Waterfall Office Park 

Cnr Waterfall and Woodmead Drive 

Midrand 

1685 

 

B. Particulars of Requester/Third Party who lodges the internal appeal: 

 

a) Particulars of Requester/Third Party: 

 

 

Full Name(s):  

Surname:  

Identity number  

Postal Address:  

Physical Address:  

Email:  

Contact number:  

 

Please note, Proof of the capacity in which appeal is lodged, if  

applicable, must be attached. 

 

C. The decision against which the internal appeal is lodged: 

 

 

Mark the decision against which the internal appeal is lodged with an X in the 

appropriate box: 
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 Refusal of request for access 

 

 Decision regarding fees prescribed in terms of section 22 of the Act 

 

 Decision regarding the extension of the period within which the request 

must be dealt with in terms of section 26(1) of the Act 

 

 Decision in terms of section 29(3) of the Act to refuse access in the 

form requested by the requester 

 

 Decision to grant request for access 

 

 

 

D. Grounds for appeal 

Kindly state the grounds of appeal: 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________ 

 

E. Notice of decision on appeal 

 

You will be notified in writing of the decision on your internal appeal. If you wish to be 

informed in another manner, please specify the manner and provide the necessary 

particulars to enable compliance with your request. 
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State the manner: ______________________________________________ 

Particulars of manner: ___________________________________________ 

 

 

Signed at __________________ on this __day of __________________20___ 

 

______________________ 

APPELLANT 

 OFFICIAL RECORD OF INTERNAL APPEAL: 

 

REFERENCE No: _________________________ 

 

Appeal received on _______________ (date) by ___________________________________ 

(information officer/deputy information officer). 

 

Appeal accompanied by the reasons for the information officer's/deputy information officer's 

decision and, where applicable, the particulars of any third party to whom or which the record 

relates, submitted by the information officer/deputy information officer 

on_____________________________ (date) to the relevant authority. 

 

OUTCOME OF APPEAL: 

_________________________________________________________________________ 

DECISION OF INFORMATION OFFICER/DEPUTY INFORMATION OFFICER 

CONFIRMED/NEW DECISION SUBSTITUTED 

NEW DECISION :__________________________________________________________ 

DATE RELEVANT AUTHORITY: ______________________________________________ 

RECEIVED BY THE INFORMATION OFFICER/DEPUTY INFORMATION OFFICER FROM 

THE RELEVANT 

AUTHORITY ON (date): ___________________________________________________ 


