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PROMOTION OF ACCHSS TO IN}.ORMATION AC'f ,2 OI^

2000 (Tr IE ACT)

SECTION 51 MANUAL OF DR

(REGTSTRATTON NUMBER:

CARINE SMIT INC

2023160345212',11

I .I PAIA
I,2 POPIA

1.3 REGI.JLA'IOR

Prorrotion of Access to Inforr.rration Act

Protection of Personal Infbrtration Act

Information Regulator

'l'his PAIA Manual is usefirl for the public to:

2.1 Check the categories of records held by the body which are available without a person having to submit a lonnal

PAIA request;

2.2 Check the categories of records held by the body which are available without a person having to submit a formal

I']AIA request;

2.3 Know the description of the records of tlie body which are available in accordance with any other legislation;

2.4 Access all the relevant contact details of the Inlbnnation Officcr and Deputy Infonration Officer who will assist tlte

public with the records thcy intend to access;

2.5 Know the description oltlre guide on how to use PAIA, as updated by the Regulator and how to obtain access to it;

2.6 Know if the body will process personal information, the purpose of processing of personal information and the

description of the categories of data subjects and of the infbrrnation or categories of infonnation relating thcreto

2.7 Know the description of the categories of data subjects and of the information or categories of infonnation retating

thereto;

2.8 Know the recipients or categories of recipients to whom the personal infbnnation rnay be supplied;

2.9 Know if the body has planned to transfer or process personal infbnnation outside the Republic of South Africa and

the recipients or categories of recipients to whorn the personal information Inay be supplied; and
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2.10 know whether the body has appropriate security rneasures to ensure the confidentiality. integrity and availability of

thc pct'sonal inlbrnration which is to be proccssed.

Head of business:

Tclcphone Number:

E-mail Address:

Postal Address:

Telephone Number:

E-mail Address:

Website:

Dr Carine Smit

0t31451 179

drcarine(gpropacds.co. za

Information officer:

Telcphone Number:

E-mail Address:

Dr Carine Smit

0t37 457 119

drcari ne(a;propaeds. co. za

Suite 201, NelsprLrit Medi- Physical Address:
clinic
I Louise Street

Nelspruit

l 200

0t37457 179

d rcari ne(@p ropae ds. co. za

l-rttps://www.mediclinic.c o.zal enl corporateidoctors/6/dr-
carine-smit.html

Roorn 201 , Nelspruit Mcdi-
clinic
I Louuse street

Nelsprr,rit

r 200

Pacdiatrician

5. I . l'he Rcgr.rlator has. in terms of section I 0( I ) of PAIA, as arnended. r.rpdated and rnade available the rcvised Guidc orl

how to Lrse PAIA ("Guide"), in an easily comprchensible fonn and uanner, as lttay reasonably be reqr,rired by a person

who wishes to exercise any right conternplatcd in PAIA and POPIA'

5.2.]'he Guide is available in each of the oft-rcia[ [anguages and in braille.

5.3. l'he aforesaid Guide contains the description of:

5.3.1 . the objects of PAIA and POPIA;

5.3.2. the postal and street adclress, phonc and lax nurnber and, ilavailable, clectronic rnail address of:

5.3.2.1. thc Infbrn,ation Offlcer of cvery public body, and

5.3.2.2. every Deputy Infonnation Officer of every pr,rblic and privatc body designated in terms of section I 7( I )

of PAIA and section 56 of POPIA;

.5.3.3. thc lranncr and fornt of a reqtrest for:

5.3.3.1. access to a record of a pgblic body conteruplated in section ll ;a1d

5.3.3.2. access to a record of a private body contemplated in section 50;
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5.3.4. the assistance available tiorn the lnforrnation Offlcer of a public body in tenns of PAIA and POPIA;

5.3.5. the assistance available from the Regulator in tenns of PAIA and POPIA;

5.3.6. all remedies in law available regarding an act or failure to act in respect of a right or duty conferred or irnposcd

by PAIA and POPIA, including the manner of lodging:

5.3.6.1. an internal appeal;

5.3.6.2. a courplaint to the Regulator;and

5.3.6.3. an application with a court against a decision by the inforrnation officer of a public body, a decision

on internal appeal or a decision by the Regulator or a decision ofthe head ofa private body;

5.3.T.theprovisionsofsections l4 and5l rcqLriringapublicbodyandprivatebody,respectively,tocompilea

rnanual. and how to obtain access to a lxanual:

5.3.8. the provisions of sections l5 and 52 providing for the voluntary disclosure olcategories of records by a

public body and private body, respectively;

5.3.9. the notices issued in tenns of sections 22 and 54 regarding fees to be paid in relation to requests for access; ar.rd

5.3. 10. the regulations rnade in tenns of section 92.

5.4. Mernbers of the public can inspect or rnake copies of the Guide from the olfices of the public and private bodies.

including the office of the Regulator, during norrnal working hours.

5.-5. The Guide can also be obtained-

5.5.1 . upon request to the Infonnation Officer;

5.5.2. from the website of the Regulator (https://www.justice.gov.zalinfbreg/).

5.6 A copy of the Guide is also available in Afrikaans and English, for public inspection during nomal office hours at

the offices of the private body.

Infbrnration whiclr is not readily available as indicatcd in this manual, rnay be reguested in accordance witlr thc

proccdurc prescribed in ternls ol--lhe Act and scctior.r ll of this ntanual. Copies olthe presct'ibed forms to be cornpletccl

1br sr"rbmitting a rcquest. arc available tiour thc privatc body. r-rpon rcqucst to tlre infbrrnation officcr.

. Basic Conditions of l}nployrnent Act 75 of 1991
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Cornpanies Act 7l of 2008

F.lectronic Cornmunications Act 36 of 2005

Electronic Communications and Transactions Act, 25 of 2002

I:.mployment liquity Act 55 of 1998

If ealth Professions Act 56 of 1974

Incorne 'lax Act 58 of 1962

Labour Relations Act 66 of 1995

Medical Schernes Act l3l of 1998

Medicines and Related Substances Control Act l0 | of 1965

National Minimum Wage Act.9 ol20l8
Occupational Health and Saf'ety Act 85 of 1993

Promotion of Equality and Prevention of Unfair Discrirrination Act of 4 of 2000

Protection of Personal Infomation Act 4 of 201 3

Skills Developrnent Levies Act 9 of 1999

Skills Developmcnt Act 97 ol1998

l'ax Adrninistration Act 28 of 201 I

Unernployrnent Contributions Act 4 of 2002

Unernployment Insurance Act 63 of 200 I

Value Added 'l'ax Act 89 of l99l

Reports

Marketing and Promotional Material

https://www.rnediclinic.co .'t.alenlcorporate/doctors/6/dr-carinc-smit.htrnl

Accounting Records

. General lcdger

. Subsidiary lcdgers (rcceivables, payables, etc.)

. Bank staternents, chequc books, cheques

. Custorner and supplier statements and invoices

. VAI'returns

. Insnrance records

Information Technology
. Agrecnrents

. Client database

. Internet
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Intranet

Systenrs support, prograrnrning and development

Software packages

1'clephone lines, leased lines and data lines

Legal, Agreements and Contracts
. Agreer.nents with contractors, suppliers and clients

. Agreernents with custolners

Personnel Records

. Disciplinary records

. frmployee inlbrrnation records

. ['.mployment contracts

. IRP 5 and IT 3 certitlcates

. Letters of appointment

. l-eave applications

. Matcrnity lcave policy

. Personnel File

. Policics and procedr-rrcs

. Salary slips and wage cards

Sales and Marketing
. Brochures, newsletters and rnarketing rnaterial

. Mcdia releases

A person who wants access to the records must cornplete the necessary request fonns that is available at the officcs ol-
'fhe private body, or can bc accessed on www.justice.gov.zalinlbreg. The courplcted request fbrrr.r rnust bc scr.rt to thc

address or tax nurnber provided in tlris rnanual and markcd fbr thc attention olthc Inforrnation Officer.

Please provide sutficient details to enable the body to identify

a. The record(s) requested

b.'Ihe requcster (and if an agent is lodging the rcquest, proof of capacity)

c. l'he tbnn of access required

d.'Ilte postal address or fax nunlber of the requester in the Republic

c. Ilthc rcquester wishes to be inforrned of the decision in any uranner (in addrtion to written) the rnanner and particulars

tlrereof

1-. 1'he right which the requester is seeking to exercise or protect with an explanation o1'the reason the record is required

to exercise or protect the right.

Dr Carine Smit Inc I'he body is cornmitted to protccting thc privacy olpcrsonal infbrmation olour data subjccts.'l'hc

infbnnation you share with us as a data subjcct allows us to providc you rvith the bcst cxpcricncc with our products ancl

services, or as a stakeholder.
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Dr Carine Sgrit Inc Tlie body lras dedicated policies and procedures in place to protect all personal infonnation collectcd

and processed by us. Please read below fbr rnore inforrnation on how we collect, process, ttse and disclose personal

information.

11.1 The purpose of processing of personal information

We process personal information for various reasons, including but not limited to the following:

. General administration

. lrinancial and tax purposes

. llealth and sat'ety purposes

. To monitor access, secure and manage our pretnises and facilities

. To help us recover debts

. Marketing purposes

. Engaging with the public

I 1.2 Data subj ect categories and personal informati on processed

11.3 Recipients with whom pcrsonal inforrnation is sharcd

l. processilg your personal infon.rration, we lray share it within the group of cornpanies or with other third partics.

'Ihese inclr-rde but are not limited to:

. Statutory authorities

. Medical schetles

. Payrnent processors

. Scrvice providers

11.4 Security measures implemented to protect personal information

We have identified our sccurity risks ovcr the personal information we process in line with the Protection of Personal

Intb.ration Act, and we havc implernented various security r"neasures to ensure reasonablc protection against the risk ol'

loss, rnisuse, unautl.roriscd access ancl disclosure, alteration and destruction of the personal information'

Wc also take steps to ensLlre that operators that process personal infomation on behalf of company name apply adeqtratc

- 
sat-eguards as otrtlined above.

11.5 Trans-border flows of personal information

we rnay transfer to, ancl store personal information we collect about you, in countries other than South Aliica, il- thc

relevant business transactions or sitgation requires trans-bordcr processing. l-hese countries may not have tl.re same data

protection laws as South Afiica, and in this instance, wc will only transl'cr the inflonnation if we have conscnt frotn yor-r.

or it is necessary for the pertbrmance or conclr.rsion of a contract between us.
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1 1.6 Personal information received from third parties

When we receive personal infonnation tiom a third party on behallof a data subject, we asslu-ne confirmation that thcy

have written consent tiou-r the data subject that they are aware of the contents of this PAIA manual and the Privacy

Policy. and do not have any objection to our processing their infonnation in accordance with this policy.

Where ilfornation on third partics is provided by a data sr.rbject, or a third party provides infonnation on a data subject.

tlrat intbrrnation may be takcn into accortnt with other personal infonnation.

11.7 DataBreaches

Where there are reasonable grounds to believe that the personal inforrnation of a data subject has been accessed or

acquired by any unar,rthorised person, the body shall notily:

a) the Regulator; and

b) the data subject, unless the identity ofsuch data sLrbject cannot be established.

'l'he notification will be rnade as soon as reasonably possible after the discovery of the comprornise, taking into accottnt

t5c legitirnate needs of law enforcerncnt or any measrlres reasonably necessary to determine the scope of the cotnprontisc

and to restore the integrity of the responsible party's intbnnation system.

I 2. I A copy of the Manual is availablc-

I 2. I . I on our website. if any;

12.1.2 hcad office olthe body for pr-rblic inspection during norntal bttsincss hours;

12.1.3 to any person upon rcqLlest and upon thc payrnent of a rcasonable prcscribed l-ee; and

12.1.4 to the Infonnation Regulator ttpon rcqttest.

12.2 Af'ee l'or a copy ol-tlre Manual, as contemplated in annexllre B of the Regulations, shall be payable per eacl.t

A4-size photocopy urade.

'I'he head of the private body will on a regular basis update this manual.
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