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1. LIST OF ACRONYMS AND ABBREVIATIONS

1.1 “CEO” Chief Executive Officer
1.2 “DlO” Deputy Information Officer;
1.3  “ENTITIES” Simplicity Import and Export (Pty) Ltd

Extrusion World Cut To Size Glass (Pty0 Ltd
Extrusion World Ottery (Pty) Ltd
Extrusion World Special Moulds (Pty) Ltd

Thaba Aluminium Installations (Pty) Ltd T/a Extrusion
World

Extrusion World Weskus (Pty) Ltd

1.4 “10“ Information Officer;

1.5  “Minister” Minister of Justice and Correctional Services;

1.6  “PAIA” Promotion of Access to Information Act No. 2 of 2000 (as
Amended;

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

1.8  “Regulator” Information Regulator; and

1.9  “Republic” Republic of South Africa
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2.1

2.2,

2.3.

2.4,

INTRODUCTION

The Entities are interrelated and South African-based aluminium extrusion and cut-to-
size glass, supplier, specialising in the importation, production and distribution of
customised aluminium and/or cut-to-size glass profiles and related products.

This manual is made available in accordance with section 51 of the Promotion of Access
to Information Act 2 of 2000, as amended from time to time (“PAIA”), and regulation
4(1)(d) of the Protection of Personal Information Act 4 of 2013 (“POPIA”) Regulations.
PAIA was enacted on 3 February 2000.

The purpose of the legislation is to give effect to the constitutional right of access to
information held by any private or public body where such information is required for
the exercise or protection of rights. When a request is made in terms of PAIA, the body
to which the request is directed is obliged to release the information, unless PAIA or
any other applicable legislation expressly provides that the information may or must
not be disclosed.

Before any access to information request can be granted, the Requester, being any
person (including a public body or an official thereof) making a request for access to a
record of a private body, and including a person acting on behalf of such a person (the
“Requester”), must comply with all procedural and substantive requirements
prescribed in PAIA and, where applicable, POPIA.

PURPOSE OF PAIA MANUAL

This PAIA Manual is useful for the public to:

3.1

3.2.

3.3.

3.4.

3.5.

3.6.

3.7.

3.8.

3.9.

identify the categories of records held by the body that are accessible without
submitting a formal PAIA request.

understand how to request access to records, including the subjects on which the body
holds records and the categories of records maintained under each subject.

ascertain which records of the body are available in terms of other applicable
legislation.

obtain the contact details of the Information Officer and Deputy Information Officer,
who assist the public in accessing records.

access the Regulator’s updated guide on the use of PAIA and understand how to obtain
it.

determine whether the body processes personal information, the purposes for such
processing, and the categories of data subjects and related information involved.

understand the categories of data subjects and the information or categories of
information relating to them.

identify the recipients or categories of recipients to whom personal information may be
supplied.

establish whether the body intends to transfer or process personal information outside
the Republic of South Africa, and the recipients or categories of recipients involved.
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3.10.

4.1.

4.2.

4.3.

4.4,

5.1.

5.2.

5.3.

understand whether the body has implemented appropriate security measures to
ensure the confidentiality, integrity and availability of personal information to be
processed.

KEY CONTACT DETAILS FOR ACCESS TO INFORMATION OF THE ENTITIES

Chief Information Officer

Name: Karla Tomlinson
Tel: 076 605 0043
Email: karla@extrusionworld.co.za

Deputy Information Officer

Name: Maritza Mulder
Tel: 063 528 6176
Email: manager@extrusionworld.co.za

Access to information general contacts

Email: glass@extrusionworld.co.za

National or Head Office

Physical Address: Unit 4, 26 Goud Crescent, Brackenfell Industrial

Telephone: 021 035 1905

Email: glass@extrusionworld.co.za
karla@extrusionworld.co.za

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

THE PROMOTION OF ACCESS TO INFORMATION ACT:

PAIA grants a Requester access to records of a private body, if the record is required for
the exercise or protection of any rights. If a public body lodges a request, the public
body must be acting in the public interest.

Requests in terms of PAIA shall be made in accordance with the prescribed procedures,
at the rates provided. The forms and tariff are dealt with in Paragraph 6 and 7 of this
manual.

Requesters are referred to the Guide compiled by the South African Human Rights
Commission in terms of Section 10 of PAIA to assist persons in using and understanding
PAIA. The Guide is available from the SAHRC. The contact details of the Commission
are:

Postal Address: Private Bag 2700, Houghton, 2041
Telephone Number: +27-11-877 3600

Fax Number: +27-11-403 0625

Website: www.sahrc.org.za



mailto:karla@extrusionworld.co.za
mailto:manager@extrusionworld.co.za
mailto:glass@extrusionworld.co.za
mailto:glass@extrusionworld.co.za
mailto:karla@extrusionworld.co.za
https://www.extrusionworld.co.za/
http://www.sahrc.org.za/
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6. LEGISLATION IN TERMS OF WHICH RECORDS ARE HELD BY EXTRUSION WORLD CUT TO SIZE
GLASS

6.1. In compliance with section 51(1)(d) of PAIA, a list of the relevant legislation applicable
to the entities and in connection of which records will be freely available to the public
are tabled below:

No Ref Act

1 No 75 of 1997 Basic Conditions of Employment Act

2 No 69 of 1984 Close Corporations Act

3 No 71 of 2008 Companies Act

4 No 68 of 2008 Consumer Protection Act

5 No 51 of 1977 Criminal Procedures Act

6 No 19 of 2020 Cybercrimes Act

7 No 36 of 2005 Electronic Communications Act

8 No 25 of 2002 Electronic Communications and Transactions Act

9 2008 High Court Rules of Court

10 No 95 of 1967 Income Tax Act

11 No 24 of 1936 Insolvency Act

12 No 27 of 1943 Insurance Act

13 No 32 of 1944 Magistrates' Courts Act

14 No 2 of 2000 Promotion of Access to Information Act

15 No 4 of 2013 Protection of Personal Information Act

16 No 121 of 1998 Prevention of Organized Crime Act

17 No 30 of 1996 Unemployment Insurance Act

18 No 70 of 2002 Regulation of Interception of Communications and
Provision of Communication-related information Act

19 No 107 of 1985 Rules Board for Courts of Law Act

20 No 61 of 1984 Small Claims Courts Act

21 No 10 of 2013 Superior Courts Act

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

7.1. 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.

7.2.  The Guide is available in each of the official languages and in braille.
7.3. The aforesaid Guide contains the description of-
7.3.1. the objects of PAIA and POPIA;

7.3.2. the postal and street address, phone and fax number and, if available,
electronic mail address of-

7.3.2.1. the Information Officer of every public body, and
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7.3.2.2. every Deputy Information Officer of every public and private body
designated in terms of section 17(1) of PAIA! and section 56 of
POPIA?

7.3.3. the manner and form of a request for-

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

7.3.3.2. access to a record of a private body contemplated in section 50%;

7.3.4. the assistance available from the |0 of a public body in terms of PAIA and
POPIA;

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

7.3.6. 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-
7.3.6.1. an internal appeal;
7.3.6.2. a complaint to the Regulator; and
7.3.6.3. an application with a court against a decision by the

information officer of a public body, a decision on internal
appeal or a decision by the Regulator or a decision of the head
of a private body;

7.3.7. 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;

a)
b)
c)

Section 17(1) of PAIA- For the purposes of PAIA, each public body must, subject to legislation governing the
employment of personnel of the public body concerned, designate such number of persons as deputy information
officers as are necessary to render the public body as accessible as reasonably possible for requesters of its records.

Section 56(a) of POPIA- Each public and private body must make provision, in the manner prescribed in section 17 of
the Promotion of Access to Information Act, with the necessary changes, for the designation of such a number of
persons, if any, as deputy information officers as is necessary to perform the duties and responsibilities as set out in
section 55(1) of POPIA.

Section 11(1) of PAIA- A requester must be given access to a record of a public body if that requester complies with all
the procedural requirements in PAIA relating to a request for access to that record; and access to that record is not
refused in terms of any ground for refusal contemplated in Chapter 4 of this Part.

Section 50(1) of PAIA- A requester must be given access to any record of a private body if-
that record is required for the exercise or protection of any rights;
that person complies with the procedural requirements in PAIA relating to a request for access to that record; and
access to that record is not refused in terms of any ground for refusal contemplated in Chapter 4 of this Part.

Section 14(1) of PAIA- The information officer of a public body must, in at least three official languages, make
available a manual containing information listed in paragraph 4 above.

Section 51(1) of PAIA- The head of a private body must make available a manual containing the description of the
information listed in paragraph 4 above.
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7.3.8. the provisions of sections 157 and 522 providing for the voluntary disclosure
of categories of records by a public body and private body, respectively;

7.3.9. the notices issued in terms of sections 22° and 54'° regarding fees to be paid
in relation to requests for access; and

7.3.10. theregulations made in terms of section 9212,

7.4. 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.

7.5. The Guide can also be obtained-
7.5.1. upon request to the Information Officer;

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

SCHEDULE OF RECORDS

8.1.  This clause serves as a reference to the records held by the Entities for purposes of
facilitating access requests in terms of PAIA. The table below reflects the availability of
these records, which may either be accessible to the public without a formal request or
be made available to a Requester following a successful application in accordance with
the relevant provisions of PAIA or POPIA.

8.2. All information held by the entities is classified and grouped according to records
relating to the following subjects and categories:

Category Description Availability

10

11

Section 15(1) of PAIA- The information officer of a public body, must make available in the prescribed manner a
description of the categories of records of the public body that are automatically available without a person having to
request access

Section 52(1) of PAIA- The head of a private body may, on a voluntary basis, make available in the prescribed manner a
description of the categories of records of the private body that are automatically available without a person having to

request access

Section 22(1) of PAIA- The information officer of a public body to whom a request for access is made, must by notice
require the requester to pay the prescribed request fee (if any), before further processing the request.

Section 54(1) of PAIA- The head of a private body to whom a request for access is made must by notice require the
requester to pay the prescribed request fee (if any), before further processing the request.

Section 92(1) of PAIA provides that —“The Minister may, by notice in the Gazette, make regulations regarding-

(a) any matter which is required or permitted by this Act to be prescribed;

(b) any matter relating to the fees contemplated in sections 22 and 54;

(c) any notice required by this Act;

(d) uniform criteria to be applied by the information officer of a public body when deciding which categories of

records are to be made available in terms of section 15; and
(e) any administrative or procedural matter necessary to give effect to the provisions of this Act.”


https://www.justice.gov.za/inforeg/
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Personnel records e Personal records provided | Not available
by employees of the
entities

e Records provided by
individuals other than
employees

e Conditions of employment
and  other employee-
related contractual and
quasi-legal records

e Internal evaluation records
and other internal records

e Correspondence relating to

personnel
e Training schedules and
material
Customer client records e Records provided by a | Request in terms
customer/client to | of PAIA

Extrusion World Cut to Size
Glass (Pty) Ltd

e Records provided by a
customer to a third party
acting for or on behalf of
Extrusion World Cut to Size
Glass (Pty) Ltd

e Records provided by third
parties to Extrusion World
Cut to Size Glass (Pty) Ltd

e Records generated by or
within Extrusion World Cut
to Size Glass (Pty) Ltd
relating to its
customers/clients,
including transactional
records

Records related to Extrusion | e  Financial records Not available

World e Operational records

e Databases

e Information Technology

e  Marketing records

e Internal correspondence

e  Product related records

e  Statistical records

e  Product records

e  Statutory records

e Internal Policies and
Procedures
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10.

e  Securities & Equities

e Specific Agreements
relating to business
activities

e Records held by Officials of
Extrusion World Cut to Size
Glass (Pty) Ltd

FORM REQUEST

To facilitate the processing of request, a requestor must:

9.1.

9.2.
9.3.

Complete and submit the prescribed Request for Access form, attaches as Annexure A
(marked as Form 2: Request for Access to Records”) hereto. This form must be
accompanied by payment of a request fee (if applicable) and deposit (if applicable).

Address the request to the Information Officer.
Provide sufficient details to enable the company to identify:
9.3.1. The record(s) requested;

9.3.2. The Requester (and if an agent is lodging the request, proof of capacity);

9.3.3. The form of access required;
9.3.4. The postal address or fax number of the Requester in the Republic;
9.3.5. If the Requester wishes to be informed of the decision in any other manner

(in addition to written), the manner and particulars thereof;

9.3.6. The right which the Requester is seeking to exercise or protect with an
explanation of the reason the record is required to exercise or protect the
right.

PRESCRIBED FEES

10.1.

10.2.

10.3.

10.4.

PAIA provides for two types of fees namely:
10.1.1.  Arequest fee, which will be a standard fee; and

10.1.2.  an access fee, which must be calculated by taking into account reproduction
costs, search and preparation time and cost, as well as postal costs.

Upon receiving a request, the entities will, by notice, require the Requester, other than
a personal Requester, to pay the prescribed request fee (if applicable) before the
request is further processed.

If the search for the record and the preparation of the record for disclosure, including
arrangements to make it available in the requested form, require more than the
prescribed hours, the entities will notify the Requester to pay a deposit equal to the
prescribed portion of the access fee that would be payable if the request were granted.

Extrusion World will withhold the record until the Requester has paid the prescribed
fees.
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11.

12.

13.

10.5. A Requester whose request for access has been granted must pay the applicable access
fee for reproduction, search and preparation, and for any time reasonably required in
excess of the prescribed hours to search for and prepare the record for disclosure,
including arrangements to make it available in the requested form.

10.6. If a deposit has been paid in respect of a request for access, which is refused, then
Extrusion World must repay the deposit to the Requester.

GROUNDS TO REFUSE A REQUEST

There are various grounds under which an access to information request may or must be
refused by an Information Officer of a public or private body. These grounds are listed in PAIA
under Chapter 4 of Part 3 of PAIA and are as follows:

11.1. Mandatory Grounds of Refusal:
11.1.1.  Mandatory protection of the privacy of a third party who is a natural person;
11.1.2.  Mandatory protection of the commercial information of a third party;

11.1.3. Mandatory protection of confidential information of third parties if it is
protected in terms of any agreement;

11.1.4. Mandatory protection of safety of individuals, and protection of property;

11.1.5. Mandatory protection of records privileged from production in legal
proceedings;

11.1.6. Mandatory protection of research information of a third party and research
information of the entities

11.2. Discretionary Grounds of Refusal:
11.2.1. Commercial information of the entities
DECISION

12.1. Extrusion World will, within 30 days of receiving the request, decide whether to grant
or refuse access and will provide the Requester with written notice of its decision,
including reasons where required.

12.2. The 30-day period within which Extrusion World Cut to Size Glass (Pty) Ltd must decide
whether to grant or refuse the request may be extended for a further period of no
more than 30 days if the request relates to a large volume of information, or if the
request requires a search for information that cannot reasonably be completed within
the initial 30-day period. The entities Ltd will notify the Requester in writing if an
extension is required.

12.3. If, after a diligent search, the requested record cannot be found, Extrusion World Cut to
Size Glass (Pty) Ltd will provide the Requester with an affidavit confirming that it is not
possible to provide access to the record.

REMEDIES FOR REFUSAL OF ACCESS TO INFORMATION REQUEST

13.1. Internal Appeal: The decision of the Information Officer is final in terms of our internal
procedures for access to information. The external remedies set out below remain
available to the Requester, however there is no internal appeal procedure.
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13.2. External Appeal: The Requester may in terms of sections 56(3)(c) and 78 of PAIA apply
to a court within 180 days of notification of the decision for appropriate relief.

14, PROCESSING OF PERSONAL INFORMATION

14.1.

14.2.

14.3.

14.4.

Introduction

14.1.1.

14.1.2.

POPIA gives effect to the constitutional right to privacy by balancing that
right with the right of access to information. It requires that personal
information relating to individuals be processed lawfully and in a manner
that is reasonable and does not infringe the right to privacy. This section
outlines how personal information is collected, used, shared and otherwise
processed in accordance with POPIA.

The entities will take all reasonable steps to protect the Personal Information
of any Data Subject in its possession. For the purposes of this section, the
terms “Data Subject”, “Personal Information”, “Processing” and “Responsible
Party” bear the meanings assigned to them in POPIA. The Personal
Information provided to the entities, and the purposes for which it is
required, will depend on the nature and scope of the Data Subject’s
relationship with the company.

Categories of Data Subjects

14.2.1.
14.2.2.
14.2.3.
14.2.4.
14.2.5.

Information is collected from the following Data Subjects:
Customers;

Suppliers;

Service Providers; and

Employees.

Information Collected from Data Subjects

14.3.1.

14.3.2.

14.3.3.

14.3.4.

The entities may process personal information about Data Subjects which
includes but is not limited to names and surnames, email address, physical
address, telephone number, private correspondence.

Information will be collected directly from Data Subjects as far as possible
and Extrusion World will endeavour to communicate the specific purpose for
which such information is collected.

Information will be retained by Extrusion World for as long as the
relationship persists between Extrusion World and the Data Subject

Extrusion World may also collect such information from statutory institutions
such as the Companies and Intellectual Property Commission (“CIPC”), the
South African Revenue Service (“SARS”) Information, from a relevant public
or equivalent entity, from its own records related to previous services
provided to the Data Subject.

Purpose of Processing

14.4.1.

Personal Information is collected to enable direct communication with Data
Subjects, to take steps necessary for the performance of any agreement
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concluded between a Data Subject and Extrusion World, to protect the Data
Subject’s legitimate interests through such performance, and to comply with
applicable laws, legal obligations or relevant statutory requirements.

Extrusion World will inform the Data Subject, at the time of collection, of the
specific purpose for which the Personal Information is being processed

Sharing Information with Third Parties

14.5.1.

14.5.2.

Extrusion World will only disclose personal information to third parties
where the Data Subject has consented to such disclosure in writing.

Extrusion World may also disclose personal information to third parties if
such disclosure is believed to be necessary to:

14.5.2.1. perform its services;

14.5.2.2. meet any applicable law, regulation, legal process or other legal
obligation;

14.5.2.3. detect, investigate and help prevent security, fraud or technical
issues; and/or

14.5.2.4. protect the rights, property or safety of Extrusion World Cut to
Size Glass (Pty) Ltd IT, its users, employees or others; and

14.5.2.5. as part of a corporate transaction, such as a transfer of assets to or
an acquisition by or merger with another company

Consent to Process Personal Information

14.6.1.

14.6.2.

By using the services of Extrusion World or by entering into a contractual
relationship with the company, the Data Subject agrees to the Terms and
Conditions, which include consent to the processing of Personal Information.
Should the Data Subject elect to opt out of such processing, the Data Subject
acknowledges that withholding consent or failing to provide required
Personal Information may result in Extrusion being unable to perform its
functions or to provide the services or benefits requested.

In terms of POPIA and other applicable laws, there are circumstances in
which express consent is not required for the processing of Personal
Information, including instances relating to police investigations, litigation, or
where the Personal Information is publicly available.

Data Security

14.7.1.

The entities has implemented technical and organisational measures that
seek to ensure a level of security appropriate to the risk to the personal
information we process. These measures are aimed at ensuring the integrity,
confidentiality, and availability of personal information.

Rights of the Data Subject

14.8.1.

The Right to know what Personal Information is held by the entities:

14.8.1.1. Data Subjects have the right to access personal information that
the entities may have in its possession and are entitled to request
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the identity of which third parties have received and/or processed
personal information for the purpose agreed to. Such a request
must be made in accordance with paragraph 6 of this manual. and
Extrusion World may decline a request based on a Ground of
Refusal as set out in paragraph 8 of this manual.

The entities will take all reasonable steps to confirm the identity of the data
subject before providing details of the personal information.

The Right to Object to the Processing of Personal Information

14.8.3.1. A Data Subject who wishes to object to the Processing of their
Personal Information must submit the prescribed Form1,
attached as Annexure B (marked as Form 1), to the Information
Officer of the Company

14.8.3.2. Any objection or withdrawal of consent remains subject to the
terms and conditions of any agreement between the entities and
the Data Subject.

14.8.3.3. If the objection interferes with Extrusion World’s legal obligations,
the objection and withdrawal of consent will only be accepted if
agreed to in writing. The entities draws attention to the fact that
withdrawal of consent may result in the company being unable to
provide the requested information, services or other benefits.

14.8.3.4. Withdrawal of consent is not retroactive and will not affect any
disclosures of Personal Information already made.

. The right to request to update, correct or delete personal information

14.8.4.1. Where personal information is incorrect, inaccurate or has
changed in any respect, Data Subjects are requested to submit
prescribed Form 2 attached as Annexure C (marked as Form 2) to
the Information Officer.

14.8.4.2. The entities will largely rely on the Data Subject to ensure that
personal information is correct and accurate.

14.9. Direct Marketing

14.9.1.

14.9.2.

If a Data Subject is currently subscribed to the entities mailing list for
marketing communications, they may opt of out of direct marketing by
following the unsubscribe instructions contained in the marketing
communication, or by sending a clear message in this regard to the
Information Officer.

If the Data Subject is a new user, the entities will not send direct marketing
via electronic means unless the Data Subject opts in for direct marketing.
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15.  AVAILABILITY OF THE MANUAL
8.1  Acopy of the Manual is available-

8.1.1 on https://www.extrusionworld.co.za;

8.1.2 head office of the Extrusion World for public inspection during normal
business hours;

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

8.14 to the Information Regulator upon request.

8.2  Afee for a copy of the Manual, as contemplated in annexure B of the Regulations, shall
be payable for each A4-size photocopy made.

Issued by

KARLA TOMLINSON
DIRECTOR (DULY AUTHORISED)
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