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1. LIST OF ACRONYMS AND ABBREVIATIONS

1.1 "CEO" Chief Executive Officer

1.2 "DlO" Deputy I nformation Officer;

1.3 "lO" lnformation Officer;

1.4 "Minister" Minister of Justice and Correctional Services;

1.5 "PAlA" Promotion of Access to lnformation Act No. 2 of 2000 (as

Amended;

1.6 "POPIA" Protection of Personal lnformation Act No.4 of 2013;

1.7 "Regulator" lnformation Regulator; and

1.8 "Republic" Republic of South Africa

2. PURPOSE OF PAIA MANUAL

This PAIA Manual is useful for the public to-

2.1 check the categories of records held by a body which are available without a person

having to submit a formal PAIA request;

2.2 have a sufficient understanding of how to make a request for access to a record of

the body, by providing a description of the subjects on which the body holds records

and the categories of records held on each subject;

2.3 know the description of the records of the body which are available in accordance

with any other legislation;

Page 2 of 13



Rivco Products cc

2.4 access all the relevant contact details of the lnformation Officer and Deputy

lnformation Officer who will assist the public with the records they intend to access;

2.5 know the description of the 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 information or categories of information relating thereto;

2.7 know the description of the categories of data subjects and of the information or

categories of information relating thereto;

2.8 know the recipients or categories of recipients to whom the personal information

may be supplied;

2.9 know if the body has planned to transfer or process personal information outside the

Republic of South Africa and the recipients or categories of recipients to whom the

personal information may be supplied; and

2.10 know whether the body has appropriate security measures to ensure the

confidentiality, integrity and availability of the personal information which is to be

processed.

3. KEY CONTACT DETAILS FOR ACCESS TO INFORMATION

3.1. lnformation Officer

Name:

Tel:

Email:

Dale Robinson

021 951 2144

dale@rivco .co.za

office@rivco.co.za
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3.4 National or Head Office

PostalAddress: 21 Junction Rd, Tygerberg
Business Park, Parow lndustria,
7493

PhysicalAddress 21 Junction Rd, Tygerberg
Business Park, Parow lndustria,
7493

Telephone: 021 951 2144

Email office@rivco.co.za

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

4.1. The Regulator has, in terms of section 10(1) of PAIA, as amended, updated and

made available the revised Guide on how tc use PAIA ("Guide"), in an easiiy

comprehensible form and manner, as may reasonably be required by a person who

wishes to exercise any right contemplated in PAIA and POPIA.

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

4.3. The aforesaid Guide contains the description of-

4.3.1. the objects of PAIA and POPIA;

4.3.2 the postal and street address, phone and fax number and, if available,

electronic mail address of-

4.3.2.1. the lnformation Officer of every public body, and

every Deputy lnformation Officer of every public and private

body designated in terms of section 17(1) of PAIA1 and

section 56 of POPIA2;
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4.3.3. the manner and form of a request for-

4.3.3 1 access to a record of a public body contemplated in section

1 13; and

4.332 access to a record of a private body contemplated in section

500;

4.3.4 the assistance available from the lo of a public body in terms of pAIA and

POPIA;

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

4 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 poplA, including the

manner of lodging-

1 Section 17(1) of PAIA- For the purposes of PAIA, each pubtic body must, subject to tegistation governing the employment ofpersonnel of the public body concerned, designate such number of persons as deputy iniormatioi officers as are necessary to
render the public body as accesstb/e as reasonably possible for requesters of lts records.

2 Section 56(a) of POPIA- Each pubtic and private body must make provision, in the manner prescribed tn section 17 of thePromotion of Access to lnformation Act, with the necessary changes, for the designation of such a number of persons, if any, asdeputy information officers as is necessa4r to pefiorm the duties and responsibililles as sel out in section SS(1) of pOplA.

3 Section 11(1)otPAIA-Arequestermustbegivenaccess toarecordof apublicbodyif thatrequester comptieswithall 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.

4 section 5o(1 ) of PA|A- A requester mus t be givenaccess to any reard of a private body if-
a) that record is required for the exercise or protection of any ights;
b) that person complies with the procedural requirements in PA|A relating to a request for access fo that record; and
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c) access to that record is not refused in terms of any ground for refusat contemplated in Chapter 4 of this Paft.

Page 6 of 13



Rivco Products cc

4.3.6.1. an internal appeal;

4.3.6.2. a complaint to the Regulator; and

4.3.6.3 an application with a court against a decision by the information

officer of a public body, a decision on internal appeal or a

decisionbytheRegulatororadecisionoftheheadofaprivate

body,

4 3.7 the provisions of Sections 145 and 516 requiring a public body and private

body,respectively,tocompileamanual,andhowtoobtainaccesstoa

manual;

4.3.8 the provisions of sections 157 and 528 providing for the voluntary disclosure

of categories of records by a public body and private body, respectively;

4.3.g. the notices issued in terms of sections 22e and 5410 regarding fees to be

paid in relation to requests for access; and

4.3.10. the regulations made in terms of section 9211

5 Section 14(1) of pAtA- 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.

6 Sectrbn 51 (1) of PA1A- The head of a private body must make available a manual containing the description of the information

listed in paragraph 4 above.

7 Section 15(1) of PA\A- 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 lo request access

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

9 Sectlon 22(1) ot 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 requestfee (if any), before further processtng the request.

10 Sectrbn 54(1) of PAIA- The head of a pivate body to whom a request for access ls made must by notice require the requester to
pay the prescribed reguest fee (if any), before fufther processing the request.

11 Sectiong2(1)of PA\Aprovidesthat-"TheMinistermay,bynoticeintheGazefte,makeregulationsregatuing-
(a) any matter which is required or permitted by this Act to be prescibed;
(b) any mafter relating to the fees contemplated in sections 22 and 54;
(c) any notice required by thrs Acf,
(d) uniform citeria 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 "
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4.5. The Guide can also be obtained-

4.5.1. upon request to the lnformation Officer,

4.5.2. from the website of the Regulator (https://.www.iustice.qov.zalinforegl)

4.6 A copy of the Guide is also available in the following official languages, for public

inspection during normal office hours-

- English

CATEGORIES OF RECORDS WHICH ARE AVAILABLE WITHOUT A PERSON

HAVING TO REQUEST ACCESS

DESCRIPTION OF THE RECORDS OF WHICH ARE AVAILABLE IN ACCORDANCE

WITH ANY OTHER LEGISLATION

Corporate lnformation and
business profile

lGeneral information, corporate profile,

lareas of service and product
linformation

Privacy compliance records 
lentn 

Uanual and Privacy Notices X

- N/emorandum of lncorporation
- Registration documents
- lnformation on directors and shareholders
- Share registers
- [t/linutes of meetings
- Other corporate governance information

Governance records Companies Act 71 of 2008
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DESCRIPTION OF THE SUBJECTS ON WHICH THE BODY HOLDS RECORDS AND
CATEGORIES OF RECORDS HELD ON EAGH

PAIA Manual P romotion of Access to lnformation Act 2 of

Employment related records

Personal information and employee
details for employment related purposes
Payroll, leave and remuneration records
Workmen's compensation records

Basic Condit ions of Employment Act 75 of 1g97
lncome Tax Act 58 of 1962
Unemployment lnsurance Act 63 of 200,1
Compensation for Occupational lnjuries and
Diseases Act 130 of 1993

Financial and Tax records

Financial statements and accounting
records
Tax records (lncome IAX, pAyE,UlF)

lncome Tax Act 58 of 1962

Unemployment lnsurance Act 63 of 200.1

Corporate and Company
Secretarial Records

Company registration documents, minutes,
resolutions and share registers.

inancial and accounting recordsF
Annual financial statements, accounting records,
tax records, bank statements, asset registers,
lnvoices, receipts, and source documents for
creditors and debtors

Human resources / employee
records

onnel files, employment contracts, and
conditions of service, payroll, remuneration, ieave,
employee benefits records (pension, and/or
provident fund, medical aid), performance
evaluations, disciplinary records, grievance
procedures, employment equity plans, skills
development reports, training records.

Pers

Administration, operations, and
property

reements with suppliers and service providers,
se agreements for property, lnternal and

Ag
lea
external correspondence
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8. PROCESSING OF PERSONAL INFORMATION

8.1 Purpose of Processing Personal lnformation

Cl ient-related records Client engagement letters and agreements,
correspondence with clients and third parties, files
related to clients.

I nformation Technology Computer software, licensing, and maintenance
agreements, records regarding computer
systems, lT usage policies

Customers / Clients
- To provide services and perform actions under the

services contract
- To manage the commercial relationship, including

billing and accounting
- To comply with regulatory obligations

Service Providers
- To perform actions under the services contract and

manage the supplier relationshrp
- For the execution of payment processing functions and

managing invoices
- To comply with legal and regulatory obligations

Employees
- To conclude and perform actions under the

employment contract
- For recruitment, administering payroll, benefits, and

other general HR functions
- To comply with legal obligations under employment

legislation

Visitors to Premises - To monitor access for safety and security reasons,
including processing CCTV footage
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8.2 Description of the categories of Data Subjects and of the information or
categories of information relating thereto

8.3 The recipients or categories of recipients to whom the personal information

may be supplied

Personal lnformation of our clients, service
pr.oviders, suppliers, and/or employees

Customers / Clients name, address, registration numbers or identity

numbers bank details.

Service Providers names, registration number, vat numbers, address
and bank details.

Employees address, qualifications, gender and race

Visitors to Premises CCTV footage for security and access monitoring

Tax and VAT information of clients,
service providers, suppliers and/or
employees

South African Revenue Services

Qualifications,

verifications

for qualification South African Qualifications Authority

Personal lnformation of our clients,
service providers, suppliers, and/or
employees

Employee lnformation, for legislative
compliance and payroll

Our cloud storage and/or productivity solution
providers like Microsoft 365 and/or Google
Business

Other service providers or third-party suppliers,
should the transaction/service require information
sharing.
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8.4 Planned transborder flows of personal information

Generally, we do not transfer your personal information to another country. However, in certain
cases this may be necessary, for example, when our suppliers are based outside South Africa
or when the service we provide involves a foreign party Such transfers will only take place if:
. They are essential to the nature of the transaction, and

' They comply with the requirements of POPIA and/or other applicable South African laws.

When we do transfer your information across South African boarders, we will take steps
to ensure that the country or organisation receiving it has strong safeguards in place. This
includes:

' Ensuring the destination country's laws offer similar protection to pOplA,
. Confirming that binding corporate rules are in place, or

' Relying on legal agreements that guarantee your information is handled securely and
respectfully.

Use of cloud-based software: We use trusted software tools such as Microsoft 365 and Google
Business to supporl our business operations and store personal information. These tools miy
store data on servers located outside South Africa. We believe these providers offer adequate
protection for the personal information we entrust to them.

8.5 General description of lnformation Security Measures to be implemented by
the responsible party to ensure the confidentiality, integrity and availability of
the information.

The company has implemented a range of reasonable and technical and organisational
security measures to protect personal information against unauthorised acceis, unlawful
processing, loss, destruction, or damage. These meisures are reviews and updated on a
regular basis, with the key security measures including, among other things:

Technical Measures:
' Network and System Security: Utilisation of firewalls, malware and anti-virus
protection, software patching, and data loss prevention technologies.
' Data Protection: Encryption of sensitive data and regular daG backups with testing to
ensure recoverability.
' Access Control: Use of unique user lDs and strong passwords, with access to
Information restricted on a "need-to-know" basis.
' Monitoring and Testing: Regular system monitoring, vulnerability scanning, and
penetration testing to identify and mitigate threats.

Organisational Measures:
' Policies and Procedures: lmplementation of documented information security
policies, business continuity plans, and risk assessments.
' Employee Awareness: Regular training for employees on security and privacy
practices.

' Third'Party Management: Ensuring third-party operators and service providers apply
adeq uate secu rity safeguards th ro u gh contractu al ag reements
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Physical Security:
' Access Control: Restricting physical access to offices and sensitive areas.
' Secure Disposal: Implementing procedures for the appropriate disposal of assets
containing personal information

9. AVAILABILITY OF THE MANUAL

9.1 A copy of the Manual is available-

9.1 .1 head office of the company for public inspection during normal business

hours;

9.1 2 to any person upon request and upon the payment of a reasonable

prescribed fee; and

9.1.3 to the lnformation Regulator upon request.

9.2 A fee for a copy of the Manual, as contemplated in annexure B of the Regulations,

shall be payable per each A4-size photocopy made.

10. UPDATING OF THE MANUAL

This manual will be updated on a regular basis

lssued by

D Robinson
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