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1.

LIST OF ACRONYMS AND ABBREVIATIONS

1.1 “CEO” Chief Executive Officer

1.2 “10¢ Information Officer;

1.3 “Minister” Minister of Justice and Correctional Services;

1.5 “PAIA” Promotion of Access to Information Act No. 2 of 2000 (as amended);
1.6 “POPIA” Protection of Personal Information Act No.4 of 2013;

1.7 “Regulator” Information Regulator;

1.8 “Republic” Republic of South Africa;

1.9 “Wonde” Wonde Proprietary Limited.

2. PURPOSE OF PAIA MANUAL

This PAIA Manual is useful for the public to:
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2.3
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2.7

2.8

2.9

2.10

3.1.

3.2.

check the categories of records held by a body which are available without a person
having to submit a formal PAIA request;

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;

know the description of the records of the body which are available in accordance with
any other legislation;

access all the relevant contact details of the Information Officer and Deputy Information
Officer who will assist the public with the records they intend to access;

know the description of the guide on how to use PAIA, as updated by the Regulator and
how to obtain access to it;

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;

know the description of the categories of data subjects and of the information or
categories of information relating thereto;

know the recipients or categories of recipients to whom the personal information may be
supplied;

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

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

KEY CONTACT DETAILS FOR ACCESS TO INFORMATION OF WONDE

Chief Information Officer
Name: Gemma Stannard
Tel: +44 1638 438094
Email: support@wonde.com

Deputy Information Officer
Name: David King
Tel: +44 1638 438094
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3.3

3.4

41.

4.2.
4.3.

Email: support@wonde.com

Access to information general contacts
Email: support@wonde.com

National Office
Postal Address: PO BOX 2764, Durbanville, Cape Town, Western Cape, 7550
Physical Address: Unit 2A Quantico House, Loerie Park, Durbanville, Western Cape,

7550

Tel: +44 1638 438094
Email: support@wonde.com
Website: https://www.wonde.com/za/company/

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

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.

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

The aforesaid Guide contains the description of:

4.3.1.
4.3.2.

4.3.3.

4.34.
4.3.5.
4.3.6.

the objects of PAIA and POPIA;
the postal and street address, phone and fax number and, if available, electronic
mail address of

4.3.2.1. the Information Officer of every public body, and

4.3.2.2. every Deputy Information Officer of every public and private body
designated in terms of section 17(1) of PAIA" and section 56 of
POPIA?;

the manner and form of a request for

4.3.3.1. access to a record of a public body contemplated in section 113

and

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

the assistance available from the 10O of a public body in terms of PAIA and POPIA;
the assistance available from the Regulator in terms of PAIA and POPIA,;

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:
4.3.6.1. an internal appeal;
4.3.6.2. a complaint to the Regulator; and

' 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.

2 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.

3 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.

4 Section 50(1) of PAIA- A requester must be given access to any record of a private body if

(a) that record is required for the exercise or protection of any rights;

(b) that person complies with the procedural requirements in PAIA relating to a request for access to that record; and

(c) access to that record is not refused in terms of any ground for refusal contemplated in Chapter 4 of this Part.
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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 decision
by the Regulator or a decision of the head of a private body;
4.3.7. 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;
4.3.8. the provisions of sections 157 and 52® providing for the voluntary disclosure of
categories of records by a public body and private body, respectively;
4.3.9. the notices issued in terms of sections 22° and 54'° regarding fees to be paid in
relation to requests for access; and
4.3.10. the regulations made in terms of section 92",
4.4. 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.
4.5. The Guide can also be obtained:
4.5.1. upon request to the Information Officer;
4.5.2. from the website of the Regulator (https://www.justice.gov.za/inforeg/).

5. CATEGORIES OF RECORDS OF WONDE WHICH ARE AVAILABLE WITHOUT A
PERSON HAVING TO REQUEST ACCESS

CATEGORY OF | TYPES OF THE | AVAILABLE ON | AVAILABLE

RECORDS RECORD WEBSITE UPON
REQUEST

Background information | Brochures and X X

on WONDE and its | flyers

services

Review of WONDE | Report documents X

activities

WONDE media | Recorded  audio X

comments and interviews | and/or video

5 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.

6 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.

7 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.

8 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.

9 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.”



8.1

8.2

DESCRIPTION OF THE RECORDS OF WONDE WHICH ARE AVAILABLE IN
ACCORDANCE WITH ANY OTHER LEGISLATION

Memorandum of incorporation Companies Act 71 of 2008

PAIA Manual Promotion of Access to Information Act 2 of 2000

DESCRIPTION OF THE SUBJECTS ON WHICH THE BODY HOLDS RECORDS AND
CATEGORIES OF RECORDS HELD ON EACH SUBJECT BY WONDE

Subject on which the body holds Categories of records
records

Strategic Documents, Annual Reports
Plans, Proposals

Human Resources HR policies and procedures
Advertised posts Employees records
Member schools WONDE member database containing

information on:

« School contact details

« Senior staff contact information and
qualifications

* Pupil numbers and demographics

« Staff numbers and demographics

» Tuition fees and limited additional financial
information

Corporate associates Basic contact details
Limited financial information

PROCESSING OF PERSONAL INFORMATION

Purpose of Processing Personal Information

WONDE processes personal information to provide a range of services to member
schools, and to specific staff at these member schools. WONDE also processes some
personal information to maintain its internal operations and staffing.

Description of the categories of Data Subjects and of the information or categories of
information relating thereto.

Categories of Data Subjects Personal Information that may be
processed®

Member schools Names, contact details, registration
numbers, VAT numbers

Senior staff at member schools Names, contact details,




8.3

8.4

Corporate associates Names, contact details,

Service Providers Names, contact details,

Employees Contact details, qualifications, gender and

race, |ID numbers

*Subject to POPIA.

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

Category of personal information Recipients or Categories of Recipients to
whom the personal information may be
supplied

Identity number and names, for | South African Police Services
criminal checks

Qualifications, for  qualification | South African Qualifications Authority
verifications
Credit and payment history, for credit | Credit Bureaus
information

Planned transborder flows of personal information

WONDE may engage in transborder flow of personal information. The personal information flow
is from these schools to WONDE, rather than from WONDE to the schools.

8.5

9.1

9.2

10.

General description of Information Security Measures to be implemented by the
responsible party to ensure the confidentiality, integrity and availability of the information
All staff computers are encrypted and protected by antivirus software.

All staff computers have trace and erase software installed.

All organisational data is backed up to cloud storage.

Access to personal information, such as the WONDE member database, is limited to staff
required to work with this information.

AVAILABILITY OF THE MANUAL

A copy of the Manual is available:

9.1.1 on the website - https://www.wonde.com/za/company/

9.1.2 head office of WONDE for public inspection during normal business hours;

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

9.1.4 to the Information Regulator upon request.

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.

UPDATING OF THE MANUAL

The head of WONDE will on a regular basis update this manual.

Issued by, David King, Deputy Information Officer (Date: 29/02/2024)
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FORM 2

REQUEST FOR ACCESS TO RECORD

NOTE:

[Regulation 7]

1. Proof of identity musi be attached by the requesfer.
2. If requesiz made on behalf of anoifier person, proof of such authonsabon, must be sffached o thiz

form.

| [+ The Information Officer

(Addrezz)

E-mail addrass:

Fax number;

Mark with am "X™

|:| Request is made in My own name |:| Request is made on behalf of another person.
PERSOMNAL INFORMATION

Full Names

|dentiy Mumber

= = =
request s made
(wihan made on behaif

of anoiher pergon)

Postal Address

Sireet Address

E-mail Address

Contact Numbers

Tel (B):

Facsimile:

Callular:

Full names of persan
an whose  behalf
request mada  [if
applicabiel.

|denfrty Mumber

Postal Address

Fage 1ofd




Sireat Address

E-mail Address

Contact Mumbers Tel. (B) Facsimile

Cellular

PARTICULARS OF RECORD REQUESTED

Prowvide full parbowlare of the record o which aceess 1z requesied, mefuding the reference number i
that i= known fo you, fo enable the record fo be located. (IF fhe provided space is madequalfe, please
coniinue on a separate page and aftach i fo thiz form. AN addifional pages must be signed.)

Description of record
or relevant part of the

Heference number, if
available

Amny further particulars.
of recond

TYPE OF RECORD
Mark the applicable box with am "X™)

Record is in writtem or printed form

Record comprises virbual images (fhiz includesz phofographs, =lides, wvideo recordings,
computer-generated images, shetches, efc)

Record consists of recorded words or informaton which can be reproduced in sownd

Record is held on a computer er in an electronie, or machine-readable form

Fage Jof 4




FORM OF ACCESS
Mark the appheable box with an "X

Prnnted copy of record (including copres of any wirfual fmages, franscripions and informabon
held on compurfer or in an elecironic or machine-resdable form)

Written or printed franscription of virtual images (#his inciudes photographs, slides, video
recordings, computer-generated images, shetches, sfcl

Transcription of soundirack. (writfen or prinfed document)

Copy of record on flash drive {ineluding wirfua! images and soundirachks)

Copy of record on compact disc drive(incuding wirlual images and soundiracks)

Copy of record saved on cloud storage server

MANNER OF ACCESS
{Mark the applicable box with an "X™)

Personal inspection of record at registered address of publiciprivate body (including Esfening
fo recordad words, information which can ba repmduced in s=sund, or nformation heald on
computer or in an efectronic or machine-readabie form)

Postal services to postal address

Postal services to street address

Courier service to street address

Facsimile of information in writien or printed format (including frenscrptons)

E-mail of nfermation {including soundirache i possilhc)

Cloud shareffile transfer

Prefared langusge

(Nate that I the record iz not availabie in the langusge you prefer, sccess may be grantad in
the language in which the record iz availabls)

PARTICULARS OF RIGHT TO BE EXERCISED OR PROTECTED

If the provided space is nadegquale, pleaze confinue on 3 separafe page and atfzch it o this Fomm. The
requester must sign all the addifional pages.

Imdicats which right is to
-] axarcisad ar

protected

Fage 3of d




Explain why the recond
requested s required for
the: exerpse or
profecton of the:
afocrementoned nght

FEES

a) A request fee must be paid bafore the requesf will be considersd.

) You will be notifed of the amount of the access fee to be paid.

) The fee payable for accezs fo 8 record depends on fhe o in which access is requirsd and
ithe reazonabie ime required fo search for and prepare a recond.

d) If you qualifiy for exemption of the payment of any fee, please sfate the reason for exemption

Reason

fou will be notified in writing whether your request has besn approved or denied and if approved the
cosis relating fo your request, if any. Flease indicate your prefarmed manner of comespandence:

P Electronic communication
Postal address Facsimile
[Please specify)
Signed at this day of 20

Signature of Requesier / person on whose behalf reques! s made

FOR OFFICIAL USE

Reference number

Request recefved by

[State Rank, ~MNams And
Sumame of Informabion Cffcer)
Dafe recefved:

Access fees

Depoait {if any):

Signature of Informaton Officer
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FORM 3
OUTCOME OF REQUEST AND OF FEES PAYABLE
[Regulation &]

Mofe:
1. If your request iz granfed the—

(3) amourt of the deposit, (ff any), is payabie before your request iz processed; and

{b) requested recordfporhion of the record will only be releazed once proof of iull payment iz
received.

2 Pleaze use the reference number hereunder in all future corespondence.

Reference number:

TO:

Your request dated , refers.

You requested:

Personal imspection of information at registered address of public/private body (inciuding
liztening fo recorded words, information which can be reproduced in sound, or informafion keld
Ofn COMDLYEr or in an electronic or machine-readabie form) is free of charge. You are required
to make =n sppoimtmeant for the: inspaction of the information and to bring this Form with you. F
vou then reguire any formn of reproduction of the information, yvou will ba liable for the fees
prescribad in Annescure B.

OR
You requested:

Prnted copies of the informabon (mofeding copies of any wirfual images, fransenpbons and
information held on compouter or in an elecfronic or machine-readable form )

Wiritten or printed transcription of virtual images iz includez phofographs, slides, video
recardings, computer-generated images, sketches, efc)

Transcription of soundirack (wimifen or printed document]

Copy of information on flash dive {including vidual mages and soundiracks)

Copy of information on compact dise drve(including widual mages and soundiracks)

Copy of record sawed on cloud storage server

3.
Postal serviees to postal address

To be submitted:

Piostal senvices to street address

Courier service to strast sddress

Facsimile of information in wiritten or printed format

E-mail of information fincfuding soundiacks § possible)

Choud sharefile transfer

the langusge in winch the record iz avaiabie)

Prefemad |anguage:
(Nota that if the record iz not available in fhe language you prafer, access may be granted in

Kindly note that wowr request has been:

[] Approved

[]

Denied, for the following reasons:

11



4 Fees payabla with regards to your request-

Copy of visual images

guotation of thea
service provider

Item Cost per Ad-size Number of Total
page or part pagesiitemns
thereofibem

Pholocopy
Frinted copy
Fora copy in a computer-readsble form on:
(i}  Flash drive
» To be provided by requestor R40.0:0
(i} Compaect disc
s |f provided by requestor R40.00
» |f prowvided to the requesior RE0.00
For a ransenption of wisual mages per Ad-size Service 1o be
page outsourced. Wil
depend on the

Transcription of an audio record, per Ad-size

R24.00

GCopy of an audio record
i} Flash drive

To be provided by requestor R40.00
i} Compaect disc
- If provided by requestor R40.0:0
- If provided to the requestor RA0. 0O
Pastage, e-mail or any other electranic
e : Actual costs
TOTAL:
&. Depeosit payable {if search exceeds six hours]):
[] ves [] Mo
Amourt of deposit
e {calsutsted on one third of fofal amoun? par
regues)

The amaunt must be paid into the following Bank account:

Mame of Bank:

Mame of sccount halder:

Type of accouwnt:

Account number;

Branch Cade:

Reference HNr:

Submit proof of payment to:

Signed at this

day of

20

Information officer
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