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1. LIST OF ACRONYMS AND ABBREVIATIONS 

1.1. "PAIA" means the Promotion of Access to Information Act No. 2 of 2000 (as amended); 

1.2. "POPIA" means the Protection of Personal Information Act No.4 of 2013; and  

1.3. "VAT" means value added tax imposed in terms of the Value Added Tax Act, No 89 of 1990 (as amended).  

2. DEFINITIONS 

2.1. "Associated Members" means nurseries, processors and other service providers to the Primary Members;  

2.2. "Body" means South African Pecan Nut Producers Organisation NPC ("SAPPA"), a non-profit company duly 

incorporated in terms of the laws of the Republic of South Africa under registration number: 2015/063822/08;  

2.3. "Data Subjects" means the Primary Members, Associated Members, Personnel or any other natural or juristic 

person to whom the Personal Information processed by the Body relates;  

2.4. "Manual" means this document;  

2.5. "Personal Information" means information relating to an identifiable natural person, and where applicable, an 

identifiable existing juristic person, as defined in section 1 of POPIA; 

2.6. "Personnel" means all individuals who are engaged by the Body in any capacity, including employees and 

directors;   

2.7. "Primary Members" means all natural persons, juristic persons, or entities involved in the commercial 

production and sale of pecan nuts qualified to become a member of the Body by completing an application form 

and/or process; 

2.8. "Regulations" means the Promotion of Access to Information Act No. 2 of 2000: Regulations Relating to the 

Promotion of Access to Information, 2021;  

2.9. "Regulator" means the Information Regulator; and 

2.10. "Republic" means the Republic of South Africa.  

3. PURPOSE  

This Manual is useful for the public to: -  
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3.1. check the categories of records held by the Body which are available without a person having to submit a formal 

PAIA request; 

3.2. 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; 

3.3. know the description of the records of the Body which are available in accordance with any other legislation; 

3.4. access all the relevant contact details of the Information Officer who will assist the public with the records they 

intend to access; 

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

it; 

3.6. 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; 

3.7. know the description of the categories of Data Subjects and of the information or categories of information 

relating thereto; 

3.8. know the recipients or categories of recipients to whom the Personal Information may be supplied; 

3.9. 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 

3.10. know whether the Body has appropriate security measures to ensure the confidentiality, integrity and availability 

of the Personal Information which is to be processed. 

4. KEY CONTACT DETAILS FOR ACCESS TO INFORMATION OF THE BODY  

4.1. Information Officer: -  

For Attention:  Cobus van Rensburg 

Telephone:  021 250 1692 

Email:   cobus@sappa.za.org  

4.2. Access to information general contacts: - 

Email:   admin@sappa.za.org  

mailto:cobus@sappa.za.org
mailto:admin@sappa.za.org
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For Attention:  Leilani Le Roux 

4.3. Head Office: - 

Postal Address:  PO Box 163, Paarl, 7620 

Physical Address:  Corner of Berlyn Street and Optenhorst Street, Paarl, Berlyn Centre, 7646 

Telephone:  021 250 1692 

 Email:   admin@sappa.za.org 

 Website:   https://www.sappa.za.org/  

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

5.1. 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. 

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

5.3. The aforesaid Guide contains the description of: -  

5.3.1. the objects of PAIA and POPIA; 

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

5.3.2.1. the Information Officer of every public body, and 

5.3.2.2. every Deputy Information Officer of every public and private body designated in terms of section 

17(1) of PAIA1 and section 56 of POPIA2; 

5.3.3. the manner and form of a request for: -  

                                                           

1 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. 

https://www.google.com/search?q=SAPPA&rlz=1C1GCEA_enZA1091ZA1091&oq=SAPPA&gs_lcrp=EgZjaHJvbWUyBggAEEUYOTIHCAEQABiPAjIHCAIQABiPAjIHCAMQABiPAtIBCDEzNzhqMGo0qAIAsAIB&sourceid=chrome&ie=UTF-8
mailto:admin@sappa.za.org
https://www.sappa.za.org/
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5.3.3.1. access to a record of a public body contemplated in section 113; and 

5.3.3.2. access to a record of a private body contemplated in section 504; 

5.3.4. the assistance available from the Information Officer of a public body in terms of PAIA and POPIA; 

5.3.5. the assistance available from the Regulator in terms 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 

imposed by PAIA and POPIA, including the manner of lodging of: - 

5.3.6.1. an internal appeal; 

5.3.6.2. a complaint to the Regulator; and 

5.3.6.3. an application to 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; 

5.3.6.4. the provisions of section 145 and section 516 requiring a public body and private body, respectively, 

to compile a manual, and how to obtain access to a manual; 

5.3.7. the provisions of section 157 and section 528 providing for the voluntary disclosure of categories of records 

by a public body and private body, respectively; 

                                                           
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. 

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.  
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5.3.8. the notices issued in terms of section 229 and section 5410 regarding fees to be paid in relation to 

requests for access; and 

5.3.9. the regulations made in terms of section 9211. 

5.4. 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. 

5.5. The Guide can also be obtained upon request from the Information Officer or from the website of the 

Regulator (https://www.justice.gov.za/inforeg/). 

5.6. A copy of the Guide is also available at the offices of the Human Rights Commission in the following two official 

languages, for public inspection during normal office hours- 

5.6.1. Afrikaans; and  

5.6.2. English.  

6. CATEGORIES OF RECORDS OF THE BODY WHICH ARE AVAILABLE WITHOUT A PERSON HAVING TO REQUEST 

ACCESS 

In accordance with PAIA, the following categories of information and/or documentation pertaining to the Body 

are readily available to any person, without the need to submit a formal request for access.  Such information 

may be accessed through the Body’s official website or obtained upon informal request via telephone or email 

("Informal Request"): -  

Category of Records Types of Records  Available on 

Website  

Available upon 

Informal Request  

                                                           
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. 

10 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. 

11 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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Organisational structure  Association make-up and limited 

Personnel information. 

x x 

Membership records Membership registration forms 

(blank); 

x x 

Published materials and 

industry information  

Director's Report;  x x 

AGM summary; x x 

Newsletters;  x x 

Organisational updates; x x 

Industry research and articles; x x 

Director and management 

information; and 

x x 

Information on new machinery  x x 

Guidelines  Guidelines and standards for pecan 

nursery trees 

x x 

Nursery records Details and locations of nurseries x x 

Processors' records  Details and locations of processors  x x 

Service providers' Records Details and locations of service 

providers  

x x 

Technical and agricultural 

guidance 

Information and manuals on: -  

- crop protection; 

- pecan production; 

- pollination;  

- establishment and production 

costs;  

- export standards; 

- industry standards;   

- cultivars; 

- upcoming SAPPA events;  

- statutory measures;  

- pest management,  

x x 
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- industry statistics; 

- crop protection; 

- orchard mapping and layout; 

- planting methods;  

- water requirements; and 

- pruning 

Training and educational 

materials 

Instructional and training videos and 

industry related articles 

x  

Administrative and 

marketing records 

Advertisement submission forms and 

deadlines for advertisement  

x x 

Scientific and educational 

publications 

Health and nutrition reports and 

recipes  

x  

7. DESCRIPTION OF THE RECORDS OF THE BODY WHICH ARE AVAILABLE IN ACCORDANCE WITH ANY OTHER 

LEGISLATION 

Category of Records Applicable Legislation  

Statutory company records  Companies Act 71 of 2008 

PAIA Manual  Promotion of Access to Information Act 2 of 2000 

POPIA Policy  Protection of Personal Information Act 4 of 2013  

Promotion of Access to Information Act 2 of 2000 

Financial and accounting records South African Revenue Services Act 34 of 1997 

Value Added Tax Act 89 of 1991 

Employment records Labour Relations Act 66 of 1995  

Employment Equity Act 55 of 1998 

Basic Conditions of Employment Act 75 of 1997  

Broad Based Black Economic Empowerment Act 53 of 

2003 
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8. DESCRIPTION OF THE SUBJECTS ON WHICH THE BODY HOLDS RECORDS AND CATEGORIES OF RECORDS HELD 

ON EACH SUBJECT BY THE BODY 

Subject on which the Body holds records  Category of records 

Accounting records  Business plans; 

Auditors’ reports; 

Record of revenue and expenses; 

Capital expenditure; 

Record of assets; 

Record of liabilities; 

Credit agreements; 

Record of loans to related parties; 

Record of liabilities and obligations; 

Invoices; 

Annual financial statements; 

Accounting records; 

Bank statements; 

Tax returns and assessments; and  

Vat returns.  

Tax records  Tax certificates;  

Tax exemption documents; and  

Vat documents. 

Legal agreements  Agreements with Personnel; and  

Agreements with Primary Members and/or Associated 

Members.  

Statutory company records  Annual statutory returns; 
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Registrar of allotment;  

Registrar of Personnel;  

Resolutions;  

CIPC documents (certificate of change of name, certificate to 

commence business and certificate of incorporation; and 

MOI.  

Employment records Employee evaluation and performance records;  

UIF, PAYE and SDL returns employee information records; 

Employment contracts; 

IRP 5 and IT3 certificates; 

Payroll; and  

Employee remuneration.  

9. PROCESSING OF PERSONAL INFORMATION 

9.1. The Body processes the Personal Information of the following categories of persons:-  

9.1.1. Associated Members;  

9.1.2. Primary Members; and  

9.1.3. Personnel.  

9.2. The Body processes Personal Information for purposes reasonably necessary to carry out its functions and 

objectives as a non-profit company representing the South African pecan nut industry. These purposes include:  

9.2.1. managing membership records and communications;  

9.2.2. distributing industry-related information, newsletters, and publications;  

9.2.3. facilitating participation in meetings, training, surveys, and events;  

9.2.4. electing and communicating with directors and regional representatives;  

9.2.5. coordinating research, technical assistance, and projects;  
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9.2.6. handling enquiries received via the website;  

9.2.7. administering statutory levy collection, compliance, and reporting;  

9.2.8. managing applications or submissions for advertising, nursery registration, or participation in its 

programs;  

9.2.9. maintaining records of correspondence, stakeholder interactions, and operational statistics;  

9.2.10. employee recruitment and selection (receiving and evaluating CVs and conducting background checks);  

9.2.11. employment administration (employment contracts and maintaining employee records); 

9.2.12. payroll and employee benefits; and  

9.2.13. compliance with labour laws and tax regulations.  

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

thereto: -  

Categories of date subjects  Personal Information that may be processed 

Associated Members Contact details; 

Name and surname; 

Registration numbers; 

Employment status; 

Bank details; and  

VAT numbers. 

Primary Members   Full names and surname in the case of a natural person; 

Trading name in the case of a juristic person;  

Contact details; 

District and/or province; 

Postal address; 

Nearest town; 
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Nursery where trees were obtained;  

Production volume; 

Name of processor delivered to; and 

VAT number. 

Personnel  Address;  

Qualifications; 

Age; 

Gender; 

Contact details; 

Banking details; 

Identity number; 

First and second names; and  

Surname.  

9.4. The recipients or categories of recipients to whom the Personal Information may be supplied: -  

Category of Personal Information  Recipient or category of recipients to whom the 

Personal Information may be supplied  

Identity numbers and full names, for 

criminal checks 

South African Police Services 

Credit and payment history, for 

credit information 

Credit Bureaus  

9.5. Planned transborder flow of Personal Information:  

None 

10. GENERAL DESCRIPTION OF SECURITY MEASURES  

10.1. Data Protection  
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10.1.1. The Body utilises ESET, a reputable digital security provider, which implements multi-factor authentication 

("MFA") and other cybersecurity measures to safeguard the Body’s electronic records against 

unauthorised access, data breaches, and other security threats. 

10.1.2. Access to client information is restricted to the administrative officer and the agricultural economist, who 

are granted access through individual usernames and passwords ("CRM Login Details"). 

10.1.3. Electronic documents that contain confidential information is password protected and access to such 

information requires the user to enter CRM Login Details.  

10.1.4. Should it be necessary for Personnel to work remotely, client information is secured by OneDrive and 

office authentication protocols.  

10.1.5. The Body ensures that devices designated to protect the network are regularly updated and tested to 

maintain optimal performance and security.  

10.2. Operational Security  

To facilitate confidentiality  and ensure that Personal Information of clients is secured from unauthorised access 

and data breached, the Body actively promotes and encourages security awareness to mitigate potential threats.  

10.3. Administrative Security  

10.3.1. The Body has developed a comprehensive incident response plan to mitigate potential disruption of its 

service or a security threat to the data maintained by the Body in the event of a system failure and/or 

disruption.  

10.3.2. The Body maintains short-term insurance coverage to safeguard against potential claims arising from 

security threats or data breaches. 

11. REQUEST PROCEDURE  

11.1. Who may request information  

11.1.1. Any person, whether a South African citizen or not, may submit a request for access to information under 

PAIA (the "Requester"). The Requester may be either a natural person or a juristic person. 
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11.1.2. A Requester who seeks access to records held by the Body must clearly indicate the right they are seeking 

to protect or exercise by means of access to the requested information. 12 

11.1.3. A public body is considered a juristic person and may make a request for access to records held by private 

bodies, but only if the public body: -  

11.1.3.1. is acting in the interest of the public; and  

11.1.3.2. if the records are required to fulfil or protect any rights other than those of the public body.  

11.2. Timeline for considering a request to access information  

Requests for access to information will be processed within 30 (thirty) days, unless the request contains 

considerations that are of such a nature that an extension of the time limit is needed. Should an extension be 

required, the Requester will be notified, together with reasons explaining why the extension is necessary. 

11.3. How is the request made 

A request to access information is made by completing the prescribed Form 2 available on the Regulator's 

website, in substantially the same form as the form attached hereto as annexure A.  

11.4. Mandatory Grounds for refusal 

11.4.1. The Information Officer must refuse a request for information if the following grounds apply: -  

11.4.1.1. Mandatory protection of the privacy of a third party (natural person), unless consent is given or the 

information is already public knowledge; 

11.4.1.2. Mandatory protection of certain South African Revenue Services ("SARS") records;  

11.4.1.3. Mandatory protection of commercial information of a third party (for example trade secrets);  

11.4.1.4. Mandatory protection of certain confidential information of a third party if a duty of confidentiality 

is owed to a third party in terms of an agreement;  

11.4.1.5. Mandatory protection of an individual's safety and property security;  

11.4.1.6. Mandatory protection of police dockets and law enforcement procedures;  

                                                           

12 Cape Metropolitan Council v Metro Inspection Services (Western Cape) CC and Others 2001 (3) SA 1013 (SCA) para 28 at 

1026F–G 
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11.4.1.7. Mandatory protection of privileged information; and/or 

11.4.1.8. Mandatory protection of research information of third party, and protection of research 

information of public or private body. 

11.4.2. Discretionary grounds for refusal 

11.4.2.1. The Information Officer may refuse a request for information if one or more of the following 

grounds apply: -  

11.4.2.1.1. Protection of South Africa’s defense, security, or international relations;  

11.4.2.1.2. Protection of the Republic’s economic, financial, or commercial interests;  

11.4.2.1.3. Where disclosure would hamper the operations of public bodies; and/or  

11.4.2.1.4. Frivolous or vexatious requests.  

11.4.3. Fees  

The Body may require the Requester to pay a fee or a deposit fee. These fees must be reasonable and may 

only cover the time and resources needed to locate and prepare the requested record. 

12. AVAILABILITY OF THE MANUAL  

12.1. A copy of this Manual is available: -  

12.1.1. on the website https://www.sappa.za.org/;  

12.1.2. at head office during normal business hours, being Corner of Berlyn Street and Optenhorst Street, Paarl, 

Berlyn Centre, 7646;  

12.1.3. to any authorised person upon request and upon the payment of a reasonable prescribed fee; and 

12.1.4. to the Information Regulator upon request. 

12.2. A fee for a copy of this Manual, as contemplated in annexure B of the Regulations, shall be payable per each A4-

size photocopy made. 

13. UPDATING OF THE MANAUL 

The head of the Body will on a regular basis update this Manual.  

https://www.sappa.za.org/
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Issued by 

 

Signed at   Date  

 

 

For and on behalf of The Information Officer 

Name Cobus van Rensburg who warrants that he is duly authorised to sign 

Designation  General Manager   

 

 

 

 

ANNEXURE A: REQUEST FOR ACCESS TO RECORD  
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