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1. LIST OF ACRONYMS AND ABBREVIATIONS 
 

1.1. “CEO” – Chief Executive Officer 
1.2. “DIO” – Deputy Information Officer 
1.3. “IO” – Information Officer 
1.4. “Minister” – Minister of Justice and Correctional Services 
1.5. “PAIA” – Promotion of Access to Information Act 2 of 2000, as amended 
1.6. “POPIA” – Protection of Personal Information Act No.4 of 2013; 
1.7. “Regulator” – Information Regulator; and 
1.8. “Republic” – Republic of South Africa 
 
2. PURPOSE OF PAIA MANUAL 
 

This Manual is prepared in terms of section 51 of PAIA and is intended to assist any person who 
wishes to request access to records held by R&A Strategic Communications.  
 
This Manual is intended to help a requester: 
• understand how to make a request for access to a record of R&A Strategic Communications;  
• identify the categories of records held by R&A Strategic Communications;  
• understand which records may be available without having to submit a formal PAIA request, 

where applicable;  
• access the contact details of the Information Officer;  
• understand how to obtain the PAIA guide issued by the Information Regulator; and  
• understand, insofar as POPIA is concerned, the broad purpose of processing personal 

information, the categories of data subjects and information processed, the categories of 
recipients to whom personal information may be supplied, any planned transborder information 
flows, and the general security safeguards in place.  
 

3. KEY CONTACT DETAILS FOR ACCESS TO INFORMATION 
 
3.1 Chief Information Officer 
 
Name: Charmane Russell  
Telephone: +27 11 880 3924     +27 11 880 3924 
Email: charmane@rasc.co.za 
 
  

mailto:charmane@rasc.co.za
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3.2 General access to information contact 
Email: charmane@rasc.co.za 
3.3 Head office / principal place of business 
Registered name: R and A Strategic Communications (Pty) Ltd 
Trading as: R&A 
Registration number: 2017/239747/07 
Financial year-end: February 
Physical address: 2nd Floor, 8 Parks Boulevard, Oxford Parks, Dunkeld, Johannesburg. 
Postal address: PO Box 1457, Parklands 2121, South Africa 
Telephone number: +27 11 880 3924 
Website: https://www.rasc.co.za/ 
 
4. GUIDE ON HOW TO USE PAIA AND HOW TO OBTAIN ACCESS  

TO THE GUIDE 
 
The Information Regulator has published a guide on how to use PAIA and how to obtain access to 
records under PAIA. The Information Regulator’s PAIA page also makes available the Guide, PAIA 
forms, PAIA Manual templates for private bodies, and related procedures.  
 
A requester may access the guide and related PAIA resources from the Information Regulator’s 
website: 
https://inforegulator.org.za/paia/  
 
The Information Regulator’s published contact channels include a general telephone number, a toll-
free number, and support/contact email details. Current official contact channels published by the 
Regulator include: 010 023 5200, 0800 017 160, and 
https://eservices.inforegulator.org.za/isupport/default.aspx.  
 
Where a requester wishes to lodge a PAIA complaint with the Information Regulator after a request 
has been denied or there has been no response, the Regulator provides for the use of the prescribed 
complaint form and refers requesters to PAIAComplaints@inforegulator.org.za.  
 
5. CATEGORIES OF RECORDS OF R&A STRATEGIC  

COMMUNICATIONS WHICH ARE AVAILABLE WITHOUT A  
PERSON HAVING TO REQUEST ACCESS 

 
The latest notice in terms of section 52(2), if any, regarding categories of records automatically 
available without a formal PAIA request, must be reflected in the Manual. Section 51 specifically 
requires this.  

mailto:charmane@rasc.co.za
https://www.rasc.co.za/
https://inforegulator.org.za/paia/
https://eservices.inforegulator.org.za/isupport/default.aspx
mailto:PAIAComplaints@inforegulator.org.za
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At the date of this draft, the following categories of records may be made available without a formal 
PAIA request, subject to ordinary business processes, confidentiality obligations, copyright, and the 
protection of personal information: 
• information published on the company website; 
• company profile / corporate overview materials; 
• publicly distributed marketing and promotional materials; 
• service descriptions and capability statements; 
• published thought leadership or media statements released by the company; 
• general contact details published for business purposes. 

 
6. PROCESSING OF PERSONAL INFORMATION 
 
6.1 Purpose of processing personal information 
R&A Strategic Communications may process personal information for purposes that include: 
• providing strategic communications, advisory, reporting, media, stakeholder engagement, 

creative, production and related professional services to clients; 
• administering client, supplier and stakeholder relationships; 
• recruitment, employment administration and human resources management; 
• financial administration, invoicing, debt collection, procurement and audit; 
• legal and regulatory compliance; 
• information security, systems administration and business continuity; 
• maintaining business communications and contact records; 
• managing events, media engagements, photography, video production and related 

communications activities; and 
• any other lawful purpose related to the company’s business operations. 
 
6.2 Categories of data subjects and categories of personal information 
 
R&A Strategic Communications may process personal information relating to the following categories 
of data subjects: 
 
Clients and client representatives 
• names, contact details, job titles, correspondence, billing information, project-related details 
Employees and applicants 
• identification and biographical information, CVs, qualifications, employment history, payroll 

details, banking details, performance records, leave and disciplinary records 
Suppliers and service providers 
• company and contact details, banking details, tax information, contractual records, due diligence 

information 
Website users and business contacts 
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• names, contact details, online identifiers, communication records, preferences, website usage 
information where applicable 

Media contacts, event participants and stakeholders 
• names, contact details, professional affiliations, images/audio/visual material where lawfully 

collected and used 
 
6.3 Recipients or categories of recipients to whom personal information may be supplied 
 
Personal information may be supplied, where lawful and necessary, to: 
• employees, contractors and consultants of R&A Strategic Communications who require the 

information to perform their functions; 
• clients, where necessary for service delivery; 
• suppliers, operators and professional advisers; 
• finance, payroll, IT, cloud, hosting, design, print, production, legal or compliance service 

providers; 
• regulators, governmental bodies, courts, tribunals or law enforcement agencies where disclosure 

is required by law; 
• auditors, insurers and other professional advisers; and 
• any other third party where the data subject has consented or where the disclosure is otherwise 

lawful. 
 
6.4 Planned transborder flows of personal information 
 
R&A Strategic Communications may, where operationally necessary and lawful, transfer or store 
personal information outside the Republic of South Africa, including through the use of cloud-based 
systems, software platforms, communication tools, or service providers located in or hosting services 
in other jurisdictions. Any such transfer should be subject to lawful grounds for transfer and 
appropriate safeguards.  
 
6.5 General description of information security measures 
 
R&A Strategic Communications implements reasonable technical and organisational measures 
designed to preserve the confidentiality, integrity and availability of personal information.  
Such measures include, as applicable: 
• access control and user authentication; 
• password protection and role-based access restrictions; 
• anti-virus, endpoint protection and firewall measures; 
• secure storage environments and backups; 
• contractual confidentiality obligations; 
• staff awareness and process controls; 
• restricted access to client and personnel files; 
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• incident response and breach-management processes; and 
• document retention and secure disposal procedures. 

 
7. REQUEST PROCEDURE FOR ACCESS TO RECORDS 
 
A requester who wishes to obtain access to a record of R&A Strategic Communications must submit 
a request in the prescribed form and comply with the applicable PAIA requirements and fee 
provisions. The Information Regulator’s PAIA page publishes Form 02: Request for Access to 
Record and Form 03: Outcome of request and of fees payable.  
Requests for access to records should be sent to the Information Officer at: 
charmane@rasc.co.za 
 
A requester should provide sufficient detail to enable R&A Strategic Communications to identify: 
• the record(s) requested; 
• the requester’s identity; 
• the form of access required; and 
• the right that the requester seeks to exercise or protect, where applicable in the context of 

records requested from a private body under PAIA. Section 51 specifically requires the manual to 
include enough detail to facilitate a request.  

R&A Strategic Communications will consider requests in accordance with PAIA and may grant, 
refuse, or partially grant/refuse access where lawful grounds for refusal or limitation apply. 
 
8. DECISION ON REQUESTS 
 
R&A Strategic Communications will consider each request in accordance with PAIA and will notify 
the requester of the outcome in writing, using the prescribed process and forms where required. The 
Information Regulator publishes Form 03: Outcome of request and of fees payable for this 
purpose.  
 
9. GROUNDS FOR REFUSAL OF ACCESS 

 
Access to records may be refused on grounds recognised under PAIA, including where disclosure 
would involve the unreasonable disclosure of personal information of a third party, reveal confidential 
commercial information, breach duties of confidence, prejudice safety or security interests, or 
otherwise fall within the refusal grounds allowed by the Act. This Manual does not create an 
automatic right of access to all records held by the company. PAIA regulates both the right of access 
and lawful limitations/refusals.  
  

mailto:charmane@rasc.co.za
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10. REMEDIES AVAILABLE WHERE A REQUEST IS REFUSED OR NOT 

RESPONDED TO 
 

PAIA complaints may be lodged with the Information Regulator where a request has been denied or 
where there has been no response, using the prescribed complaint form. The Regulator’s complaints 
page and PAIA resources refer complainants to Form 05 and PAIAComplaints@inforegulator.org.za.  
 
As a private body, R&A Strategic Communications does not ordinarily provide an internal appeal 
structure under PAIA equivalent to a public body appeal process; requesters may follow the external 
complaint/court route provided for by law. 
 
11. AVAILABILITY OF THIS MANUAL 
 
This Manual will accordingly be made available: 
• on R&A Strategic Communications’ website. 
• at its principal place of business for public inspection during normal business hours. 
 
12. UPDATING OF THIS MANUAL 

 
R&A Strategic Communications will review and update this Manual periodically, and whenever there 
are material changes to: 
• the company’s contact details; 
• the identity or contact details of the Information Officer or any Deputy Information Officer; 
• the categories of records held; 
• the categories of records automatically available; 
• personal information processing practices; or 
• applicable legal or regulatory requirements. 
 

mailto:PAIAComplaints@inforegulator.org.za
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