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PAIA MANUAL

Prepared in terms of Section 51 of the Promotion of Access to Information Act 2 of 2000 (as

amended) and incorporating the requirements of the Protection of Personal Information Act 4
of 2013

For: SENSORY KIDS INC
Registration Number: 2023/635031/21
Version 1.0

Effective Date: June 2026

1. INTRODUCTION

This Manual is prepared in accordance with the Promotion of Access to Information Act,
2000 (“PAIA”) and addresses applicable requirements of the Protection of Personal
Information Act, 2013 (“POPIA”).

The purpose of this Manual is to:
e provide information regarding records held by the company;
e set out procedures for requesting access to records;

o describe the processing of personal information;
» inform data subjects of their rights under POPIA.

2. COMPANY DETAILS

Company Name: SENSORY KIDS INC

Registration Number: 2023/635031/21

Nature of Business: Occupational Therapy Practice

Physical Address: 29 Tyrone Avenue, Parkview, Johannesburg, 2122 South
Africa

Telephone: 084 840 4001

Website: www.sensorykids.co.za
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Email: megan(@sensorykids.co.za

3. INFORMATION OFFICER

Appointed Information Officer: Megan Pelkowitz

Email Address: megan(@sensorykids.co.za

The Information Officer is responsible for:
o ensuring compliance with PAIA and POPIA;
e managing requests for access to information;

e liaising with the Information Regulator;
o ensuring lawful processing of personal information.

4. GUIDE ON HOW TO USE PAIA

The official PAIA Guide compiled by the Information Regulator is available from:

The Information Regulator (South Africa)

Website: https://inforegulator.org.za/

Email: enquiries@inforegulator.org.za

Telephone: 010 023 5200

5. RECORDS AUTOMATICALLY AVAILABLE

The following records may be available without a formal request:

e information published on the company website;
e brochures and service information;

e publicly available company records;

o regulatory information.


mailto:megan@sensorykids.co.za
https://inforegulator.org.za/
mailto:enquiries@inforegulator.org.za
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6. RECORD CATEGORIES HELD BY THE COMPANY

Personnel Records

e employee records;

e employment contracts;

e leave records;

e payroll records;

o disciplinary records, if nay
e Tax information

Financial Records

e accounting records;
e tax records;

e invoices;

e banking details;

e supplier records.

Client/Customer/Operational Records

o ID/Passport numbers

e Contact details

e Physical addresses

e service agreements;

o referring doctor information;
¢ medical aid information;

Information Technology Records / service providers

e electronic communications;

e Microsoft cloud-based records;

e system access logs;

e cybersecurity and backup records.
e Contact details

o Banking details

7. PROCESSING OF PERSONAL INFORMATION

The company processes personal information for purposes including:

e patient administration;
e employee administration;
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o billing and financial administration;

e regulatory and legal compliance;

e quality assurance and operational management.
e Medical or health information

e Children information

Categories of Data Subjects:

o employees;

e patients;

o medical practitioners;
e service providers;

e contractors.

Categories of Personal Information:

o identity information;

o contact information;

e employment information;

o financial information;

e medical and health information;

e electronic communication records.

Special Personal Information:
The company processes special personal information relating to health information in
accordance with POPIA and applicable healthcare legislation.

Recipients of Information:
Personal information may be shared with:

o authorised medical practitioners;

o medical aid schemes;

o regulatory authorities where legally required;
o authorised service providers.

Cross-border Transfers:
Where cloud-based systems or service providers are utilised, information may be processed
or stored outside South Africa subject to appropriate security safeguards.

Security Safeguards:
The company implements appropriate, reasonable technical and organisational measures to
secure the integrity and confidentiality of personal information, including:

e password-controlled systems;
o restricted access controls;

o secure cloud-based services;
e cybersecurity protections;

o confidentiality obligations.
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8. REQUEST PROCEDURE

Requests for access to records must be made using the prescribed Form 02 under PAIA and
submitted to the Information Officer.

The requester must provide:
o sufficient detail to identify the requested record;
e proof of identity where applicable;
o details of the right sought to be exercised or protected;

e contact details for correspondence.

Applicable request fees may apply in accordance with PAIA regulations.

9. REMEDIES AVAILABLE

Any person dissatisfied with the outcome of a PAIA request may lodge a complaint with the
Information Regulator or seek appropriate legal remedies.

10. AVAILABILITY OF THIS MANUAL
This Manual is available:
o at the company’s premises;

e on the company website;
e upon request from the Information Officer.

11. UPDATING OF THIS MANUAL
This Manual will be updated periodically as required by law and operational requirements.
Approved By:
Megan Pelkowitz

Information Officer Date: 29/06/2026



