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1. LIST OF ACRONYMS AND ABBREVIATIONS

1.1 “DIO” Deputy Information Officer;

1.2 “10“ Information Officer;

1.3 “Minister” Minister of Justice and Correctional Services;

1.4 “PAIA” Promotion of Access to Information Act No. 2 of 2000
(as Amended);

1.5 “PO” Principal Officer

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 PAIA Manual is useful for the public to -

2.1.

2.2.

2.3.

2.4.

2.5.

2.6.

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;
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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.

KEY CONTACT DETAILS FOR ACCESS TO INFORMATION OF THE
RAND WATER MEDICAL SCHEME

3.1. Principal Officer — Information Officer (10)

Name: Dr. Lebogang Maroo
Tel: 084 604 0604

Email: Imaroo@randwater.co.za

3.2 Deputy Information Officer (DIO)

Name: Joe Mahasela
Tel: 071 826 8916

Email: jmahasel@randwater.co.za

3.3. Access to Information General Contact

Email: inforwms@randwater.co.za
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3.4. Head Office

Physical Address

522 Impala Road

Dikole Section

Glenvista

Johannesburg

2058

Telephone Line: (011) 682 0161

Email Address: inforwvms@randwater.co.za

Website: www.randwater.co.za/medicalaid.php

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, 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.
4.2. The Guide is available in each of the official languages.
4.3. The aforesaid guide contains the description of-
4.3.1. the objects of PAIA and POPIA;
4.3.2. the physical and street address, phone number and, if available,
electronic mail address of-
4.3.21. the Principal Officer
4.3.2.2. Deputy Information Officer of private body designated in
terms of section 17(1) of PAIA and section 56 of POPIA;
4.3.3. the manner and form of a request for-
4.3.3.1. access to a record of a private body contemplated in
section 50;
4.3.4. The assistance available from the |0 of a public body in terms of
PAIA and POPIA;
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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 POPIA,
including the manner of lodging —
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 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 15 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.

Members of the public can inspect or make copies of the Guide from the
offices of the public or private bodies, including the office of the Regulator,
during normal working hours.

The Guide can also be obtained-

4.5.1. upon request to the Information Officer

45.2. From the website of the Regulator website

(https://www.justice.gov.za/inforeq/)

A copy of the Guide is also available in the following two official languages,
for public inspection during normal office hours-
4.6.1. English and IsiZulu
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5. CATEGORIES OF RECORDS OF THE RAND WATER MEDICAL SCHEME WHICH ARE
AVAILABLE WITHOUT A PERSON HAVING TO REQUEST ACCESS

Category of Types of Records | Available on Available Upon
Records Website Request
Scheme Scheme Rules X
Information
Financial Scheme Annual X
Information Integrated Report

and Annual

Financial

Statements
Membership Brochures X
Information

All Applicable

Forms

6. DESCRIPTION OF RECORDS OF THE RAND WATER MEDICAL SCHEME WHICH ARE
AVAILABLE IN ACCORDANCE WITH THE LEGISLATION

Category of Records Applicable Legislation
PAIA Manual Promotion of Access to Information Act
2 of 2000
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7. DESCRIPTION OF THE SUBJECTS ON WHICH THE BODY HOLDS RECORDS AND
CATEGORIES OF RECORDS HELD ON EACH SUBJECT BY RAND WATER MEDICAL
SCHEME

Subjects on which on which the body | Categories of records
holds records

Governance - Records relating to the registration of
Rand Water Medical Scheme.

- The Rules of Rand Water Medical
Scheme and Rule amendments.

- Minutes of meetings of Rand Water
Medical Scheme' Board of Trustees.

- Minutes of meetings of Board
Committees Resolutions.

- Board Charter

Human Resources - HR policies and procedures
- Advertised posts

- Employees records

Risk and Compliance - Risk &Compliance policies

- Strategic Risk Register

- Compliance Program
Strategic Documents - Annual Integrated Report

- Strategic Plan

- Performance Plan

Finance - Audited Financial Statement
- Internal Audit Reports

- Management Accounts

- Asset Register

- Banking Records

Service Providers - Tender Documents

- Bid Evaluation Report

- Bid Adjudication Report

- Service Level Agreement Reports
- Agreements

Member Records - Member details

- Member Claim Statement

- Member Contribution Statement
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- Member Medical Records

8. PROCESSING OF PERSONAL INFORMATION
8.1. Purpose of Processing Personal Information
8.1.1. The Scheme process personal information of data subjects that we hold in
the following ways —
8.1.1.1. Fulfilling or executing its statutory obligations under Medical
Schemes Act, through-
8.1.1.1.1.1. Receiving claims.
8.1.1.1.1.2. Staff administration and job applications.
8.1.1.1.1.3. Keeping of accounts and records.
8.1.1.1.1.4. Procurement processes.
8.1.1.1.1.5. Complying with other legislation such as Basic

Conditions of Employment Act

8.2. 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

Members name, address, registration numbers or identity

numbers, employment status and bank details

Service Providers names, registration number, vat numbers, address,

trade secrets and bank details

Employees address, qualifications, gender, and race

8.3. Planned transborder flows of personal information
8.3.1. The Rand Water Medical Scheme has not planned Transborder flows
of personal information. However, should it become necessary to
transfer personal information to another country for any lawful
purposes, Rand Water Meical Scheme will ensure that anyone to
whom it pass personal information is subject to a law, binding
corporate rules or binding agreement which provides an adequate
level of protection, and the third party agrees to treat that personal

9
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information with the same level of protection as the Regulator is
obliged under POPIA.

8.3.2. Any transfer of personal information cross border shall be with data
subject’s consent, however, should it not be reasonably practicable
to obtain data subject's consent, the Regulator shall transfer the
personal information if —
8.3.2.1. It will be for the data subject’s benefit; and
8.3.2.2. The data subject would have given consent should it have

been reasonably practicable to obtain such consent.

8.4. General description of Information Security Measures to be
implemented by the responsible party to ensure the confidentiality,

integrity and availability of the information.

8.4.1. Rand Water Medical Scheme continuously establishes and
maintains appropriate, reasonable technical and organisational
measures by taking appropriate, reasonable technical and
organisational measures to prevent —
8.4.1.1. Loss of, damage to or unauthorised destruction of

personal information; and
8.4.1.2. Unlawful access to or processing of personal information.
8.4.1.3. Rand Water Medical Scheme has taken reasonable
measures to:
8.3.1.3.1. Identify all reasonably foreseeable internal and
external risks to personal information in its
possession or under its control;
8.3.1.3.2. Establish and maintain appropriate safeguards
against the risks identified;
8.3.1.3.3. Regularly verify that the safeguards are effectively

implemented; and

10
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8.3.1.3.4. Regularly ensure that the safeguards are
continually updated in response to new risks or
deficiencies in previously implemented safeguards.

8.4.1.4. Measures taken by Rand Water Medical Scheme includes,

amongst others — 8.4.1.4.1. Access control;

8.4.1.4.2. Data Encryption;

8.4.1.4.3. Defensive Measures;

8.4.1.4.4. Robust Monitoring, Auditing and Reporting
capabilities;

8.4.1.4.5. Data backups;

8.4.1.4.6. Anti-virus and Anti-malware Solutions;

8.4.1.4.7. Awareness and Vigilance; and

8.4.1.4.8. Agreements are concluded with Operators to
implement security controls.

8.4.1.4.9. Staff training on POPIA Compliance

9. AVAILABILITY OF THE MANUAL

9.1 A copy of the Manual is available-

9.1.1. on (www.randwater.co.za/medicalaid.php), if any;

9.1.2. Head Office of Rand Water Medical Scheme 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.

10.UPDATING OF THE MANUAL
The Information Officer of Rand Water Medical Scheme will review and update the

manual every 3 years, or earlier if required.

11
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Dr. Lebogang Maroo

Rand Water Medical Scheme: Principal Officer
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