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1. INTRODUCTION

This PAIA Manual is compiled in accordance with Section 51 of the Promotion of
Access to Information Act, No. 2 of 2000 ("PAIA"), which gives effect to the
constitutional right of access to information. The manual outlines the procedures
to request access to records held by DeARX Services (Pty) Ltd.

DeARX Services (Pty) Ltd is a private IT services company that provides:

Contract resourcing of skilled IT professionals

Application integration design, development, and support
Middleware and API-based enterprise integration services
Agile delivery of integration and digital enablement projects

This manual is intended to promote a culture of transparency and to facilitate
access to information in accordance with PAIA and other applicable legislation.

2. CONTACT DETAILS

Company Name DeARX Services (Pty) Ltd

Registration Number 2001/027178/07

Head Office Address 241 Kent Avenue, Ferndale,
Randburg, 2194

Telephone Number +27 11 781 9222

Email Address info@dearx.co.za

Website www.dearx.co.za

Information Officer Wayne Sloan

Email (Information Officer) paia@dearx.co.za

Deputy Information Officer Nicholas Parry

3. THE GUIDE ON HOW TO USE PAIA

A guide on how to use PAIA is available from the Information Regulator of South
Africa, intended to assist people in understanding and exercising their rights.

Information Regulator (South Africa)

JD House, 27 Stiemens Street, Braamfontein, Johannesburg, 2001

Tel: 010 023 5200

Email: PAIAComplaints@inforegulator.org.za / enquiries@inforegulator.org.za
Website: www.inforequlator.org.za

4. RECORDS HELD BY DEARX SERVICES (PTY) LTD

4.1 Automatically Available Records

In accordance with Section 52(1) of the Promotion of Access to Information Act, 2
of 2000, DeARX Services (Pty) Ltd has not published a notice in the Government
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Gazette declaring categories of records that are automatically available without a
formal PAIA request. However, the company makes the following records
available to the public voluntarily and without a formal request for access, in
alignment with the spirit of Section 52:

e Company brochures and profiles
Marketing material
Job advertisements
General corporate information
This PAIA Manual

4.2 Records That May Be Requested in Terms of PAIA
Human Resources
e Employment contracts
e Payroll and tax records
e Leave records and performance documents
e Recruitment and vetting documentation
Financial Records
¢ Invoices and customer statements
¢ Annual financial statements
e Tax submissions and VAT records
Operational and Project Records
e Client contracts and service level agreements
o Statements of work and project deliverables
e System integration designs and API documentation
e Service desk and support logs
Corporate and Governance Records
e Memorandum of Incorporation
e CIPC registration documentation
¢ Resolutions and minutes of meetings
e Internal policies and procedures
Supplier and Partner Records
e Supplier contracts and procurement documentation
e Licensing and software agreements



5. RECORDS REQUIRED BY LEGISLATION
DeARX Services (Pty) Ltd retains records in accordance with applicable
legislation, including but not limited to:
e Companies Act 71 of 2008
Basic Conditions of Employment Act 75 of 1997
Labour Relations Act 66 of 1995
Employment Equity Act 55 of 1998
Income Tax Act 58 of 1962
Value Added Tax Act 89 of 1991
Skills Development Levies Act 9 of 1999
Protection of Personal Information Act 4 of 2013 (POPIA)

6. REQUEST PROCEDURE

To request access to any record held by DeARX Services (Pty) Ltd, the requester
must:

a) Complete the prescribed Form 2, available at:
https://inforequlator.org.za/wp-content/uploads/2020/07/InfoRegSA-PAIA-
Form02-Req7.pdf

b) Submit the form along with proof of payment of the request fee (currently
R140) to the Information Officer.

The request fee is prescribed by Regulation 7 of the Regulations relating to
the Promotion of Access to Information, 2021. At the time of this review, the
fee is R140.00. This may be amended from time to time by the Minister of
Justice and Constitutional Development.

c) Await notification within 30 days of the company’s decision. If access is
refused, written reasons will be provided.

Note: An access fee may also be charged for reproduction, postage, or search
and preparation time.

7. GROUNDS FOR REFUSAL
Requests for access to records may be refused under certain circumstances,
including:
e Protection of personal information of third parties
Protection of confidential commercial information
Legally privileged documents
Protection of company trade secrets
If the request is too general or would unreasonably divert company
resources
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8. AVAILABILITY OF THE MANUAL

This manual is available:
o At DeARX Services’ head office for inspection
e On the company website: www.dearx.co.za
e By email upon request

9. REVIEW AND UPDATES

This manual will be reviewed annually and updated as needed to remain
compliant with changes to applicable legislation or the company’s operations.

10. PRIVACY FRAMEWORK
DeARX maintains a privacy governance framework consisting of the following
documents:

e Privacy Policy

e Website Privacy Notice

e Cookie Notice

o PAIA Manual

These documents work together to provide transparency regarding how DeARX
collects, uses, protects, and manages personal information in accordance with
the Protection of Personal Information Act (POPIA).

Where more detailed information is required, the Privacy Policy should be
considered the primary governing document.
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