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2. Key contact details for access to information

2.1. Chief Information Officer 

Name: 

Tel: 

Email: 

Peter Ireland

031 5383500

PeterI@bidvestlife.co.za

2.2. Deputy Information Officer's 

Name: 

Tel: 

Email: 

2.3. Access to information - General Contact 

Email: datacomplaints@bidvestlife.co.za 

Website: www.bidvestlife.co.za 

2.4. Head Office 

Physical Address: 

The Information Officer 

Bidvest Life Limited 

1st floor, Bidvest Life House, 2 Heleza Boulevard, Sibaya, 4320 

Tel: (031) 538 3500 

Email: datacomplaints@bidvestlife.co.za 

Website: www.bidvestlife.co.za 

3. Guide on how to use PAIA and how to obtain access to the Guide

a. The Regulator has updated and made available the revised Guide on how to use PAIA, 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.

b. The Guide is available in each of the official languages and in braille and can be obtained from the website of the Regulator

www.inforegulator.org.za

c. If you have any queries, or need a copy of the Guide, please contact the Information Regulator directly at: 

The Information Regulator (South Africa)

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

P.O Box 31533, Braamfontein, Johannesburg, 2017 

Complaints email: complaints.lR@justice.gov.za 

General enquiries telephone number:       010 023 5200

General enquiries email:      enquiries@inforegulator.org.za
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10. Request procedure

10.1. Any request for access to a record or to personal information in terms of PAIA or POPIA must be made on the form attached hereto 

marked Annexure "A" - called Form 2 or on a form which substantially corresponds with this form. 

10.2. A request for access to information which is not housed under this Form C, or which does not comply with POPIA or PAIA will be rejected 

and returned to you. 

10.3. Section 54 of PAIA entitles the Company to levy a charge or to request a fee to enable it to recover the cost of processing a request and 

providing access to records. The fees that may be charged are set out in the Regulations promulgated under PAIA and POPIA. Where a 

decision to grant a request has been taken by the Company, the record will not be disclosed until the necessary fees have been paid in full, 

where applicable. The Fee payable will depend on the type of information requested. These fees are described under Annexure "B" - Fees 

in respect of private bodies. 

11. Access to health records or other records in terms of Section 61 of the Act

11.1. For the purposes of this section, the term "relevant person" shall refer to the requester and/ or the authorized person making a request 

on the persons behalf. 

11.2. Requesters must stipulate in their request for information and/or what health information is required, understanding that information 

held by a medical practitioner must be obtained directly from him or her. No hospital can release information held by another party, or 

information that is protected by a medical practitioner /patient relationship. 

11.3. The Information Officer, in terms of Section 50 of the Act, may only grant a request for access to information and/or a record provided by 

a medical practitioner in his or her capacity as such, about the physical or mental health of the requester him /herself, or to authorised 

person making such a request on behalf of the person concerned. 

11.4. The Information Officer may in terms of Section 61 ( 1) of the Act, refuse access to information and/ or records, if he or she is of the 

opinion that such disclosure would cause serious harm to the requester's physical and/ or mental health. 

11.5. Before the Information Officer allows, grants or facilitates access to information and/or records, he or she may consult with the treating 

medical practitioner who, subject to Section 61 (2) had been nominated by the relevant person. 

11.6. If the relevant person is: 

11.6.1. under the age of 16 years, a person having parental responsibilities for the relevant person, must make the nomination referred 

to in Section 61 (2)(a) of the Act; and/ or 

11.6.2. incapable of managing his or her affairs, a person appointed by the court to manage those affairs must make that nomination. 

11.7. If after the Information Officer has given access to the medical practitioner, and the medical practitioner is of the opinion that the 

disclosure of the information and/or record to the relevant person, would likely cause serious harm to his or her physical and/or mental 

health, or well-being, the Information Officer may only grant access to that information and/or record if he or she has been given sufficient 

guarantees by the requester, that adequate provision has been made for such counselling or arrangement as are reasonably practicable 

before, during or after the disclosure of the information and/or record limit, alleviate or avoid such harm to the relevant person. 

11.8. Before access to the information and/or record is so given to the requester, the person responsible for such counselling or arrangements 

must be given access to the information and/or record. 

11.9. The Information Officer may also refuse access to the Information and/or records in terms of any other law. 

12. Prescribed fees

12.1. Once a request is made, the Information Officer will send a received notice to the requester to pay the prescribed fee. 

12.2. This prescribed fee must be paid before the request will be processed. 

12.3. Payment of this fee is to be made as directed by the Company. 
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12.4. If the requester is seeking access to a record containing personal information about that requester, the prescribed fee of R50.00 may not 

be required. 

12.5. The Information Officer and Deputy Information Officer will then decide in respect of the request and the requester will be notified of the 

decision on the required form. 

12.6. Should the request be refused, the requester may lodge an application at court against the tender or payment of the requested fee. 

12.7. If the request is granted then a further access fee is payable for the search, reproduction and preparation of the record in a particular 

format as well as for any time, that has exceeded the prescribed hours, to search and in order to prepare the record for disclosure. 

12.8. The fees schedule is described under Annexure "B" - Fees in respect of private bodies or can be downloaded from the Information   

           Regulator website at www.inforegulator.org.za. 

13. Proof of identity

When requesting records or information under PAIA or POPIA, you will be required to submit acceptable proof of identity such as a 

certified copy of your identity document or other legal forms of identity. 

14. Timelines for consideration of a request for access

14.1. Requests will be processed within 30 (thirty) days, from date of receipt thereof, unless the request contains considerations that are of 

such a nature that an extension of the time limit is needed. 

14.2. Should an extension be required, you will be notified, together with reasons explaining why the extension is necessary, which in most 

cases will be a period of 30 (thirty) days. 

15. Grounds for refusal of access and protection of information

15.1. There are various grounds upon which a request for access to a record may be refused. These grounds include: 

the protection of personal information of a third person from unreasonable disclosure 

the protection of commercial information of a third party (for example: trade secrets; financial, commercial, scientific or technical 

information that may harm the commercial or financial interests of a third party) 

if disclosure would result in the breach of a duty of confidence owed to a third party 

if disclosure would jeopardize the safety of an individual or prejudice or impair certain property rights of a third person 

if the record was produced during legal proceedings, unless that legal privilege has been waived 

if the record contains trade secrets, financial or sensitive information or any information that would put the Company at a 

disadvantage in negotiations or prejudice it in commercial competition, and/or 

if the record contains information about research being carried out or about to be carried out on behalf of a third party or by 

the Company. 

15.2. Section 70 of PAIA contains an overriding provision. Disclosure of a record is compulsory if it would reveal (i) a substantial 

contravention of, or failure to comply with the law; or (ii) there is an imminent and serious public safety or environmental risk; and 

(iii) the public interest in the disclosure of the record in question clearly outweighs the harm contemplated by its disclosure.

15.3. If the request for access to information affects a third party, then such third party must first be informed within 21 (twenty-one) days 

of receipt of the request. The third party would then have a further 21 (twenty-one) days to make representations and/or 

submissions regarding the granting of access to the record. 
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16. Remedies available to a requester on refusal of access

16.1. If the Information Officer decides to grant a requester access to the record, such access must be granted within 30 (thirty) days of being 

informed of the decision. 

16.2. Where the Information Officer declines any requester access to the record, such decision will be relayed to the requester. There is no 

internal appeal procedure. 

16.3. If you are not satisfied with the outcome you are entitled to apply to the Information Regulator or a court of competent jurisdiction to take 

the matter further. 

16.4. Where a third party is affected by the request for access and the Information Officer has decided to grant you access to the record, the 

third party has 30 (thirty) days in which to appeal the decision in a court of competent jurisdiction. If no appeal has been lodged by the 

third party within 30 (thirty) days, you must be granted access to the record. 

Issued by 

Peter Ireland

Chief Financial Officer
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[Regulation 7] 

NOTE: 
1. Proof of identity must be attached by the requester.
2. If requests made on behalf of another person, proof of such authorisation, must be attached to this

form.

TO: The Information Officer 
______________________ 
______________________ 
______________________ 
______________________ 

(Address) 

E-mail address: _____________________________ 

Fax number:  _____________________________ 

Mark with an "X" 

Request is made in my own name Request is made on behalf of another person. 

PERSONAL INFORMATION 

Full Names 

Identity Number 

Capacity in which 
request is made 
(when made on behalf 
of another person) 
Postal Address 

Street Address 

E-mail Address

Contact Numbers 
Tel. (B): Facsimile: 

Cellular: 

Full names of person 
on whose behalf 
request is made (if 
applicable): 

Identity Number 

Postal Address 

2
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Street Address 
 

 

E-mail Address 
 

 

Contact Numbers Tel. (B)  
 

Facsimile  

Cellular  
 

 
PARTICULARS OF RECORD REQUESTED 

 
Provide full particulars of the record to which access is requested, including the reference number if 
that is known to you, to enable the record to be located. (If the provided space is inadequate, please 
continue on a separate page and attach it to this form. All additional pages must be signed.) 
 

Description of record 
or relevant part of the 
record: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Reference number, if 
available 
 

 

Any further particulars 
of record 

 

 

 

 

 

 
TYPE OF RECORD 

(Mark the applicable box with an "X") 
 

Record is in written or printed form 
 

 

Record comprises virtual images (this includes photographs, slides, video recordings, 
computer-generated images, sketches, etc) 
 

 

Record consists of recorded words or information which can be reproduced in sound 
 

 

Record is held on a computer or in an electronic, or machine-readable form  
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FORM OF ACCESS 

(Mark the applicable box with an "X") 
 

Printed copy of record (including copies of any virtual images, transcriptions and information 
held on computer or in an electronic or machine-readable form) 
 

 

Written or printed transcription of virtual images (this includes photographs, slides, video 
recordings, computer-generated images, sketches, etc) 
 

 

Transcription of soundtrack (written or printed document) 
 

 

Copy of record on flash drive (including virtual images and soundtracks) 
 

 

Copy of record on compact disc drive(including virtual images and soundtracks) 
 

 

Copy of record saved on cloud storage server 
 

 

 
 

MANNER OF ACCESS 
(Mark the applicable box with an "X") 

 
Personal inspection of record at registered address of public/private body (including listening 
to recorded words, information which can be reproduced in sound, or information held on 
computer or in an electronic or machine-readable form) 
 

 

Postal services to postal address 
 

 

Postal services to street address 
 

 

Courier service to street address 
 

 

Facsimile of information in written or printed format (including transcriptions) 
 

 

E-mail of information (including soundtracks if possible) 
 

 

Cloud share/file transfer 
 

 

Preferred language 
(Note that if the record is not available in the language you prefer, access may be granted in 
the language in which the record is available) 
 

 

 
 

PARTICULARS OF RIGHT TO BE EXERCISED OR PROTECTED 
 

If the provided space is inadequate, please continue on a separate page and attach it to this Form. The 
requester must sign all the additional pages. 

 
Indicate which right is to 
be exercised or 
protected 
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Explain why the record 
requested is required for 
the exercise or 
protection of the 
aforementioned right: 

 

 

 
 

 
 

FEES 
 

a) A request fee must be paid before the request will be considered. 
b) You will be notified of the amount of the access fee to be paid. 
c) The fee payable for access to a record depends on the form in which access is required and 

the reasonable time required to search for and prepare a record. 
d) If you qualify for exemption of the payment of any fee, please state the reason for exemption 
Reason  

 

 

 
You will be notified in writing whether your request has been approved or denied and if approved the 
costs relating to your request, if any.  Please indicate your preferred manner of correspondence: 

 

Postal address Facsimile Electronic communication 
(Please specify) 

   
 

 
Signed at ____________________ this ___________ day of ________________ 20 _________ 
 
 
 
________________________________________________________ 

Signature of Requester / person on whose behalf request is made 
-------------------------------------------------------------------------------------------------------------------------------------------- 

FOR OFFICIAL USE 
 
Reference number:  

 
Request received by: 
(State Rank, Name And 
Surname of Information Officer) 

 

Date received:  
 

Access fees:  
 

Deposit (if any):  
 

 
 
____________________________ 

Signature of Information Officer 



► Annexure B

Fees Payable in Respect of Private Bodies Bidvest� 

Fees in respect of private bodies 

Item Description Amount 

1. The request requester fee payable by every requester R140.00 

2. Photocopy of A4-size page R2.00 per page or part thereof. 

3. Printed copy of A4-size page R2.00 per page or part thereof. 

4. For a copy in a computer-readable form on:

a) Flash drive (to be provided by requester) R40.00 

b) Compact disc
• If provided by requester R40.00 

• If provided to the requester R60.00 

5. For a transcription of visual images per A4-size page Service to be outsourced. 
Will depend on quotation from 

6. Copy of visual images Service provider. 

7. Transcription of an audio record, per A4-size page R24.00 

8. Copy of an audio record on:

a) Flash drive (to be provided by requester) R40.00 

b) Compact disc
• If provided by requester R40.00 

• If provided to the requester R60.00 

9. To search for and prepare the record for disclosure for each hour or R145.00 
part of an hour, excluding the first hour, reasonably required for such

search and preparation.

To not exceed a total of: R435.00 

10. Deposit: If search exceeds 6 hours One third of amount per 
request calculated in terms of 
items 2 to 8 

'-
11. Postage, e-mail or any other electronic transfer Actual expenses, if any 
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