
Page 1 of 10 
DOC114 version 5  

 
 

 

 

 

SOUTH AFRICAN BONE MARROW REGISTRY(SABMR) 

NPC Reg No 2013/152553/08 

NPO Reg No 004-003 

 

 

 

ACCESS TO INFORMATION MANUAL 

(NON-PROFIT COMPANY) 
 

 

 

 

PREPARED IN TERMS OF SECTION 51 OF THE PROMOTION OF ACCESS TO 

INFORMATION ACT 2 OF 2000 

 

 

 

 

 



Page 2 of 10 
DOC114 version 5  

 

TABLE OF CONTENTS  

1. Purpose of the Manual in terms of PAIA                                                                          2 

2. List of Abbreviations and acronyms                                                                            2 

3. Key Contact Details for Access to Information of the SABMR                                    3 

4. The PAIA Guide 3 

5. Request for Access to Information 3 

6. Records Automatically Available                                                                                4 

7. Records Available in terms of Other Legislation                                                        4 

8. Description of Records Held                                                                                      5 

9. Reasons for Processing Personal Information                                                           6 

10. Categories of Data Subjects and Information relating thereto                                    6 

11. Recipients of Data                                                                                                      7 

12. Transborder Flow of Personal Information                                                                 8 

13. Security Measures                                                                                                      8 

14. Requesting Procedure                                                                                                8 

14.1 Request                                                                                                              8 

14.2 Availability of Manual                                                                                          9 

14.3 Fees                                                                                                                    9 

14.4 Details of the South African Human Rights Commission                                    9 

 

 

ATTACHMENTS: 

DOC114a:  Objection to Processing of Personal Information – Form 1 Regulation 10 

DOC114b:   Request for Correction or Deletion of Personal Information – Form 2 Reg 10 

DOC114c:    Request for Access to Records - Form 2 Regulation 7.1 

DOC114d:   PAIA notice of non-compliance with regulation 7.1 

DOC114e:   Request for Access for Records of a Private Body – Form C Regulation 10 

 

1. PURPOSE OF THE MANUAL IN TERMS OF PAIA 

The purpose of this Manual is to assist people wishing to access information in terms of the PAIA 
from South African Bone Marrow Registry (SABMR) which is an NPO (private body). For further 
information relating to the SABMR POPIA and PAIA policies please refer to SABMR DOC463 and 
DOC114 respectively. 

2. LIST OF ABBREVIATIONS AND ACRONYMS 

CEO  Chief Executive Officer 
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DIO  Deputy Information Officer 

IO   Information Officer 

Minister  Minister of Justice and Correctional Services 

PAIA  Promotion of Access to Information Act No. 2 of 2000(as amended) 

POPIA  Protection of personal information Act No.4 of 2013 

Regulator Information Regulator 

 

3. KEY CONTACT DETAILS TO ACCESS INFORMATION OF THE SABMR 

 
The South African Bone Marrow Registry (SABMR) is responsible for coordinating the provision 
of HLA matched unrelated bone marrow donors for patients in the whole of South Africa and is the 
point of contact for countries seeking unrelated donors in South Africa. The SABMR is registered 
as a Non-profit Organisation (Reg No: 004-300 NPO) and a Non-profit Company (Reg. No. 
2013/152553/08) 

Head of Organization: Dr Charlotte Ingram 

Information Officer: Jane Ward 

     Physical Address: South African Bone Marrow Registry (SABMR) 
      Practice Number: 0964247 
      Physical Address: J57, Outpatient’s Building, Groote Schuur Hospital, Observatory, Cape 
      Town, 7925 
      Postal Address: J57, Outpatient’s Building, Groote Schuur Hospital, Observatory, Cape 
      Town, 7925 

Email Address: admin@sabmr.co.za 

Phone Number: Tel: +27 21 447 8638 

Website: www.sabmr.co.za 

4. THE PAIA GUIDE 

The Regulator has, in terms of section 10(1) of PAIA, as amended, 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. The guide is available on their website www.inforegulator.org.za or 
https://www.justice.gov.za/inforeg/ 

A copy of the guide is available in the two official languages for public inspection during normal 
office hours. 

 

5. REQUEST TO ACCESS INFORMATION 

mailto:admin@sabmr.co.za
http://www.sabmr.co.za/
http://www.inforegulator.org.za/
https://www.justice.gov.za/inforeg/
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If a person or entity requires access to information from the SABMR, as contemplated in the Act, 
the requester must contact the Information Officer: Jane Ward. 
 

 In terms of section 25(2) states that: 

(1) If the request for access is granted, the notice in terms of subsection (1)(b) must state - 
 

• The access fee (if any) to be paid upon access; 
 

• The form in which access will be given; and 

• That the requester may lodge an internal appeal or an application with a court against 
the access fee to be paid. 

 
(2) If the request for access is refused, the notice in terms of subsection (1)(b) must - 

 
• State adequate reasons for the refusal, including the provisions of this Act relied upon; 

 
• Exclude, from such reasons, any reference to the content of the record; and 

 
• State that the requester may lodge an internal appeal or an application with a court 

against the refusal of the request, and the procedure (including the period) for lodging 
the internal appeal or application. 

 
 

 

6. RECORDS AUTOMATICALLY AVAILABLE 
 
In terms of Section 52, the following records from the SABMR can be accessed by the public 
without filing a formal PAIA request: 
 

Records Available  on the Website Available upon request 

Public Marketing Brochures  X 

Annual Reports X X 

Public Newsletters  X 

Patient Guidebooks X X 

Operations Manual X X 

Fee Schedules X X 

Audit Documents  X 

Event Calendars  X 

Transplant Center Operational 
Guidelines 

X X 

 
These documents are available on the SABMR and WMDA websites: www.sabmr.co.za  
www.wmda.info  
 
 
 
7. RECORDS AVAILABLE IN TERMS OF OTHER LEGISLATION (SECTION 51(1)(d)) 

 
Section 51(1)(d): The records which are available in terms of other legislation 

http://www.sabmr.co.za/
http://www.wmda.info/
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are as follows:  

Records Legislation 

Protection of Personal 

Protection Act 

No 4 of 2013 

Basic Conditions of 

Employment Act 

Act 75 of 1997 

Compensation for 

occupational Injuries and 

Diseases Act 

Act 130 -1993 

Consumer Protection Act Act 68 2008 

Income Tax Act Act 58 of 1962 

Insurance Act Act 27 of 1943 

Labour Relations Act Act 66 of 1995 

National Health Act 2004 

Non-profit Organisations Act Act 71 of 1997 

Occupational Health & Safety 

Act 

Act 85 of 1993 

Skills Development Act Act 97 of 1998 

The Fund-raising Act Act 107 of 1978 

Unemployment Insurance Act Act 63 of 2001 

Unemployment Insurance 

Contributions Act 

Act 4 of 2002 

Value Added Tax Act Act 89 of 1991 

 

8. DESCRIPTION OF RECORDS HELD (SECTION 51(1)(e)) 
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Description 
 

Records Held 

Governance Constitution; meeting minutes; register of 
directors/board members; management 
policies and procedures; strategic plan; 
annual reports; annual business plan; KPIs; 
rules and regulations covering all disciplines. 

Financial Audited financial statements; tax returns; 
banking record; salary advice; investments; 
cash books; debtors & creditors ledgers; 
journals; financial donor information. 

Human Resources Employment contracts; payroll advice; 
internal policies; CVs; personal information, 
medical records; advertised posts; employee 
records; job descriptions; leave records 

Operations Project reports; donor agreements; stem cell 
donor data base; patient details; medical 
information; donor personal information; 
confidentiality agreements; consent forms. 

 
 
 

9. REASONS FOR PROCESSING PERSONAL INFORMATION 
 

Data subjects Reason for processing 
 

Donors and Patients Communication; to ensure accurate 

identification of all donors and 

patients; to be able to administer the 

correct Stem Cells from the identified 

donor to the correctly identified 

patient; to assess how much stem cell 

product should be given to the patient 

according to age, height, weight; to 

have record of emergency numbers in 

the case of adverse events. 

Clients (Health Care Professionals) Communication about processes, 

patients and donors. 

Employees HR management. 

Suppliers Communication regarding orders and 
payments 

Financial Donors & Supporters All information re our financial donors and 
Supporters. 
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10. CATEGORIES OF DATA SUBJECTS AND INFORMATION RELATING THERETO: 

Categories of Data Subjects Personal Information Processed.  

 

Donors and Patients Names, DOB, gender, age, ID 

numbers, HLA typing, medical history, 

diagnosis, address, contact numbers, 

next of kin details, race, laboratory 

results. 

Clients - Health Care Professionals Names, practice addresses, practice 

numbers, qualifications, registration & 

experience. Practice process 

information. 

Employees Name, surname, ID numbers, 

physical address, contact numbers, 

banking details, next of kin details, 

CVs, qualifications, gender, race. 

Suppliers Contact person name, email address, 

physical address, telephone 

numbers, banking details, VAT 

numbers, registration numbers 

Financial Donors & Supporters Names and details; grant processing; 

donation amounts; databases; reports 

 

11. RECIPIENTS OF DATA 

Category of Personal Information Recipients or categories of 

Recipients to whom the information 

may be supplied. 

Name, surname, ID numbers, physical 

address, contact numbers, banking 

details, next of kin details, CVs, 

qualifications, gender, race 

Internal Financial, authorized staff. 

Outsourced payroll management 

 

Names, DOB, gender, age, ID numbers, 

HLA typing, medical history, diagnosis, 

laboratory results, address, contact 

Authorised operational staff of the 

SABMR; Health Care Professionals;  

Medical Aids for payment. 
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numbers, next of kin details, race. 

Credit and payment history, for credit 

information 

Credit bureaus 

Governance records and reports Funders and supporting stakeholders 

 

 

12. TRANSBORDER FLOW OF PERSONAL INFORMATION 

The SABMR shares personal information and data on Stem Cell Donors to International 

Registries and Transplant centers. The SABMR has a Data Transmission and Use 

Agreement with the WMDA which safeguards all information used by the International 

Registries. (DOC297 in the SABMR Document Files) 

 

13. SECURITY MEASURES 

Data Subject Information Security Measure 

Hard copies, Documents, Files Confidentiality agreements; limiting 

information; locked filing cabinets; 

limited access to information; off-site 

storage (Document Warehouse covered 

by an SLA); secure destruction by cross-

cut shredders; locked offices with access 

control; third party confidentiality 

agreements.  

Digital Data Confidentiality agreements; limiting 

information; secure destruction by cross-

cut shredders; locked offices with access 

control; encrypted passwords; firewalls; 

anti-virus; anti-malware; data encryption; 

regular checks for data breaches; 

prompt termination of ex-staff access; 

annual penetration testing; third party 

confidentiality agreements and limited 

access to data. 

 

 
14. REQUESTING PROCEDURE 
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14.1 REQUEST 

1. Complete FORM 2 - available on the Information Regulator website. www.inforegulator.org.za 
2. Provide sufficient details to identify the record and the requestor. 
3. State the right that they are seeking to protect. 
4. Submit the form to the Information Officer’s email provided above. 

 

 
14.2 AVAILABILITY OF THE MANUAL 

1. This manual is available for inspection by the public upon request during office hours and there 
is no charge for viewing the manual SABMR offices. Copies of the manual may be made 
available subject to the prescribed fees. 

2. Copies may also be requested from the South African Human Rights Commission at the 
address indicated below. 

3. A fee of R50.00 (inclusive of Vat) may be payable as prescribed by the Information Regulator’s 
fee schedule. 

 
14.3 FEES 

1. A requester who seeks access to a record containing personal information about the requester 
is not required to pay the request fees. Any other requester who is not a personal requester 
must pay the required fee. 

 
2. A fee will be required by the Information Officer before further processing of the request in 

terms of S54 of the Act. 

3. A requester fee of R50 should be paid; this amount will be refunded should the request for 
access be refused. 

4. A portion of the access fee (not more than one third) may be required before the request is 
considered. 

5. The requester may lodge an application with a court against the payment of the request fee in 
terms of S54(3)(b) of the Act. 

6. The Information Officer may withhold a record until the requester has paid the applicable fees 

 

14.4 DETAILS OF THE SOUTH AFRICAN HUMAN RIGHTS COMMISSION 
 

Any queries about this manual should be directed to: 
 

The South African Human Rights Commission; PAIA Unit 
Research and Documentation Department 
Private Bag 2700 
Houghton 
2041 
Phone: 011 484 8300 Fax: 011 484 0582 

http://www.inforegulator.org.za/
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This Policy must be reviewed and updated at least on an annual basis. 

 

_________________________________________________ 

Signature of the Head of the Organization 

 

_________________________________________________ 

Signature of the Information Officer 

 

Date of Approval: __________________________________ 

 

 

    AMENDMENT HISTORY 

DATE CHANGE MADE REASON 

13/09/2016 New Document  

11/06/2021 Update IO details, add practice 
number, Form C is now fillable – 
obtained by the IO. 

New IO appointed. New form issued. 

24/06/2025 PO. Box No and Fax No removed No longer use Box or Fax numbers. 

14/05/2026 Document reformatted and new 
information added 

New amended information issued in 
terms of PAIA section 51 of Act 2 
2000 

   

   

 

 

30th May 2026


