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PAIA MANUAL

Promotion of Access to Information Act, 2000 (Act No. 2 of 2000)
For

Dagbreek Nine Oaks (Pty) Ltd

Trading as Nine Oaks Cottages and Venue

1. Introduction

This manual has been prepared in accordance with the Promotion of Access to Information Act, 2000
(“PAIA”) and serves as a guide to the records held by Dagbreek Nine Oaks (Pty) Ltd and the process to
request access to such records.

Dagbreek Nine Oaks respects the privacy of its guests, employees, suppliers, and other stakeholders and
is committed to handling personal information responsibly in accordance with the Protection of Personal
Information Act, 2013 (‘POPIA”).

2. Company Information

Registered Name:
Dagbreek Nine Oaks (Pty) Ltd

Registration Number:
2012/057032/07

Trading Name:
Nine Oaks Cottages and Venue



Physical Address:
Dagbreek Farm
Noord-Agter Paarl Road
Windmeul

7630

Western Cape

Telephone Number:
021 929 6799

Email Address:
n9neoaks@gmail.com

3. Information Officer

Information Officer:
Johanna Theresa van der Merwe

Position:
Owner

Email Address for PAIA Requests:
n9neoaks@gmail.com

4. Guide on How to Use PAIA
A guide on how to use PAIA is available from the Information Regulator of South Africa.
Contact Details of the Information Regulator

Website:
Information Requlator South Africa

Email:
PAIAComplaints@inforegulator.org.za

5. Records Held by Dagbreek Nine Oaks

The following records may be held by Dagbreek Nine Oaks:


https://inforegulator.org.za/?utm_source=chatgpt.com

Administration Records

« Company registration documents
« Financial records

« Taxrecords

« Insurance documents

Guest Records

« Booking information

« Invoices and receipts

« Guest correspondence and the signed Rules and Regulations
« CCTV footage where applicable

Employee Records

« Employment contracts
« Leave records
« Payroll information

Supplier and Service Provider Records

« Supplier agreements
« Invoices and statements

« Contact information

6. Processing of Personal Information
Dagbreek Nine Oaks may process personal information for:

« Guest reservations and accommodation services
« Communication with guests and suppliers

« Accounting and billing purposes

« Security and access control

« Compliance with legal obligations

Personal information is processed lawfully and securely and is only retained for as long as necessary.



7. Request Procedure
Requests for access to records must be made in writing using the prescribed PAIA request form.
Requests may be submitted:

« By email to: n9neoaks@gmail.com
« Or delivered to the physical address listed above.

The requester must provide:

. Sufficient details of the record requested
« Proof of identity
« Contact details for correspondence

Dagbreek Nine Oaks may charge a prescribed request fee where applicable.

8. Grounds for Refusal of Access
Access to records may be refused where:

« The information contains personal information of another person
« The information is commercially sensitive
« The request is frivolous or unreasonable

« Disclosure is prohibited by law

9. Availability of this Manual
This manual is available:

« On request from the Information Officer

o Electronically via email request

10. Updating of the Manual

Dagbreek Nine Oaks reserves the right to amend this manual from time to time in accordance with
legislative requirements.



