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1. OVERVIEW  

 

The right of access to information is imbedded under section 32 of the Constitution of the Republic of 

South Africa, 1996 which provides that everyone has the right of access to any information held by the 

State, or held by any other person that is to be used for the protection or exercise of any right1.  

The Small Enterprise Development Agency (Seda) embraces this opportunity to incorporate the Act’s 

guidelines into its policies and procedures not only from a legal standpoint, but also as an opportunity 

to encourage open communication within the organisation.  

This Manual is only available in English.  Copies in other official languages may be made available by 

the Information Officer on request. To help Seda comply, a process for handling requests within Seda 

is explained in this Manual.  

 

 

2. PURPOSE 

 

The purpose of this Manual is to provide information on how to obtain access to records held by Seda 

to identify the structure and services of Seda and to describe Seda’s records system in order to 

facilitate the implementation of the Promotion of Access to Information Act, 2000 (Act No. 2 of 2000).   

 

 

3. GLOSSARY OF TERMS 

 

PAIA GLOSSARY OF TERMS 

Access fee  A fee prescribed for the purpose of reproduction, search and preparation of records 

and, if applicable, postal fees. 

Act The National Small Enterprise Act, 1996 (Act No.102 of 1996) as amended. 

Date of 

submission  

The date on which the requester submits the PAIA Request. The Deputy Information 

Officer must respond to the request within 30 days of this date. 

Deputy 

Information 

Officer (DIO) 

The person designated by the Information Officer of a public body to assist the 

requester with their PAIA request. 

Days Any day other than a Saturday, Sunday or public holiday, as defined in section 1 of 

the Public Holidays Act, 1994 (Act No 36 of 1994) 

                                                           
1 This Act is regulated by the South African Human Rights Commission (SAHRC), and was approved by Parliament on 2 February 2000 
and came into effect on 9 March 2001. 
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PAIA GLOSSARY OF TERMS 

Grounds for 

refusal 

The Section(s) of PAIA referred to by the Information Officer or Deputy Information 

Officer in order to refuse a PAIA Request 

Information 

Officer (IO) 

The Information Officer is the person authorised to handle PAIA requests. For a 

public body, this is the person who is or is acting as the head of the body, the CEO. 

Letter of 

authorisation 

A letter from an individual who requires the requester to submit a PAIA Request on 

their behalf in terms of PAIA. The letter must state that the individual authorises 

the requester (and other representatives from the requester’s organisation, if 

necessary) to submit a request to access information in terms of PAIA on their 

behalf. 

Minister The Cabinet member responsible for the administration of justice. 

PAIA The Promotion of Access to Information Act, 2000 (Act 2 of 2000). 

PAIA Request The name given to the document(s) submitted to a public or private body requesting 

access to information in terms of PAIA. 

PAIA Request 

reference 

number 

The reference number you allocate for an individual PAIA Request, e.g. 

8/4/2/PAIA/date. It is advisable to use this reference number throughout all 

correspondence with the requester, as well as asking them to do the same. 

Personal 

Information 

Information about an identifiable individual including but not limited to information 

relating to race, gender, sex, pregnancy, marital status, national, ethnic or social 

origin, colour, sexual orientation, age, physical or mental health, wellbeing, 

disability, religion, conscience, belief, culture, language and birth of the 

individual; information relating to the education or medical, criminal or 

employment history of the individual or information relating to the financial 

transactions in which the individual was involved. 

Personal 

requester 

A personal requester is a requester who is seeking access to a record containing 

personal information about the requester. Seda will voluntarily provide the 

requested information, or give access to any record with regard to the requester’s 

personal information. No request fee and no deposit on access fee (s) payable. 

PFMA The Public Finance Management Act, 1999 (Act 1 of 1999) as amended. 

Public body Generally any section of government, or any organisation that is set up by 

government, set up by law, or gets its money from government. 

Record(s) Any recorded information regardless of the form or medium, including, for 

example, written documents, video materials etc.  

Requester The requester (other than a personal requester) is entitled to request access to 

information on third parties.  
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PAIA GLOSSARY OF TERMS 

Request fee The fee that must be paid by the requester before a request can be processed. 

SAHRC The South African Human Rights Commission. 

Seda File plan An index when requesting information from Seda. 

Third party Any natural or juristic person who is not the requester of the information, 

nor the body to whom the information request is made. 

4. SERVICES OF SEDA

Seda is mandated to implement government’s small business strategy; design and implement a standard 

and common national delivery network for small enterprise development; and integrate government-

funded small enterprise support agencies across all tiers of government.  

In this regard Seda facilitates business-related information, advice, consultancy, training and 

mentoring services in all areas of enterprise development. These services aim at providing solutions 

related to various business functions, including production, human resources, finance, marketing and 

export development. Rural enterprise development and co-operatives are supported through the co-

operatives and the Community Public Private Partnership Programme (CPPP) unit. Through the Seda 

Technology Programme (STP), Seda provides technology transfer, business and technology incubation 

services, as well as incentives for management systems implementation (Such as ISO 9001 and OHSAS 

18001, product testing and certification, as well as machinery and equipment incentives).  

Seda continues to use a ‘client-journey approach which aims at establishing a long-term relationship 

with clients. Prior to embarking on any intervention, a Seda business advisor assesses the needs of the 

client first and based on the assessment, the client, together with the business advisor, drafts a 

development plan with specific development interventions. These services are delivered to the client 

either by Seda’s own staff or through specialised service providers. 

Further information regarding the services of Seda are available on the website at www.seda.org.za. 

http://www.seda.org.za/
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5. ORGANISATIONAL STRUCTURE

Seda was established in December 2004, through the National Small Business Amendment Act, and is 

an Agency of the Department of Small Business Development. As a creature of statute, Seda receives 

its mandate from the Act and is classified as a Schedule 3A Public Entity in terms of the PFMA. 

Seda is governed by a Board. The Board as the Accounting Authority of Seda, exercising overall authority 

and control over the financial position, operation and management of Seda. It is accountable to the 

Executive Authority for the performance of Seda and monitors Management closely in implementing 

Board plans and strategies.  There is a clear separation of roles and responsibilities between the Board 

and management that fosters an environment of transparency, confidence and mutual trust in which 

the Board is able to constructively challenge and provide guidance to management.  

The Executive Management Team comprise of the Chief Executive Officer (CEO), the Chief Financial 

Officer (CFO), the Chief Strategy and Information Officer (CSIO), the Executive manager: Stp, the 

Executive Manager: EDD and the Executive Manager: Corporate Services. 
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6. CONTACT DETAILS OF THE INFORMATION AND DEPUTY INFORMATION OFFICER

In terms of PAIA the Chief Executive Officer, Ms Mandisa Tshikwatamba is the Information officer of 

Seda. However, it is recommended that the Deputy Information Officer (DIO) be used as contact person 

for purposes of this manual. All request must be directed to the Deputy Information officer: 

Information Officer: Chief Executive Officer 

Telephone number: 012 441 1010 

Fax number: 012 441 1010 

E-mail address: paiarequest@seda.org.za 

Postal Address: The Deputy Information Officer 

Small Enterprise Development Agency 

PO Box 56714 

Arcadia 

0007 

Deputy Information Officer: Senior Manager: Legal and Corporate Governance  

Telephone number: 012 441 1244 

Fax number: 012 441 2244 

E-mail address: paiarequest@seda.org.za 

Postal Address: The Deputy Information Officer 

Small Enterprise Development Agency 

PO Box 56714 

Arcadia 

0007 

7. SOUTH AFRICAN HUMAN RIGHTS COMMISSION OFFICIAL GUIDE TO PAIA

The information contained in this manual and that of all other public and private bodies can be obtained 

from the SAHRC. Section 10 of the PAIA requires the SAHRC to publish a Guide containing information 

reasonably required by a person wishing to exercise or protect any right in terms of this Act.  

Enquiries regarding the guide can be addressed to the SAHRC:  

Promotion of Access to Information Unit Research and Documentation Department 

Private Bag 2700  

Houghton  

2041, 

mailto:paiarequest@seda.org.za
mailto:paiarequest@seda.org.za
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Telephone: (011) 484-8300, 

Fax: (011) 484-0582  

Website: www.sahrc.org.za 

E-mail: PAIA@sahrc.org.za

8. RECORDS AUTOMATICALLY AVAILABLE

Section 15 Automatically Available Records Notice of Seda is updated on an annual basis and is available 

on the Seda website (www.seda.org.za). The Seda Section 15 Notice gives access to among others, all 

Seda reports that have been published and tabled in Parliament, as well as all the other records on the 

Seda website, without a person having to make a request in terms of the said Act. The following records 

listed below are automatically available from Seda without the requester having to request access in 

terms of the PAIA:  

8.1. Annual Reports 

8.2. Annual Performance plan; 

8.3. Quarterly reports 

8.4. Strategic plans 

8.5. Organisational structure, mission, vision and the functions of the various divisions of Seda 

8.6. Job vacancies 

8.7. Media releases 

8.8. The information uploaded to the Seda web-site; 

8.9. Information booklets, newsletters and other marketing and informative materials relating 

to the services of Seda; 

8.10. Media releases/statements; 

8.11. Contact information of Seda; and 

8.12. Tenders 

All records listed above are available for free subject to available stock in print at any given time. 

9. HOW TO SUBMIT A REQUEST FOR INFORMATION TO SEDA

9.1. A request for access to a record must be made on the prescribed form (Annexure A). The 

prescribed form, fully completed may be posted, faxed or e-mailed to the DIO. This form is 

available from: 

9.1.1. The Seda DIO (whose contact details are in clause 6 of this manual); 

9.1.2. The SAHRC website (www.sahrc.org.za). 

mailto:PAIA@sahrc.org.za
http://www.sahrc.org.za/
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9.1.3. The Department of Justice and Constitutional Development website 

(www.doj.gov.za). 

9.1.4. Seda’s website www.seda.org.za. 

9.2. The requester must provide adequate detail on the request form to enable an official of 

Seda to identify the record requested and the requester. When completing a request on the 

prescribed form, the requester should also indicate: -  

9.2.1. the preferred language of the record if applicable; 

9.2.2. whether the requester wishes to be informed of the decision in another manner in 

addition to a written reply; and a facsimile number and/or postal address. 

9.3. If a request is made on behalf of another person, then the requester must submit proof of 

the capacity in which the requester is making the request to the reasonable satisfaction of 

the Information Officer.  

9.4. There is a prescribed fee (payable in advance) for requesting and accessing information in 

terms of PAIA. Details of these fees are contained in the request form. You may also be 

called upon to pay the additional fees prescribed by regulation for searching for and 

compiling the information, which you have requested, including copying charges. See 

Annexure B. 

9.5. The DIO must upon receipt of request for information decide within a period of 30 days 

whether to grant the request for the record or not. The requester must be notified in writing 

of the decision as contemplated in section 18(2) (e). Should the request be granted, the 

Deputy Information Officer must before processing the request, inform the requester of the 

fees payable. 

9.6. If an individual is unable to complete the prescribed form because of illiteracy or disability, 

such a person may make the request orally, alternatively the DIO will assist to complete the 

relevant form. Members of the public can submit their request through the office of the 

DIO. 

9.7. Should the DIO receive a request that should be dealt with by another public body, the DIO 

shall, within 14 days transfer the request to the relevant public body concerned and inform 

the requester accordingly. 

9.8. The Seda approved file plan can be consulted as an index when requesting information from 

the organisation. 

http://www.doj.gov.za/
http://www.seda.org.za/
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10. FEES

10.1. When the request is received by the DIO, such officer shall by notice require the requester, 

other than a personal requester, to pay the prescribed request fee (if any), before further 

processing of the request.  

10.2. If the search for the record has been made and the preparation of the record for disclosure, 

including arrangement to make it available in the requested form, requires more than the 

hours prescribed in the regulations for this purpose, the DIO shall notify the requester to 

pay as a deposit the prescribed portion of the Access fee which would be payable if the 

request is granted.  

10.3. The DIO shall withhold a record until the requester has paid the fees. 

10.4. A requester whose request for access to a record has been granted, must pay an access fee 

for reproduction and for search and preparation, and for any time reasonably required in 

excess of the prescribed hours to search for and prepare the record for disclosure including 

making arrangements to make it available in the request form.  

10.5. If a deposit has been paid in respect of a request for access, which is refused, then the DIO 

concerned must repay the deposit to the requester. 

11. DECISION

11.1. The DIO will, within 30 days of receipt of the request, decide whether to grant or decline 

the request and give notice with reasons to that effect, failing which the request is deemed 

to have been refused.  

11.2. The 30-day period with which DIO has to decide whether to grant or refuse the request, 

may be extended for a further period of not more than 30 days: 

11.2.1. if the request is for a large amount of information; 

11.2.2. or the request requires a search for information held at another office of Seda 

and the information cannot reasonably be obtained within the original 30-day 

period.   

11.2.3. Where consultation is needed among divisions in Seda or with another entity to 

decide upon the requests and which consultation cannot be completed within 30 

days; 

11.2.4. If the requester consents to the extension in writing; and 
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11.2.5. DIO will notify the requester in writing should an extension be sought. 

12. GROUNDS FOR REFUSAL2

12.1. The DIO must in certain instances, refuse access to records on any of the below reasons and 

inform the requester in writing of the ground for refusal of the request: 

12.1.1. Protection of the privacy of a third party who is a natural person. 

The DIO must not allow access to personal information of a natural person, 

including a deceased individual. In order to protect the right to privacy of a third 

party, the DIO must assess whether releasing the information in question to the 

requester would involve the unreasonable disclosure of personal information3. 

The DIO shall also deliberate whether or not the personal information requested 

falls into the following classes of personal information which may be disclosed:  

 Personal information of an individual who has given consent for this

information to be released;

 Personal information which has already been made public;

 Personal information about a child under the age of 18 where the

disclosure of such information is in the best interest of the child, and the

requester is the child’s carer (i.e. parent or guardian);

 Personal information of a deceased person to a requester who is the

individual’s next of kin, or who has been authorised (written consent) by

the next of kin;

 Personal information of a deceased person who has been deceased for a

period of more than 20 years; and

 Personal information of an individual who is or was an official of a public

or private body and where the information relates to their position as an

official.

12.1.2. The Protection of commercial information of a third party or of Seda itself 

The DIO must refuse access to information if releasing that information would 

cause harm to the commercial or financial interests of the business. PAIA lists 

the following commercial information which cannot be disclosed by a DIO:  

 Trade secrets;

2 PAIA under Chapter 4 of Part 2 for a public body 
3 Section 1 of PAIA provides a broad description of what information constitutes personal information and includes information relating 
to sex, pregnancy, and religion, as well as personal correspondence, DNA, fingerprints, and instances where the individual’s name 
appears in records.
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 Financial, commercial, scientific, research or technical information about

a third party which, if released, would cause harm to the third party; and

 Information which has been supplied in confidence by the third party.

12.1.3. The Protection of confidential information of a third party 

The DIO must refuse access to a record if the release of the record will amount 

to a breach of a duty of confidence owed to a third party in terms of an 

agreement or contract.  

12.1.4. The Protection of the safety of individuals and protecting property 

The DIO must refuse access to a record if the disclosure of the record could 

reasonably be expected to compromise the safety of an individual or property.  

12.1.5. The Protection of information for the purpose of legal proceedings 

The purpose of this section is to protect information required in legal and law 

enforcement processes. The Criminal Procedure Act4 is recognised as the law 

governing records pertaining to bail proceedings and other law enforcement 

procedures. Also, this applies to records that are privileged from production and 

that are not available to anyone else other than the person who has the privilege 

to access those records.  

12.1.6. The Protection of research information of third party or Seda itself 

The DIO must refuse access to records which contain information relating to 

research which is or will be undertaken by the public or private body in question 

or a third party. This refusal of access to information is in circumstances where 

the disclosure of the record will expose the research of the third party or public 

or private body, the individual or institution carrying out the research, or the 

subject matter of the research to a serious disadvantage.  

12.1.7. The DIO may refuse access to records on any of the below reasons and inform 

the requester in writing of the ground for refusal of the request: - 

12.1.7.1. South Africa’s defense, security and international relations 

4 Act 51 of 1977 
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The DIO may refuse a request if they can prove that it will 

compromise the safety of South Africa to release the information.  

12.1.7.2. Economic, financial and commercial interest of South Africa 

Section 42 of PAIA requires the protection of information of a public 

body if its disclosure will be harmful to the economic and financial 

status of the Republic. This ground for refusal is discretionary 

meaning that the Information Officer must take into account that 

public bodies are mandated under the Constitution of South Africa 

to be accountable to the public, and that it is therefore only in 

certain instances that the information may be refused. Further, the 

Information Officer will need to demonstrate that the disclosure of 

the information in question will cause harm to the financial and 

economic interests of South Africa.  

12.1.7.2.1. Operations of public bodies 

PAIA gives DIO the discretion to refuse access to a record if it will 

hamper the operations of a public body such information may 

include:  

 Minutes of meetings;

 Records containing advice or opinions;

 Records pertaining to consultations with other bodies;

 Records pertaining to the formulation of policies or

recommendations.

12.1.7.3. “Manifestly frivolous or vexatious requests, or substantial and 

unreasonable diversion of resources” 

A DIO may refuse a request for information if he/she is of the 

opinion that processing requests will be unreasonably time 

consuming and lead to waste of resources. In addition, an 

Information Officer may refuse access to a record if the request is 

seen to be made by a requester to unnecessarily annoy or provoke. 
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13. REMEDIES FOR NON-COMPLIANCE WITH THE ACT

A requester or third party that is dissatisfied with the DIO’ s refusal to grant access to any information 

may, within 30 days of notification of the decision, the requester may apply to a court for relief.   

14. RECORDS HELD BY SEDA AVAILABLE THROUGH FORMAL REQUEST

Section 15 Automatically Available Records Notice of Seda is updated on an annual basis and is available

on the Seda website (www.seda.org.za). The Seda Section 15 Notice gives access to among others, all

Seda reports that have been published and tabled in Parliament, as well as all the other records on the

PSC website, without a person having to make a request in terms of the said Act.

All requests for access will be evaluated on a case by case basis in accordance with the provisions of

the PAIA.

15. UPDATING AND AVAILABILITY OF THE MANUAL

Seda will, if necessary, update and publish its manual referred at intervals of not more than a year. 

The manual can be accessed on the Seda website: http:/www.seda.org.za/about us/PAIA or by 

requesting a copy by e-mail from the relevant DIO. The manual may also be obtained from the South 

African Human Rights Commission. 


