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1. Introduction 
The Promotion of Access to Information Act 2 of 2002, as amended (“PAIA”) gives effect to the 

constitutional right of access to any information that is held by public and private bodies and that 

is required for the exercise or protection of any rights. If a party wishes to request information that 

they do not have direct access to, but which information is needed to give effect to their 

constitutional right, the PAIA process should be followed. The PAIA manual sets out the type of 

records and personal information that is held by OneSpark (Pty) Ltd (“OneSpark”) as well as the 

procedure to request access to such information. There are also prescribed fees that may apply to 

the requested information as set out herein. 

 

If a request is made in terms of PAIA, the information should be released except where PAIA provides 

that the information may not be released. 

 

Section 9 of PAIA states that the right to access to information is subject to justifiable limitations 

such as: 

(i) The reasonable protection of privacy 

(ii) Commercial confidentiality 

(iii) Effective, efficient and good governance 

and in a manner which balances that right with any other rights, including the rights in the Bill of 

Rights in the Constitution.  

 

2. Contact Details and Information 
Any request for access to information from OneSpark must be in writing and directed to: 

 

Information Officer:  Francis Gill 

E-mail Address:   privacyoffice@onespark.co.za  

Telephone Number:  0800 168 472 

Physical Address:  Atholl Towers, 129 Patricia Road, Sandown, Sandton, Gauteng, 2191 

Postal Address:   Atholl Towers, 129 Patricia Road, Sandown, Sandton, Gauteng, 2191 

Website:   www.onespark.co.za  

 

3. Guide on How to Use PAIA 
The South African Human Rights Commission (SAHRC) has compiled a guide on how to use PAIA as 

provided for in Section 10.  A copy of the PAIA guide can be obtained from the Information Regulator 

in each of the official languages.  

The details of the Information Regulator are as follows: 
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Attention :                      The Information Regulator (South Africa) 

Postal Address :           JD House, 27 Stiemens Street, Braamfontein, Johannesburg, 2001 

 Email :                            inforeg@justice.gov.za 

Website :                       https://www.justice.gov.za/inforeg/ 

 

4. Type of records held 

4.1 Applicable Legislation 
Records are held in terms of the following legislation: 

 Basic Conditions of Employment Act 

 Companies Act  

 Compensation for Occupational Injuries & Diseases Act  

 Consumer Protection Act 

 Copyright Act 

 Electronic Communications and Transactions Act  

 Employment Equity Act  

 Financial Advisory and Intermediary Services Act  

 Financial Intelligence Centre Act  

 Financial Sector Regulation Act 

 Financial Services Board Act  

 Income Tax Act  

 Insurance Act 

 Labour Relations Act  

 Long Term Insurance Act  

 National Credit Act   

 Occupational Health and Safety Act  

 Prevention and Combating of Corrupt Activities Act  

 Prevention of Organised Crime Act  

 Promotion of Equality and Prevention of Unfair Discrimination Act  

 Protection of Constitutional Democracy Against Terrorist and Related Activities Act  

 Protection of Personal Information Act  

 Short Term Insurance Act  

 Skills Development Act  

 Skills Development Levies Act  

 South African Qualifications Authority Act  

 Terrorist and Related Activities Act 

 Unemployment Insurance Act  

 Value Added Tax Act 
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4.2  Records Held 
The information is grouped according to the records relating to the subjects and categories 

outlined below. 

 

4.2.1 Human Resource records 

 personal records provided by employees and prospective employees 

 records provided by a third party relating to employees and prospective employees 

 conditions of employment and other employee-related contractual records 

 internal evaluation records and other internal records  

 correspondence relating to employees  

 training schedules and material. 

4.2.2 Customer records 

 records provided by a customer to OneSpark or to a third party acting for or on behalf of 

OneSpark  

 records provided by a third party; 

 records generated by OneSpark relating to its customers, including transactional records 

4.2.3 Company records 

 Financial  

 Actuarial 

 Customer Service 

 Distribution 

 Operational  

 Databases 

 Information technology 

 Marketing  

 Internal and external correspondence 

 Product  

 Statutory records in terms of company regulations 

 Internal policies and procedures 

 Supervisory body-related records 

 

5. Processing of Personal Information 
OneSpark respects the right to privacy, security and online safety and we will only process, collect, 

use and retain your information in accordance with the Protection of Personal Information Act 

(“POPIA”). Personal Information is processed for a specific purpose and in accordance with our 

privacy notices and policy which can be found on our website (www.onespark.co.za). 
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It is agreed that the processing is required as part of the performance of our services and that your 

personal information (including special personal information) will be collected and processed for the 

following purpose: 

 

 to establish and verify our customers identity in terms of the Applicable Laws; 

 to enable OneSpark to fulfil its obligations in terms of your insurance policy, which includes but 

not limited to policy servicing, premium collection, claims management, required 

communication; 

 to enable OneSpark to offer other products and services to you; 

 to enable OneSpark to take the necessary measures to prevent any suspicious or fraudulent 

activity in terms of the Applicable Laws; and 

 reporting to the relevant Regulatory Authority/Body, in terms of the Applicable Laws. 

 

OneSpark may further process your Personal Information in terms of Section 15 (3) of POPIA for 

historical, statistical or research purposes. We ensure that the further processing of your Personal 

Information will only be carried out solely for this purpose and that it will not be published or shared 

in an identifiable form.  

 

5.1 Data Subjects and Personal Information Processed 
 

Data Subject 

Prospective, existing and previous customers 

Shareholders 

Joint ventures 

Advisors 

Juristic Representatives 

Intermediaries 

Employees and directors 

Prospective, existing and previous employees 

(including directors and board members) 

Employers and employees of a juristic customer 

Retirement Fund Members 

Trustees 

Complainants 

Beneficiaries of customers 

Suppliers and service providers 

Offenders and suspected offenders 

External consultants 
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Classes of Personal information 

Personal Details of a Natural Person (such as name, identity number or other identifying number, 

date of birth, citizenship, contact details, physical address) 

Personal Details of a Juristic Person (such as entity name, registration number, tax information, 

contact details, physical address) 

Special personal Information (such as religious beliefs, race or ethnic origin, trade union 

membership, biometric information; criminal/background checks) 

Education Details 

Financial Details including bank account details 

Employment Details 

Personal preferences 

Lifestyle and medical information 

 

 

5.2  Recipient with whom Personal Information is shared or received 
OneSpark may share your personal information for further processing with third party service 

providers, agents, contractors, employees, law enforcement agencies or business affiliates. 

Personal Information will only be shared in a justified manner and in order to comply with a 

regulatory requirement in terms of legislation or during a legal process or for a legitimate business 

requirement. Such third parties have an obligation to keep your personal information secure and 

confidential. 

This will include information that will be shared with: 

 Payment processing service providers, merchants, banks and other persons that assist with the 

processing of payment instructions; 

 Law enforcement and fraud prevention agencies and other persons tasked with the prevention 

and prosecution of crime; 

 Regulatory authorities, industry ombudsmen, governmental departments, local and 

international tax authorities, and other persons that OneSpark, in accordance with the 

Applicable Laws, are required to share Personal Information with; 

 Credit Bureau’s; 

 Service providers, agents and sub-contractors that OneSpark has contracted with to offer and 

provide products and services to any customer; and 

 Persons to whom we cede our rights or delegate our authority; 

 

5.3  Transborder Information Flow 

OneSpark will only send personal information outside of South Africa, for further processing and 

storage, in adherence with the requirements in section 72 of POPIA. Currently data is being stored 

and processed in the European Union, Great Britain, Australia and the United States and may also 
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be stored in other countries as advised in writing from time to time, for the purpose of cloud storage, 

monitoring of our systems and administering policies. The personal information is transferred to 

foreign countries that has the same privacy protection laws similar to South Africa and the data 

subject has provided consent.  

 

5.4  Information available to Customers 
All customers of OneSpark are allowed to access to their information without submitting a formal 

request. The information that a OneSpark customer has access to includes, but is not limited to: 

 Policy documentation; 

 Product information; 

 Product performance; 

 Personal details; and 

 Account information. 

The information can be obtained by logging onto the customer profile on www.onespark.co.za . 

Alternatively a request can be sent via e-mail to info@onespark.co.za or contacting us on 0800 168 

472. 

 

5.5  Information Security Measures 
OneSpark has implemented reasonable technical and organisational measures to ensure the 

confidentiality, integrity and availability of the information that we process to ensure that it is done 

in a secure manner. In addition, monitoring measures have been implemented to protect against 

unauthorised access. 

 

Any third party that is authorised to process information on our behalf is required to adhere to the 

same strict security requirements that we have implemented internally and they are also 

contractually bound. 

6. Procedure for Information Request 
In terms of section 50 of PAIA, a requester must be given access to any record of a private body, 

including records containing personal information, if: 

 that record is required for the exercise or protection of any rights 

 that person complies with the procedural requirements in PAIA relating to a request for access 

to that record; and 

 access to that record is not refused in terms of any ground for refusal contemplated in PAIA. 

 

6.1 Requesting Party  
A requester is defined as follows for a private body: 
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 any person, including, but not limited to, a public body or an official thereof, making a request 

for access to a record of that private body; or 

 a person acting on behalf of the aforementioned person. 

If a requester is acting on behalf of another person or entity, details must be provided to OneSpark 

as well as proof of the capacity in which the requester is making the request. If a public body is 

requesting access to information for the exercise or protection of any rights, other than its own, the 

public body must be acting in the interest of the public and in good faith.  

 

6.2 Requesting the Information 
The requester may ask OneSpark to confirm whether any personal information is held without any 

charge. Furthermore, a record or a description of the personal information being held may be 

requested from OneSpark together with the identities of any third party (if applicable) holding 

information or who had access to information.  

 

A requester (after providing proof of their identity) may request the information as follows: 

 Request whether OneSpark holds any of their personal information free of charge using the 

contact details in section 2 

 Submit a request for a record or a description of their personal information using the contact 

details in section 2. 

 Submit a request for access to their personal information by completing the form in Annexure A 

and submitting the form to privacyoffice@onespark.co.za ; 

 Object to their personal information being processed by completing the form in Annexure B and 

submitting the form to privacyoffice@onespark.co.za; and 

 Submit a request for the correction or deletion of their personal information by completing the 

form in Annexure C and submitting the form to privacyoffice@onespark.co.za. 

 

7. Decision 
Once the request has been received, feedback must be provided to the requester: 

 within a reasonable time 

 at the prescribed fee (if applicable) 

 in a reasonable manner and format; and 

 in a format that is generally understandable 

The Information Officer will, as soon as reasonably possible, but within 30 days (or such other 

extended period determined and notified by the Information Officer, subject to the provisions of 

PAIA), after the request has been received or after the requisite information pertaining to the 

request has been received, inform the requester whether access has been granted or denied. 

Furthermore, a reason (if required) for the decision will be provided and if access is denied the 

dispute resolution procedure will be included.  If the request is granted, the prescribed fee will be 

provided in the decision letter. 
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Should a record not be found or there are reasonable grounds to believe it does not exist, after 

following all reasonable steps to find a record, the Information Officer will notify the requester, by 

way of an affidavit or affirmation, that it is not possible to give access to the requested record 

including all steps that have been taken to find the record.  

8. Grounds for Refusal 
Access to information may be refused as set out in PAIA. Such grounds relate to the mandatory 

protection: 

 of the privacy of a third party who is a natural person; 

 of the commercial information of OneSpark or a third party; 

 of certain confidential information of a third party; 

 of the safety of individuals and the protection of property; 

 of records privileged from production in legal proceedings; and 

 of the research information of OneSpark or a third party 

Should a requester not be satisfied with the decision of the Information Officer regarding the refusal 

of access to information, the requester may within 180 days after the notification of the decision, 

approach a court or the Information Regulator. The required Notice of Appeal can be found on the 

website of the information regulator (www.justice.gov.za/inforeg/).   

 

9. Prescribed Fees 
There are prescribed fees relating to a request for access to records in terms of the PAIA regulations. 

Once the completed forms are sent to the Information Officer at privacyoffice@onespark.co.za the 

requester will be advised of any fees that will be payable and a written estimate of the fees that 

will be payable and the payment method. Once the fees have been paid, the access to records will 

be processed. The prescribed fees can be found in Annexure D. 

 

10. Availability of manual 
 

The PAIA manual is made available in terms of the PAIA regulations and is available on the OneSpark 

website (www.onespark.co.za). Alternatively a copy can be requested from the Information Officer 

or viewed at our Office as per the details in section 2.  

 

11. Review of Manual 
The PAIA manual will be reviewed by the Information Officer on a regular basis and as and when 

legislation changes 
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Annexure A: Access Request Form  
 

Form C 

REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY 

(Section 53 (1) of the Promotion of Access to Information Act, 2000 

(Act No. 2 of 2000)) 

[Regulation 10] 

  

A. Particulars of private body 

The Head: 

  

  

B. Particulars of person requesting access to the record 

(a)  The particulars of the person who requests access to the record must be 

given below. 

(b) The address and/or fax number in the Republic to which the information is to 

be sent must be given. 

(c) Proof of the capacity in which the request is made, if applicable, must be 

attached. 

  

  

Full names and surname: 

  

Identity number: 

Postal address: 

  

  

Fax number: 

Telephone number: 

E-mail address: 

Capacity in which request is made, when made on behalf of another person: 

  

 
 

C. Particulars of person on whose behalf request is made 

This section must be completed ONLY if a request for information is made on behalf of 

another person. 
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Full names and surname: 

  

Identity number: 
 

D. Particulars of record 

(a) 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. 

(b) If the provided space is inadequate, please continue on a separate folio and 

attach it to this form. The requester must sign all the additional folios.  

  

1. Description of record or relevant part of the record: 

  

  

  

  

2. Reference number, if available: 
 

3. Any further particulars of record: 

  

  

  

E. Fees 

(a) A request for access to a record, other than a record containing personal 

information about yourself, will be processed only after a request fee  has been 

paid. 

(b) You will be notified of the amount required to be paid as the request fee. 

(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 for exemption from payment of fees: 
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F. Form of access to record 

 If you are prevented by a disability to read, view or listen to the record in the form of 

access provided for in 1 to 4 hereunder, state your disability and indicate in which form 

the record is required. 

  

     

Disability:     Form in which record is required: 

        

        

        

  

  

Mark the appropriate box with an X. 

NOTES: 

(a) Compliance with your request in the specified form may depend on the form in 

which the record is available. 

(b) Access in the form requested may be refused in certain circumstances. In such 

a case you will be informed if access will be granted in another form. 

(c) The fee payable for access to the record, if any, will be determined partly by 

the form in which access is requested. 

  

           

1. If the record is in written or printed form:  

  copy of record*   inspection of record 

2. If record consists of visual images  

(this includes photographs, slides, video recordings, computer-generated images, 

sketches, etc.): 

  view the images   copy of the images*   transcription of the images* 

3. If record consists of recorded words or information which can be 

reproduced in sound:  

  
listen to the soundtrack 

(audio cassette) 
  

transcription of soundtrack* (written or printed 

document) 

4. If record is held on computer or in an electronic or machine-readable form:  
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printed copy of 

record* 
  

printed copy of information 

derived from the record* 
  

copy in computer readable 

form* (stiffy or compact disc) 

*If you requested a copy or transcription of a record (above), do you 

wish the copy or transcription to be posted to you? 

Postage is payable.  

YES NO 

  

  

G. Particulars of right to be exercised or protected 

If the provided space is inadequate, please continue on a separate folio and attach it 

to this form. The requester must sign all the additional folios.  

  

1. Indicate which right is to be exercised or protected: 

  

  

2. Explain why the record requested is required for the exercise or protection of 

the aforementioned right: 

  

  

  

  

  

H. Notice of decision regarding request for access 

You will be notified in writing whether your request has been approved/denied. If you 

wish to be informed in another manner, please specify the manner and provide the 

necessary particulars to enable compliance with your request. 

  

  

How would you prefer to be informed of the decision regarding your request for 

access to the record? 

  

 

Signed at                                                          this                      day of                                            

20 

 

  

SIGNATURE OF REQUESTER/PERSON 

ON WHOSE BEHALF REQUEST IS MADE 
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Annexure B: Objection to Processing 
FORM 1 

OBJECTION TO THE PROCESSING OF PERSONAL INFORMATION IN TERMS OF SECTION 11 (3) OF 

THE PROTECTION OF PERSONAL INFORMATION ACT, 2013 (ACT NO. 4 OF 2013) 

 

REGULATIONS RELATING TO THE PROTECTION OF PERSONAL INFORMATION, 2018 

[Regulation 2.] 

    

Note: 

 

1. Affidavits or other documentary evidence as applicable in support of the objection may be 

attached. 

2. If the space provided for in this Form is inadequate, submit information as an Annexure to this 

Form and sign each page. 

3.  Complete as is applicable. 

 

A DETAILS OF DATA SUBJECT 

Name(s) and surname/ 

registered name of 

data subject: 

 

 

Unique Identifier/ 

Identity Number 

 

Residential, postal or 

business address: 

 

 

 

 

                                                                                                    Code (              ) 

Contact number(s): 

 

 

  

B DETAILS OF RESPONSIBLE PARTY 

Name(s) and surname/ 

Registered name of 

responsible party: 

 

 

Residential, postal or 

business address: 

 

 

 

 

 

                                                                                                    Code (              ) 
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Contact number(s): 

 

 

Fax number / E-mail 

address: 

 

C REASONS FOR OBJECTION IN TERMS OF SECTION 11 (1) (d) to ( f ) 

(Please provide detailed reasons for the objection) 

 

 

 

 

 

 

 

 

 

 

 

 

Signed at                                                              this                      day of                                            20 

 

  

Signature of data subject/designated person 
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Annexure C: Request for correction/deletion of 

Personal Information 
 

FORM 2 

REQUEST FOR CORRECTION OR DELETION OF PERSONAL INFORMATION OR DESTROYING OR 

DELETION OF RECORD OF PERSONAL INFORMATION IN TERMS OF  SECTION 24  (1) OF THE 

PROTECTION OF PERSONAL INFORMATION ACT, 2013 

(ACT NO. 4 OF 2013)  

REGULATIONS RELATING TO THE PROTECTION OF PERSONAL INFORMATION, 2018  

[Regulation 3.] 

   

 Note: 

1. Affidavits or other documentary evidence as applicable in support of the request may be 

attached. 

2. If the space provided for in this Form is inadequate, submit information as an Annexure to this 

Form and sign each page. 

3. Complete as is applicable. 

Mark the appropriate box with an “x”. 

Request for: 

 

Correction or deletion of the personal information about the data subject which is in 

possession or under the control of the responsible party. 

 

Destroying or deletion of a record of personal information about the data subject which is in 

possession or under the control of the responsible party and who is no longer authorised to 

retain the record of information. 

 

A DETAILS OF DATA SUBJECT 

Name(s) and surname/ 

registered name of 

data subject: 

 

 

Unique Identifier/ 

Identity Number 

 

Residential, postal or 

business address: 

 

 

 

 

                                                                                                    Code (              ) 
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Contact number(s): 

 

 

  

B DETAILS OF RESPONSIBLE PARTY 

Name(s) and surname/ 

Registered name of 

responsible party: 

 

 

Residential, postal or 

business address: 

 

 

 

 

 

                                                                                                    Code (              ) 

Contact number(s): 

 

 

Fax number / E-mail 

address: 

 

C INFORMATION TO BE CORRECTED/DELETED/ DESTRUCTED/ 

DESTROYED 

 

 

 

 

 

 

 

 

 

 

D REASONS FOR *CORRECTION OR DELETION OF THE PERSONAL 

INFORMATION ABOUT THE DATA SUBJECT IN TERMS OF SECTION 

24 (1) (a) WHICH IS IN POSSESSION OR UNDER THE CONTROL OF 

THE RESPONSIBLE PARTY; and or 

REASONS FOR *DESTRUCTION OR DELETION OF A RECORD OF 

PERSONAL INFORMATION ABOUT THE DATA SUBJECT IN TERMS OF 

SECTION 24 (1) (b) WHICH THE RESPONSIBLE PARTY IS NO LONGER 

AUTHORISED TO RETAIN  (Please provide detailed reasons for the 

request) 
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Signed at                                                              this                      day of                                            20 

 

  

Signature of data subject/designated person 
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Annexure D: Prescribed Fees 
 

Reproduction Fees 

 

The fees for reproduction as provided for in the PAIA Regulations are as follows: 

 

 Description Prescribed fee in Rands 

(a) For every photocopy of an A4-size page or part 

thereof 

R 1,10 

(b) For every printed copy of an A4-size page or part 

thereof held on a computer or in electronic or 

machine-readable form 

R 0,75 

(c)  

For a copy in a computer-readable form on— 

 Compact disc 

R 70,00 

(d)  

(i) For a transcription of visual images, for an 

A4-size page or part thereof 

(ii) For a copy of visual images 

 

 

R 40,00 

R 60,00 

(e)  (i) For a transcription of an audio record, for an A4-

size page or part thereof 

(ii) For a copy of an audio record 

R 20,00 

 

R 30,00 

 

Request Fee 

A request fee is payable by a requester that requests information on another person other than a 

personal requester in an amount of R 50,00. 

 

Access Fee 

An access fees is payable by a requester where a request for access to information is granted, 

except where an access fee is specifically excluded in terms of section 54(8) of PAIA. 

 

 Description Prescribed fee in Rands 

(a) For every photocopy of an A4-size page or part 

thereof 

R 1,10 

(b) For every printed copy of an A4-size page or part 

thereof held on a computer or in electronic or 

machine-readable form 

R 0,75 

(c)  R 70,00 
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For a copy in a computer-readable form on— 

 Compact disc 

(d)  

(iii) For a transcription of visual images, for an 

A4-size page or part thereof 

(iv) For a copy of visual images 

 

 

R 40,00 

R 60,00 

(e)  (i) For a transcription of an audio record, for an A4-

size page or part thereof 

(ii) For a copy of an audio record 

R 20,00 

 

R 30,00 

(f) To search for and prepare the record for disclosure  R30,00 for each hour or part 

of an hour reasonably 

required for such search and 

preparation. 

(h)  

The actual postage is payable when a copy of a 

record must be posted to a requester. 

 

 

Deposits 

Where the institution receives a request for access to information held on a person other than the 

requester himself/herself/itself and the Information Officer upon receipt of the request is of the 

opinion that the preparation of the required record of disclosure will take more than 6(six) hours, a 

deposit is payable by the requester. 

The amount of the deposit is equal to 1/3 (one-third) of the amount of the applicable access  

fee. 

 

Note: in terms of regulation 8, Value Added Tax (VAT) must be added to all fees prescribed in  

terms of the Regulations. 


