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PAIA MANUAL 
Prepared in terms of section 51 of the Promotion of Access to Information Act 2 of 2000 (as amended) 
 
DATE OF COMPILATION: 01/01/2022 
DATE OF REVISION: 14/05/2026 
 
1. LIST OF ACRONYMS AND ABBREVIATIONS 
 
1.1 “CEO” Chief Executive Officer 
1.2 “DIO” Deputy Information Officer; 
1.3 “IO“ Information Officer; 
1.4 “Minister” Minister of Justice and Correctional Services; 
1.5 “PAIA” Promotion of Access to Information Act No. 2 of 2000 (as Amended); 
1.6 “POPIA” Protection of Personal Information Act No.4 of 2013; 
1.7 “Regulator” Information Regulator; and 
1.8 “Republic” Republic of South Africa 
 
2. PURPOSE OF PAIA MANUAL 
 
This PAIA Manual is useful for the public to - 
 
2.1 check the categories of records held by a body which are available without a person having 
to submit a formal PAIA request; 
2.2 have a sufficient understanding of how to make a request for access to a record of the 
body, by providing a description of the subjects on which the body holds records and the 
categories of records held on each subject; 
2.3 know the description of the records of the body which are available in accordance with any 
other legislation; 
2.4 access all the relevant contact details of the Information Officer and Deputy Information 
Officer who will assist the public with the records they intend to access; 
2.5 know the description of the guide on how to use PAIA, as updated by the Regulator and 
how to obtain access to it; 
2.6 know if the body will process personal information, the purpose of processing of personal 
information and the description of the categories of data subjects and of the information or 
categories of information relating thereto; 
2.7 know the description of the categories of data subjects and of the information or categories 
of information relating thereto; 
2.8 know the recipients or categories of recipients to whom the personal information may be 
supplied; 
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2.9 know if the body has planned to transfer or process personal information outside the 
Republic of South Africa and the recipients or categories of recipients to whom the personal 
information may be supplied; and 
2.10 know whether the body has appropriate security measures to ensure the confidentiality, 
integrity and availability of the personal information which is to be processed. 
 
3. KEY CONTACT DETAILS FOR ACCESS TO INFORMATION OF THE FULL CIRCLE 
CREATIONS 
 
3.1. Information Officer / Head of Private Body 
 
Name: Mrs Kirsty Knighton-Fitt 
Tel: +27 (0)83 2736029 
Email: kirsty@fullcirclecreations.co.za 
 
3.2. Deputy Information Officer N/A 
3.3 Access to information general contacts 
Email: kirsty@fullcirclecreations.co.za 
 
3.4 National or Head Office 
 
Postal Address: 20 White Road, Rondebosch, 7700, Cape Town, Western Cape, South Africa 
Physical Address: 20 White Road, Rondebosch, 7700, Cape Town 
Telephone: +27 (0)83 2736029 
Email: kirsty@fullcirclecreations.co.za 
Website: www.fullcirclecreations.co.za 
 
4. GUIDE ON HOW TO USE PAIA AND HOW TO OBTAIN ACCESS TO THE GUIDE 
 
4.1 The Information Regulator has, in terms of section 10(1) of PAIA, as amended, updated 
and made available a Guide on how to use PAIA. 
4.2 The Guide contains information about: 

 the objects of PAIA and POPIA;  
 the manner and form of a request for access to records;  
 the assistance available from Information Officers and the Information Regulator;  
 remedies available where a request for access to information is refused or not properly 

dealt with;  
 fees payable in relation to requests for access to information; and  
 regulations made in terms of PAIA.  

4.3 The Guide is available in the official languages of South Africa and in Braille. 
4.4 The Guide can be inspected or obtained from the Information Regulator’s website: 
https://inforegulator.org.za/paia-guidelines/ 
4.5 Any person may also request assistance from the Information Officer of Full Circle 
Creations using the contact details set out in this Manual. 
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5. CATEGORIES OF RECORDS OF FULL CIRCLE CREATIONS WHICH ARE AVAILABLE 
WITHOUT A PERSON HAVING TO REQUEST ACCESS 
 
Category of 
records 

Types of record 
Available on 
website 

Available 
upon request 

Company 
information 

Company profile / business description Yes Yes 

Contact 
information 

Business email address, telephone 
number, website address 

Yes Yes 

Services 
information 

Description of website design, 
development, hosting, maintenance or 
related services offered 

Yes Yes 

Website content 
Publicly available pages, blog posts, 
portfolio/project information, FAQs 

Yes No 

Privacy and 
compliance 
information 

Privacy policy, cookie policy, PAIA manual, 
POPIA-related notices 

Yes Yes 

Marketing material 
Brochures, service descriptions, publicly 
available portfolio content and other public 
marketing material 

Yes, where 
published 

Yes 

Standard client-
facing documents 

Standard terms and conditions, service 
level information, onboarding information, 
where applicable 

No / Yes if 
published 

Yes 
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6. DESCRIPTION OF THE RECORDS OF FULL CIRCLE CREATIONS WHICH ARE 
AVAILABLE IN ACCORDANCE WITH ANY OTHER LEGISLATION 
 
Full Circle Creations holds records in accordance with applicable South African legislation, 
including but not limited to the categories listed below. The inclusion of a category of records 
does not mean that such records will automatically be made available. Access to records may 
be subject to the provisions of PAIA, POPIA and any other applicable legislation.  
 
Category of records Applicable legislation 

PAIA Manual 
Promotion of Access to Information Act 2 of 
2000 

Records relating to the processing of 
personal information, privacy notices, 
consent records where applicable, and 
information officer details 

Protection of Personal Information Act 4 of 2013 

Founding statement / registration documents 
/ amendments relating to the Close 
Corporation 

Close Corporations Act 69 of 1984 

Accounting records, financial statements, 
invoices, supplier records, bank records and 
related financial records 

Close Corporations Act 69 of 1984; Tax 
Administration Act 28 of 2011; Income Tax Act 
58 of 1962; Value-Added Tax Act 89 of 1991, 
where applicable 

Tax records, tax returns, assessments, 
correspondence with SARS and supporting 
documents 

Tax Administration Act 28 of 2011; Income Tax 
Act 58 of 1962; Value-Added Tax Act 89 of 
1991, where applicable 

Contracts, client agreements, supplier 
agreements and service records 

Consumer Protection Act 68 of 2008, where 
applicable; Electronic Communications and 
Transactions Act 25 of 2002, where applicable 

Website terms, privacy policy, cookie 
notices, electronic communication and online 
transaction records 

Electronic Communications and Transactions 
Act 25 of 2002; Protection of Personal 
Information Act 4 of 2013 
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7. DESCRIPTION OF THE SUBJECTS ON WHICH THE BODY HOLDS RECORDS AND 
CATEGORIES OF RECORDS HELD ON EACH SUBJECT BY THE FULL CIRCLE 
CREATIONS  
 
Subject Categories of records held 

Company and statutory 
records 

Close Corporation registration documents, founding statement, 
amendments, member information, CIPC records, PAIA manual, 
POPIA-related records 

Financial and accounting 
records 

Invoices, quotations, statements, receipts, payment records, 
supplier invoices, accounting records, financial statements, bank 
records, tax records and SARS correspondence 

Client records 
Client contact details, project briefs, proposals, quotations, 
contracts, correspondence, website requirements, support requests, 
maintenance records and project notes 

Supplier and service 
provider records 

Supplier contact details, service agreements, invoices, 
correspondence, hosting/domain/software provider records and 
account-related documentation 

Website design and 
development project 
records 

Website content supplied by clients, design assets, development 
notes, staging site details, project plans, change requests, testing 
notes, launch records and support documentation 

Hosting, domain and 
technical support records 

Hosting account information, domain information, DNS records, SSL 
records, support tickets, uptime/performance information, website 
backup records and technical troubleshooting notes 

Marketing and public 
communications 

Website content, portfolio information, service descriptions and 
marketing material 

Contracts and legal 
records 

Client agreements, supplier agreements, standard terms and 
conditions, service level agreements, confidentiality agreements and 
legal correspondence, where applicable 

Personal information 
records 

Records relating to clients, suppliers, contractors, website users and 
other data subjects, where applicable 

Information technology 
and security records 

Software licences, system access records, security logs, website 
maintenance logs, backup records, incident records and internal IT 
policies or procedures 
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8. PROCESSING OF PERSONAL INFORMATION 
 
8.1 Purpose of Processing Personal Information 
 
Full Circle Creations processes personal information only where necessary for lawful business 
purposes connected to the provision of website design, development, hosting, maintenance, 
support and related digital services. 
 
Personal information may be processed for the following purposes: 

 to communicate with clients, prospective clients, service providers and other relevant 
parties;  

 to provide quotations, proposals, invoices, statements and related administrative 
documents;  

 to enter into and manage client and supplier agreements;  
 to provide website design, development, hosting, maintenance, technical support and 

related services;  
 to manage client projects, support requests, website access, domain, hosting and 

technical service information;  
 to maintain accounting, tax, financial and statutory records;  
 to comply with legal, regulatory and contractual obligations;  
 to protect the rights, property and legitimate interests of Full Circle Creations, its clients 

and service providers;  
 to manage website enquiries, contact forms, newsletter subscriptions or other 

communications submitted through the Full Circle Creations website, where applicable;  
 to manage contractors, freelancers or employees, where applicable. 
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8.2 Description of the categories of Data Subjects and of the information or categories 
of information relating thereto 
 
Categories of Data 
Subjects 

Personal Information that may be processed 

Clients / Customers 

Names, surnames, business names, job titles, email addresses, 
telephone numbers, billing details, physical/postal addresses where 
required, VAT or registration numbers where applicable, project 
information, correspondence, service history, support requests, website 
access details where required for service delivery, and payment/invoice 
records. 

Prospective clients / 
Enquirers 

Names, surnames, business names, email addresses, telephone 
numbers, enquiry details, project requirements, correspondence and 
information voluntarily submitted through website forms, email or other 
communication channels. 

Service providers / 
Suppliers 

Names, surnames, business names, contact persons, email addresses, 
telephone numbers, physical/postal addresses, registration numbers, 
VAT numbers, banking details, invoices, agreements, correspondence 
and service-related records. 

Contractors / 
Freelancers, where 
applicable 

Names, surnames, contact details, email addresses, telephone 
numbers, business details, tax or invoice details, banking details, 
contracts, project-related correspondence and work records. 

Website users / 
Visitors 

IP addresses, device/browser information, cookie identifiers, website 
usage information, analytics data, enquiry form submissions and other 
information voluntarily submitted through the website. 

Client website users 
or client data 
subjects, where 
applicable 

Personal information processed on behalf of clients in the course of 
providing website, hosting, form, database, maintenance or support 
services. This may include names, contact details, form submissions, 
user account details or other information contained in client systems, 
depending on the services provided to the client. 

 
Full Circle Creations does not intentionally process special personal information unless 
required for a specific lawful purpose, with the necessary authority or consent, or where such 
information is provided by a client or data subject in the course of a specific project or service. 
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8.3 The recipients or categories of recipients to whom the personal information 
may be supplied 
 
Full Circle Creations may share personal information with recipients or categories of recipients 
where necessary for legitimate business purposes, service delivery, legal compliance, 
accounting, technical support, or where required or permitted by law. 
 
Category of personal 
information 

Recipients or categories of recipients 

Client contact and 
business information 

Contractors, freelancers, professional advisers, accounting service 
providers, project collaborators, and service providers involved in 
delivering services to the client 

Prospective client 
enquiry information 

Contractors, freelancers, CRM/email providers, website hosting 
providers, and communication service providers 

Billing, invoice and 
payment information 

Accountants, payment processors, banks, SARS, auditors, and 
financial administration service providers, where applicable 

Supplier and service 
provider information 

Accountants, banks, SARS, professional advisers, and relevant 
client/project stakeholders where required 

Website user and 
analytics information 

Website hosting providers, analytics providers, cookie/consent tools, 
security providers, email delivery providers, and technical service 
providers 

Client website/project 
information 

Hosting providers, domain registrars, email providers, security 
providers, backup providers, software/plugin providers, contractors, 
freelancers, and other technical service providers needed to provide 
support or services 

Contractor or freelancer 
information, where 
applicable 

Accountants, banks, professional advisers, and other parties 
required for contracting, payment or legal compliance 

Information required by 
law or legal process 

Regulators, courts, law enforcement bodies, government 
departments, legal advisers, SARS, the Information Regulator, or 
other persons where required or permitted by law 

 
Full Circle Creations does not sell personal information to third parties. Personal information is 
only shared where necessary for the purposes described in this Manual, where the data 
subject has consented, where required for service delivery, or where required or permitted by 
law. 
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8.4 Planned transborder flows of personal information 
 
Full Circle Creations may make use of cloud-based, hosting, email, analytics, security, backup, 
software, communication and technical support service providers whose systems, servers, 
support teams or infrastructure may be located outside the Republic of South Africa. 
As a result, personal information may be transferred to, stored in, or accessed from countries 
outside South Africa where this is necessary for the provision of services, business 
administration, communication, website hosting, technical support, security, backup, analytics, 
accounting or related purposes. 
 
The categories of personal information that may be subject to transborder flows include client 
contact details, supplier details, billing and invoice information, website enquiry information, 
website user information, technical support information, project information, email 
correspondence, analytics information, backup data and personal information processed on 
behalf of clients in the course of providing website, hosting, maintenance or support services. 
 
The countries in which personal information may be stored or accessed may vary depending 
on the service providers used from time to time, but may include South Africa, the United 
States of America, the United Kingdom, countries within the European Economic Area, and 
other countries where the relevant service provider, hosting provider, cloud provider, email 
provider, software provider or support provider operates. 
 
Full Circle Creations will take reasonable steps to ensure that any transborder flow of personal 
information takes place in accordance with POPIA, including by using service providers that 
are subject to appropriate privacy, security, contractual or legal safeguards. 
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8.5 General description of Information Security Measures to be implemented by 
the responsible party to ensure the confidentiality, integrity and availability of 
the information 
 
Full Circle Creations takes reasonable and appropriate technical and organisational measures 
to protect personal information under its control against loss, damage, unauthorised 
destruction, unlawful access and unlawful processing. 
 
The security measures implemented or under implementation may include, where appropriate: 
 
Type of safeguard Measures 

Access control 

Password-protected access to business systems, hosting platforms, 
email accounts, cloud services and client systems; access limited to 
authorised persons only; use of strong passwords and multi-factor 
authentication where available. 

Confidentiality 
Personal information is treated as confidential and is accessed only 
where necessary for business, technical support, legal, accounting or 
service delivery purposes. 

Device security 
Use of password-protected devices, screen locks, antivirus/anti-malware 
protection, software updates and reasonable device security practices. 

Data storage and 
backups 

Use of secure cloud storage, hosting platforms and backup systems 
where appropriate; backup access is restricted to authorised persons or 
service providers. 

Website and 
hosting security 

Use of reputable hosting providers, SSL certificates, website security 
tools, firewall or malware protection where appropriate, software/plugin 
updates and technical monitoring. 

Email and 
communication 
security 

Use of secure email services, reasonable caution with attachments and 
links, and steps to reduce unauthorised access to business 
communications. 

Encryption 
Use of encryption where reasonably available, including HTTPS/SSL for 
websites and encrypted connections provided by hosting, cloud, email or 
software service providers. 

Supplier and 
operator 
safeguards 

Use of reputable service providers, hosting providers, software providers 
and contractors who are expected to apply appropriate security and 
confidentiality safeguards. 

Data minimisation 
Personal information is collected and retained only as far as reasonably 
necessary for business, legal, contractual or service delivery purposes. 

Retention and 
disposal 

Personal information is retained only for as long as required or permitted, 
and is deleted, destroyed or anonymised where reasonably appropriate. 
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Type of safeguard Measures 

Incident response 
Suspected or actual security compromises are assessed and responded 
to, including taking steps to contain the incident and notify affected 
parties and/or the Information Regulator where required by law. 

Ongoing review 
Security measures are reviewed and updated from time to time, taking 
into account the nature of the business, the personal information 
processed, available technology and reasonable business requirements. 

 
Full Circle Creations recognises that no method of transmission, storage or electronic 
processing is completely secure. However, reasonable steps are taken to ensure that personal 
information is protected in a manner appropriate to the nature and sensitivity of the information 
and the risks associated with its processing. 
 
9. AVAILABILITY OF THE MANUAL 
 
9.1 A copy of the Manual is available- 
9.1.1 on our website: www.fullcirclecreations.co.za 
9.1.2 at the head office of Full Circle Creations for public inspection by prior arrangement and 
during normal business hours; 
9.1.3 to any person upon request and upon the payment of a reasonable prescribed fee; and 
9.1.4 to the Information Regulator upon request. 
9.2 A fee for a copy of the Manual, as contemplated in annexure B of the Regulations, shall be 
payable per each A4-size photocopy made. 
 
10. UPDATING OF THE MANUAL 
 
The member / Information Officer of Full Circle Creations will update this Manual on a regular 
basis. 
 
Issued by 
 
Mrs KJ Knighton-Fitt 
Owner 


