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Introduction

This manual is published in terms of Section 51 of the Promotion of Access to Information Act (Act No.2 of 2000)
(“the Act”). The Act gives effect to the provisions of Section 32 of the Constitution, which provides for the right of
access to information held by the State and/or held by a private person or entity where such information is required to
protect rights. This manual applies to the private psychology practice of Jenna Kilian, with practice number 0588067
and HPCSA number PS012 4877 (“the Practice”).

Jenna Kilian’s psychology practice provides psychotherapy services to children and adults. The Practice is in the
health care sector and Mrs Kilian is a healthcare professional registered under the Health Professions Act of 1974 and
is subject to the rules and regulations of the Health Professions Council of South Africa (HPCSA).



This manual serves to inform members of the public of the categories of information that the Practice holds and that
may, subject to the grounds of refusal listed in the Act, be disclosed after evaluation of an access application being
made in terms of the Act.

Contact details for the Practice (Section 51 (1) (a))

Mrs Jenna Kilian (practice owner)

311 Kingsway Avenue, Doonside, Amanzimtoti, Kwa-Zulu Natal, 4126
Contact number: 073 950 3638

Email address: jenna@jkclinicalpsychologist.co.za

Practice Information Officer (Section 51 (1) (a))

The Practice Information Officer is Mrs Jenna Kilian (practice owner): 073 950 3638;
jenna@jkclinicalpsychologist.co.za

Availability of this manual
A copy of this manual is available:

+
+
+
+

* For inspection, free of charge, at the Practice office.
* On request from the Practice Information Officer, copies of which will be subject to the prescribed fees.
* In electronic format on the Practice website: www.jkclinicalpsychologist.co.za

* In electronic format from the Information Regulator: https://www.justice.gov.za/inforeg/index.html.

This manual will be updated from time to time as and when required.

How to request access to records held by the Practice (Section 51 (1) (e))

Requests for access to records held by the Practice must be made on the request form that is attached to this manual
is Appendix A (“Request Form C”). Date of compilation: 28/06/2021

When a record is requested, the following will apply:

+
+

-+ F &

The requester should address their request to the Practice owner.

The Request Form must be completed by the requester. All details must be completed on the Request Form,
including the right the requester wants to protect by requesting the information and why access to the information
is required.

If the requester is acting on behalf of someone else, the signature of the other person as the one who has authorised
the request must be provided. In order to verify this, the Practice may require further proof such as an identity
document or may call the person whose information it is to verify that they have given permission for the other
person to access the information on their behalf.

Provide sufficient details to enable the Practice to identify what records are being requested.

The requester must state in which format (inspection of copy, paper copy, electronic copy, transcript, etc.) they
want to access the information.

If the record is part of another record, the requester will only be able to access the part(s) that pertains to the
information they are entitled to, and not the rest of the record.

Fees may be payable as prescribed by law.

All requests will be evaluated against the provisions of the Act. The Information Officer may refuse access on
grounds stipulated in the Act. A response to a request for information must be provided within 30 days of the
request and if not granted and the requester is not satisfied with the Information Officer’s written reasons for the
refusal, they can approach any Magistrate’s Court within 30 days to appeal.

How the Protection of Personal Information Act works (Section 51 (1) (b))

The Act provides that a requester may be provided access to records of a private body, if the record is required for the
exercise or protection of any rights. If a public body lodges a request, the public body must be acting in the interest of
the public.
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Requests under the Act must be made in terms of the procedures prescribed by the Act, at the rates provided. The
forms and tariff are dealt with under sections 53 and 54 of the Act.

More information on how the Act works and all other information including the Section 10 Guide can be obtained in
each of the official languages from the South African Human Rights Commission at:

The South African Human Rights Commission (“SAHRC”)

Postal address: Private Bag 2700, Houghton, 20141

Telephone number: +27 11 877 3600

Fax number: +27 11 403 0625

Website: www.sahrc.org.za

There are also provincial SAHRC offices in all provinces.

Voluntary disclosure

The following information is made known automatically through the Practice website and persons do not have to fill
out a form to request such information: scope of practice and psychotherapeutic approach; session fees and payment
conditions; terms and conditions (information and consent forms). Date of compilation: 28/06/2021

Records available 1n terms of applicable legislation (Section 51 (1) (c))
Information is available in terms of the following legislation, subject to conditions set by such laws. As legislation

changes from time to time, and new laws may stipulate new matters and extend the scope of access by persons
specified in such entities, the list should be read as not being a final and complete list.

Business legislation (including all regulations issued in terms of such legislation):

The Companies Act 71 of 2008; Income Tax Act 58 of 1962; Value Added Tax Act 89 of 1991; Labour Relations Act
66 of 1995; Basic Conditions of Employment Act 75 of 1997; Employment Equity Act 55 0f1998; Skills Development
Levies Act 9 of 1999; Unemployment Insurance Act 63 of 2001; Compensation for Occupational Injuries and Disease
Act 130 of 1993; Occupational Health and Safety Act of 85 of 1993; Electronic Communications and Transactions
Act 25 of 2002; Telecommunications Act 103 of 1996; Electronic Communications Act 36 of 2005; Consumer
Protection Act 68 of 2008; Broad-based Black Economic Empowerment Act 53 of 2003; National Credit Act 34 of
2005; Long-term Insurance Act 52 of 1998; Protection of Personal Information Act 4 of 2013; etc.

Health legislation (including all regulations issued in terms of such legislation):

The National Health Act 61 of 2003; Medical Schemes Act 121 of 1998; Medicines and Related Substances Act 101
of 1965; Children’s Act 38 of 2005; Mental Healthcare Act 17 of 2002; Choice on Termination of Pregnancy Act 92
of 1996; Sterilisation Act 44 of 1998; Health Professions Act 56 of 1974; etc.

Records held by the Practice and related categories of data subjects (Section 51 (1)

(d))

The Practice holds records in the categories listed below. The fact that a record type is listed here does not necessarily
mean that such records will be disclosed, and all access is subject to the evaluation processes outlined herein, which
will be exercised in accordance with the requirements of the Act.

+ Internal records relating to the professional business of the Practice (Limited availability: Request in terms of
PAIA). This includes financial records; insurance policies and records; professional qualification and registration
records and certificates; continuing professional development (CPD) documents and certificates, etc.

+ Patient records (Availability: Request in terms of PAIA). This includes patient lists; personal information
including contact and medical aid details; health and session records; medical reports; consent contracts; financial
and accounts information; research information and other similar patient-related information, etc. It must be noted
that, in the health sector, personal and patient information are protected by legislation and ethical rules, and
disclosure can only take place, if at all, within those frameworks.



Categories of recipients of personal information

The Practice, as authorised by the National Health Act, shares relevant personal and health information with the
hospitals it works with, with other service providers who are involved in patient care and where such sharing is in
patients’ best interests and with medical schemes, where applicable. The personal information will be shared in
compliance with the legal obligation of the Practice to protect the integrity and confidentiality of patients’ personal
information and only to the extent absolutely necessary to achieve the purposes detailed in the next section.

Purpose of the processing of the records referred to

The purpose of processing the information contained in the records listed above, is: Date of compilation: 28/06/2021

+ In relation to internal records: For good corporate governance and to comply with professional legislation.

+ In relation to patient records: For retention of records as required by law and to provide healthcare services and
collect fees for the services provided.

Suitability of information security measures

This Practice stores information electronically and physically as follows:

+ Physical records are kept in locked cupboards at the Practice which is locked when not in use and only the practice
owner and emergency contacts of the owner have access to the keys of the office of the Practice. There is an alarm
system, security gate and chain at the Practice; these security measures also serve to protect the electronic devices
mentioned below.

+ Electronic records are kept on office computers and external hard drives which are password protected, with anti-
virus software regularly updated to protect against hacking, unauthorised access, tampering and the likes.

Planned trans-border flow of personal information

The Practice does not have any planned trans-border flow of personal information. It does, however, back up electronic
records on password-protected cloud storage, which is located outside of South Africa. The cloud storage service
provider’s privacy safeguards are POPIA-compliant.

Prescribed fees (Section 51 (1) (f)

The following legally-mandated fees apply to requests for information:

+ The requester is required to pay the prescribed fee of R50 before the request will be processed.

If the preparation of the record requested requires more than the prescribed 6 (six) hours, a deposit of not more
than a third of the access fee which would be payable if the access was granted, shall be payable.

The requester may lodge an application with a court against the payment of the request fee and/or deposit.
Records may be withheld until fees have been paid.

The latest fee structure is available on the website of the SAHRC at www.sahrc.org.za and attached here as
Appendix B.

o

This manual is signed by Mrs Jenna Kilian on the 28th day of June 2021

+
+
+
+

Signature: Information Officer and practice owner
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FEPUELIC OF SOUTH AFMICA

FORM C
REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY
[Saction 53{1) of the Promotion of Accass fo Information Act, 2000 [Act Mo, 2 of 2000))

[Fessguiation 10]

A_Particulars of private body
The Head:

B. Pariiculars of person requesting acosss fo the record

{a) The parficulars of the person who reguests access [0 the recond must be given beiow,
i) The address and'or T2 number In e Repubile to which the formation 15 1o be send must be given.
i} Procf of the capadity In which the request Is mace, If appilcable, must be attachad.

Full names and sumame:

gentymmeer: | | | | | | | [ | [ |

Pocstal 3mIress:

Telephone numioer oo . FEXPUMOEE )

E-mall address:

Capacity In which request is made, when mads on behaf of another parsor:

. Partlculars of peraon on whioss behall regueest s mats

This saciion mus! be completed ORLY [ 3 request for Informaiion ks made on behall of anolher person.

Full names and sumame:

wenttyruer: | | | [ [ [ [ [ [ [ |




FORM G- RE@MEST FOR ACCEEE TC REGDRD OF PREVATE BOODY

O Pamiculars of record

ia) Prodde hul culars of e record Lo which access |5 requested, Including the neference numiser 7 that ks knoen 1o
you, fo 2 the recom to be |ocaied

it) I the provided space |5 Inadequate, please continue on @ separaie follo and attach It to this fom. The requeshsr
must sign 3l the additional Tollos.

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

2. Refierengce number, if avallable

3. Any further paniculars of record:

E Feag

{a) & reques! for ac0ess 10 3 recomrd, other Man a record comtaning personal IMMformation about wourssdf, Wil be

o orly afer a request fee has been pald ™

{B)  ¥ou wil be notifled of the amount required 1o be pald as the request fee.

(¢}  Thefes payabie for 3c0e6s 10 @ necond depends on the fomm In which aceess ks required and the easonatiz ime
red to seanch fior and prepans a recond.

i) M you quallty for exemption of the payment of any fee, please state the reason for exemption.

Raason for exemplon Trom payment of fees:




FORM C: REQUEST FOR ACCEERE TO REGDRD OF PRIVATE BOOY

F. Fioami of accass (o recond

If you are prevenied by a disabillty 10 read, view or listen to the record In the fom of access provided for In 1 to 4 below,
staba your disablity and Indicate In which fom the record |s required.

Disability: Form In which record |s required:
Mark the approprate box wim an X

MOTES:

() Compliance with your request for access In the specified fom may dapend on e fom in which Te recond |5
avaladie.

{io) Atcess In e fom may be refused In certan dreumstances. I Such a case you will be Infomed 7
amasaﬁlltegm In arother Tomm

jic) The fee payabie for access to e record, I any, wil be debarmined party by the form In which access s requested

L. I thie recond [= In writien or printed fom:

copy of recond” Inspection of recomd
2 If record conslsts of visual Images -
[thig Includss photographs, slides, video recordings, computar-gensrated Images, skefches, abe)
ViEw the Images COpY Of ihe Images” Transcipion of e
Images”
3 If record consdets of recorded wonds of Information which can be reproduced In sound:
listen to the soundirack transcripdon of soundirac”
{audio cassette) jwritten or printed document)
4 It record I8 held on computsr o In an sectronic or machine-readabils form:
primed cooy of record” primed cooy of Information £opy IN computer
dgertved from the recond™ readatie form”
{sbMy or compact diss)
"If you requesied a copy or franscription of a recond (above), 40 you wish the copy or | YES MO
Fanscription to be posted to you?
POSE0E 5 PEVADE.

. Particulars of nght to ba sxarclasd or protectsad

If the: provided mlahaﬂeﬁe. ease continue on 3 separae folo and iach It o this form.
Tha requaatar must sign ail atﬂrtlnmlmln-a.

1. Indcate which right |5 10 be exerssed of protected

2. Expéain wiy the record requestad Is required for the exemise or protection of the aforementioned right




FORM C- REQUERT FOR ACCEEE TO RECORED OF FRIVATE BODY

H. Mofice of dacision regarding request for access

You will be notifiad In weiting whether your request has been approwed § denled. If you wish 1o be iformed In another
manner, please specily the manner and provide the necessary paticulars 10 enable complance with your request.

How would you prefiar to be Infomed of the decision reganding your request for acoess 10 the recomd?

=1 1= I U -1~ Y . SUU, - S

PERZ0N ON WHOGE GEHALF REQUEST IS MaDE



Date of Compilation: 28 June 2021
Date of Revision: 28 June 2021

Appendiz B
FEES IM RESPECT OF RECORDS REQUESTED FROM PRIVATE BODIES

The fee for 2 copy of the manual as contemplated in regulation 9 (2] (c) is B1.10 for every
photocopy of an Ad-size page or part thereof,

The fees for reproduction referred to in regulation 11 (1) are as follows:

For every photocopy of an Ad-size page or part thereof R1.10
For every printed copy of an Ad-size page or part thereof held on & computer

or in electronic or machine-rezdahble form RIS
For 2 copy in 2 computer-readable form on:

i} Compact disc R70.00
i} For a transcription of visuzl images, for an &4-size page or part thereof RADDD
i For a copy of visual images RGO, i
i} Far a transcription of an audio record, for an Ad-size page or part thereof R20.00
1] For @ copy of an audio record R30.00
Search and preparation of the record for disclosure R30.00 per
hour or part thereof, excluding the first hour, reasonzble reguired for sezrch and preparation
Arctual postage fee

The request fee payable by a reguester, other than 2 personal reguester, referred to in regulation
11 (2} is R50.00.



