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1. ABOUT THE LEGAL PRACTIONERS INDEMNITY INSURANCE FUND PREPARED IN

ACCORDANCE WITH SECTION 51 OF THE PROMOTION OF ACCESS TO
INFORMATION ACT 2 OF 2000 (PAIA) AND ALIGNED WITH THE PROTECTION OF
PERSONAL INFORMATION ACT 4 OF 2013 (POPIA)

1.1.  The Legal Practitioners Indemnity Insurance Fund NPC ("LPUF") was established
by the Legal Practitioners Fidelity Fund ("LPFF"} in terms of the Legal Practice Act
28 of 2014, as amended ("the Act”). The LPIIF operates as a licensed, non-profit,
short-term insurance company under the Insurance Act 18 of 2017.

1.2.  The LPIIF serves as the vehicle through which the insurance functions set out in
section 77 of the Act are executed. It operates within the regulatory framework of
the Twin Peaks model, with oversight from the Financial Sector Conduct Authority
(FSCA) and the Prudential Authority {(FA).

1.3.  The LPIIF has three primary lines of business:

1.3.1. Professional Indemnity Insurance — Providing professional indemnity
insurance coverage to practising attorneys and advocates who hold
Fidelity Fund certificates, in terms of sections 77(1) and 77(2) of the Legal
Practice Act 28 of 2014,

1.3.2. Bonds of Security — Issuing bonds of security to attorneys appointed as
executors of decsased estates, under section 77(3) of the Legal Practice
Act 28 of 2014.

1.3.3. Risk Management Services — Delivering risk management support to the
legal profession, including risk education and practitioner support initiatives
as part of the LPIIF's mandate to protect the public and integrity of the legal
profession.
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2. INTRODUCTION TO THE PROMOTION OF ACCESS TO INFORMATION ACT
MANUAL

2.1,

2.2,

2.3.

24.

The Promotion of Access to Information Act, No. 2 of 2000, as amended ("PAIA")
was enacted to give effect to the constitutional right of access to information held
by bath public and private bodies, where such access is necessary for the exercise
or protection of any rights.

As a private body, the LPIIF is committed to facilitating access to information in
compliance with PAIA.

A requester seeking access to information from the LPIIF must demonstrate that
the requested information is required to exercise or protect a right. Access to
certain records may, however, be restricted in terms of the provisions of PAIA,
where exemptions apply.

This manual has been compiled in accordance with section 51 of PAIA and
provides guidance on the procedures to be followed when requesting access to
information held by the LPIIF. It outlines:

2.4.1. The categories of records held by the LPIIF;

2.4.2. The procedures for submitting a request for access to information;

2.4.3, Applicable fees and prescribed forms;

2.4.4, Grounds for refusal of access to certain records; and

2.4.5. Contact details for the designated information officer responsible for

processing requests.

3. THE INFORMATION OFFICER AND ORGANISATION DETAILS

3.1,

The Act prescribes the appointment of an Information Officer for Public Bodies,
responsible for assessing requests for access to information. In the case of a
Private Body, the Head of the Body fulfils this function in terms of section 51 of the
Act. The LPIIF has appointed an Information Officer to assess requests for access
to information and oversee the organisation’s compliance with its staiutory

obligations under the Act.
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The Information Officer appointed in terms of the Act also assumes responsibilities
as outlined in the Protection of Personal Information Act 4 of 2013 ("POPIA"). This
includes oversight of compliance functions, responsibilities under section 55 of
POPIA, and registration with the Information Regulator.

The Information Officer has appointed a Deputy information Officer and delegated
certain functions to the Deputy Information Officer, This ensures accessibility for
requesters of information and enables the LPIIF to fulfil its legal obligations
effectively.

All requests for information under the Act must be addressed to the Deputy
Information Officer. Further details, including the LPIiF's Privacy Statement, can
be accessed on our website:

Legal Practitioners Indemnity Insurance Fund NPC

Deslignated Information Officer: Deputy Information Officer:
Sipho Mbelle Khoboso Tsike
Physical Address: 1256 Heuwel Physleal Address: 1256 Heuwel |
Road, Centurion, 0157 | Road, Centurion, 0157
Postal Address: PO Box 12189, Postal Address: PO Box 12189,
Die Hoewes, 0163 Die Hoewes, 0163
Doacex 24 Centurion Docex 24 Centurion
Telephone: (012) 622 3900 Telephone: (012) 622 3900

Email:

Website: | Website:
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4. GUIDE IN TERMS OF SECTION 10 OF PAIA

4.1, A guide has been compiled in terms of Section 10 of PAIA by the South African
Human Rights Commission (SAHRC). This guide contains information for persons
wishing to exercise rights contemplated by PAIA and is available in all official
languages. The guide is available for inspection at the offices of the SAHRC.

South African Human Rights Commission

Address: PAIA Unit,

Research and Documentation Department,
Private Bag 2700,

Houghton,

2041

Phone: 011 484 8300

Email: PAIA@sahrc.org.za

| Website: |

5. RECORDS AVAILABLE WITHOUT A REQUEST

5.1. The following records are available without a formal request under PAIA, as they
are voluntarily made accessible by the Legal Practitioners indemnity Insurance
Fund (LPIIF):

5.1.1. Marketing Materials: Brochures, newslstters, or pamphiets outlining LPIIF
services.

5.1.2. Company Information: General information about the LPIIF, including
details about its services, mission, and values.

5.1.3. Public Reports: Annual integrated reports, financial summaries, and other
relevant documents related to LPIIF’s operations and performance.
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5.1.4. Policies and Procedures: Documents such as privacy statements, cookie
policies, customer service policies, and terms and conditions that govern
interactions with insureds and other stakeholders.

5.1.5. Press Releases: Official announcements, media statements, and updates
regarding the LPIIF's activities, projects, and initiatives.

If no records are expilicitly specified, it means that such other records would require

a formal request process.

6. SUBJECTS AND CATERGORIES OF RECORDS HELD

6.1.

6.2,

6.3.

The records held by the Legal Practitioners Indemnity Insurance Fund (LPIIF)
encompass a range of categories, including those related to the organisation’s
operations, stakeholders, and regulatory obligations.

Human Resources Division Records

6.2.1. Personal records provided to the LPIIF by employees;

6.2.2. Records obtained from third parties about LPIIF personnel;

6.2.3. Conditions of employment and other personnel-related contractual and
legal records;

6.2.4. Internal evaluation and disciplinary records;

6.2.5. Salary, leave, and benéefits records.

Other internal recards and correspondence documentation and communication
relating to specific employees or Human Resources matters.

Client-Related Records

6.3.1. Records provided by Insureds;

6.3.2. Records received from third parties regarding insureds and claimants;

6.3.3. Internal records generated by the LPIIF pertaining to insureds and claims,
including transactional records.

Page 7 of 12



Legal Practitioners
indemnity Insurance
Fund NPC

6.4. General LPIIF Records, including:

6.4.1. Financial records;

6.4.2. Operational records;

6.4.3. Databases;

6.4.4. Information technology records;

6.4.5. Marketing and risk management recards;
6.4.6. Intermal correspondence;

6.4.7. Insurance services records;

6.4.8. Executor Bonds records;

6.4.9. Statutory and compliance records;
6.4.10. internal policies and procadures;

6.4.11. Investment and risk assessment records;
6.4.12.Records held by LPIIF officials.

6.5. Each request for access to records will be evaluated Individually. If a record falls
within an exemption category under PAIA, the request may be refused.

6.6. Records Related to Other Parties

6.6.1. Personnel, insureds, or company records held by another party on behalf of

the LPHF;
6.6.2. Financial records, carrespondence, and contractual documents;
6.6.3. Records provided by or about third parties, including insurers, reinsurers and

regulatory bodies.
6.7. Companies Act Records

6.7.1. Documents of incorporation;

6.7.2, Memorandum of Incorporation and related governance records;

6.7.3. Minutes of board and committee meetings;

B6.7.4. Records related to the appointment of directors, auditors, and other officers.
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6.8. Financial Records

B.8.1. Annual financial statements;
6.8.2. Tax returns and regulatory filings;
6.8.3. Banking records; and

6.8.4. Contracts or agreements.

6.9. While the LPIIF makes certain records available without the need for a formal request,
access to others may be subject to applicable legal and confidentiality considerations.
6.10. Requests for access to information will be processed in accordance with the
Promotion of Access to Information Act (PAIA) and any other related relevant

legislation.

7. RECORDS AVAILABLE IN TERMS OF OTHER LEGISLATION

7.1. Records available in terms of other legislation include, but are not limited to, the

following legislation, as amended from time to time:

7.1.1. Basic Conditions of Employment Act 75 of 1997

7.1.2. Companies Act of 2008

7.1.3. Compensation for Occlpational Injuries and Diseases Act 130 of 1993
7.1.4. Consumer Protection Act 68 of 2008

7.1.5. Financial Advisory and Intermediary Services Act 37 of 2002
7.1.6. Income Tax Act 58 of 1962

7.1.7. Labour Relations Act 66 of 1995

7.1.8. Occupational Health and Safety Act 85 of 1893

7.1.9. Protection of Personal Information Act 4 of 2013 (POPIA)
7.1.10. Short Term Insurance Act 53 of 1998

7.1.11. Skills Development Act 97 of 1998

7.1.12. Unemployment insurance Act 63 of 2001

7.1.13, Unemployment Insurance Contributions Act 4 of 2002
7.1.14.Value Added Tax Act 89 of 1991
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8. GROUNDS FOR REFUSAL OF RECORDS

As presctibed in Section 25 of PAIA, justifiable grounds exist for the LPIIF to refuse or limit
access to information. Grounds for refusal include, but are not limited to:

8.1.

8.2.

8.3.

8.4.

8.5,

8.6.
8.7.
8.8.
8.8.

8.10.

Mandatory protection of the privacy of a third party who is a natural person or a
deceased person {section 63) or a juristic person, as included in the Protection of
Personal Information Act, No. 4 of 2013 (POPIA), which could include the
unreasonable disclosure of personal information of that natural or juristic person;
Mandatory protection of personal information, in addition to any other legislative,
regulatory, or contractual agreements and obligations;

Mandatory protection of the commercial information of a third party {section 64), if

the record contains:

8.3.1. trade secrets of the third party,

8.3.2. financial, commercial, scientific, or technical information, the disclosure of
which could likely cause harm to the financial or commercial interests of that
third party;

8.3.3. information disclosed in confidence by a third party to the LPUF NPC, if the
disclosure could put that third party at a disadvantage in negotiations or

commercial competition,

Mandatory protection of confidential information of third parties (section 65) if it is
protected in terms of any agreement;

Mandatory protection of the safety of individuals and the protection of property
(section 66) under the Promotion of Access to Information Act, No. 2 of 2000 (PAIA);
Mandatory protection of records privileged from production in legal proceedings;
Protection of the commercial information of the LPIIF;

Mandatory protection of the research information of a third party and LPUF;
Requests for information that are clearly frivoious or vexatious, or which involve an
unreasonable diversion of resources, shall be refused,

All requests for information will be assessed on their own merits and in accordance

with the applicable legal principles and legistation.
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If a requested record cannot be found or if the record does not exist, the Deputy
information Officer shall, by way of an affidavit or affirmation, notify the requester
that it is not possible to give access to the requested record. Such a notice will be
regarded as a decision fo refuse a request for access to the record concerned for
the purpose of the Promotion of Access to information Act, No. 2 of 2000 (PAIA).
8.11. Furthermore, if the record is later found, the requester shall be given access to the
record in the manner stipulated by the requester in the prescribed form, unless the
Information Officer or Deputy Information Officer refuses access to such record.

9. REQUESTING PROCEDURE

Information requests must be made via completion of the information request form and
submitted to the Deputy Information Officer at -

10. FEES

Unless requests relate to his/her own person information, any person requiring access
to information will be charged a minimum access fee as set out in the forms to cover the

cost of administrative action related to the request.

In exceptional circumstances, where the requester cannot afford to pay the access fee,
for example in the case of an indigent person, the access fee may at the discretion of

the Information Officer be waived.
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11. AVAILABILITY OF THE MANUAL

This manual is available for inspection at the designated address and at the offices of the
South African Human Rights Commission. Through this manual, the LPIIF affirms its
commitment to transparency, legal compliance, and responsible management of
information under PAIA, Furthermore, all rights to confidentiality, lagal privilege, and non-
disclosure are reserved under applicable statute or common law.

12. MANUAL REVIEW AND UPDATES

This manual shall be reviewed at least every two years.

Approval /.._
MJ Lesgjyne
Chair of the Board
Effective Date 15 Octoher 2025
Date of next Review 2027
Version 1
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FORM 3
OUTCOME OF REQUEST AND OF FEES PAYABLE
[Regulation 8]

Note:

1. If your request is granted the—
(a) amount of the deposit, (if any), is payable before your request is processed: and
(b) requested record/portion of the record will only be released once proof of full payment is
received.
2. Please use the reference number hereunder in all future correspondence.

Reference number:

TO:

Your request dated , refers.

1. You requested:

Personal inspection of information at registered address of public/private body (including
listening to recorded words, information which can be reproduced in sound, or information held
on compulter or in an electronic or machine-readable form) is free of charge. You are required
to make an appointment for the inspection of the information and to bring this Form with you. If
you then require any form of reproduction of the information, you will be liable for the fees

prescribed in Annexure B.

OR
2, You requested:

Printed copies of the information (including copies of any virtual images, transcriptions and
information held on computer or in an eléctronic or machine-readable form )

Written or printed transcription of virtual images (this includes photographs, slides, video
recordings, computer-generated images, sketches, elc)

Transcription of soundtrack (written or. printed document)

Copy of information on flash drive (including virtual images and soundtracks)

Copy of information on compact disc drive(including virtual images and soundfracks)

Copy of record saved on cloud storage server

3. To be submitted:

Postal services to postal address

Postal services to street address

Courier service to street address

E-mail of information (including soundtracks if possible)

Cloud shareffile transfer

Preferred language:
(Note that if the record is not available in the language you prefer, access may be granted in
the language in which the record is available)

Kindly note that your request has been;

D Approved

D Denied, for the following reasons:
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4. Fees payable with regards to your request:

Item Cost per Ad-size Number of Total
page or part pages/items
thereoflitem

Photocopy
Printed copy
For a copy in a computer-readable form on:
@) Flash drive - ot
¢ To be provided by requestor R40.00
~ (i) Compactdisc —
' « If provided by requestor | R40.00
o |f provided to the requestor | R60.00
~ For a transcription of visual images per A4-size Service to be

page

Copy of visual images

| outsourced. Will
4 depend on the

guotation of the
service provider

Transcription of an audio record, per A4-size R24.00
Copy of an audio record
(i Flash drive
. To be provided by requestor R40.00
(i) Compact disc
. If provided by requestor R40.00
. If provided to the requestor R60. 00
Postage, e-mail or any other electronic
Harator: Actual costs
TOTAL: —
5. Deposit payable (if search exceeds six hours):
D Yes D No
Heurs of Amount of deposit
search (calculated on one third of total amaunt per
request)

The amount must be paid into the foliowing Bank account:

Name of Bank:

Name of account holder:

Type of account:

Account number:

Branch Code:

Reference Nr:

Submit proof of payment to:

Signed at this

day of

Information officer
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FORM 2

REQUEST FOR ACCESS TO RECORD
[Regulation 7]

NOTE:

1. Proof of identity must be attached by the requester.

2. If requests made on behalf of another person, proof of such authorisation, must be attached to this
form.

TO: The Information Officer/Deputy Information Officer

(Address)

E-mail address:

Fax number:

Mark with an "X"

I:l Request is made in my own name D Request is made on behalf of another person.

PERSONAL INFORMATION

Full Names

Identity Number

Capacity in which
request is made
(when made on behalf
of another person)

Postal Address

Street Address

E-mail Address

Tel. (B): Cellular 1:

Contact Numbers
Cellular
P
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Full names of person
on whose behalf
request is made (if
applicable):

Identity Number

Postal Address

Street Address

E-mail Address

Contact Numbers Tel. (B) _Facsimile

Cellular

PARTICULARS OF RECORD REQUESTED

Provide full particulars of the record to which access is requested, including the reference number if
that is known to you, fo enable the record to be located. (If the provided space is inadequate, please
continue on a separate page and attach it to this form. All additional pages must be signed.)

Description of record
or relevant part of the
record:

Reference number, if
available

Any further particulars
of record
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TYPE OF RECORD
(Mark the applicable box with an "X")

Record is in written or printed form

Record comprises virtual images (fhis includes photographs, slides, video recordings,
computer-generated images, sketches, efc)

Record consists of recorded words or information which can be reproduced in sound

Record is held on a computer or in an electronic, or machine-readable form

FORM OF ACCESS
(Mark the applicable box with an "X")

Printed copy of record (including copies of any virtual images, transcriptions and information
held on computer or in an electronic or machine-readable form)

Written or printed transcription of virtual images (this includes photographs, slides, video
recordings, computer-generated images, sketches, etc)

Transcription of soundtrack (written or printed document)

Copy of record on flash drive (including virtual images and soundtracks)

Copy of record on compact disc drive(including virtual images and soundtracks)

Copy of record saved on cloud storage server

MANNER OF ACCESS
(Mark the applicable box with an "X")

Personal inspection of record at registered address of public/private body (including listening
fo recorded words, information which can be reproduced in sound, or information held on
computer or in an electronic or machine-readable form)

Postal services to postal address

Postal services to street address

Courier service to street address

E-mail of information (including soundiracks if possible)

Cloud shareffile transfer
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Freferred language
(Note that if the record is not available in the language you prefer, access may be granted in
the language in which the record is available)

PARTICULARS OF RIGHT TO BE EXERCISED OR PROTECTED

if the provided space is inadequate, please continue on a separate page and attach it to this Form. The

requester must sign all the additional pages.

Indicate which right is to
be exercised or
protected

Explain why the record
requested is required for

the

protection of the
aforementioned right:

exercise or

FEES
a) A request fee must be paid before the request will be considered.
b) You will be notified of the amount of the access fee to be paid.
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
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You will be notified in writing whether your request has been approved or denied and if approved the
costs relating to your request, if any. Please indicate your preferred manner of correspondence:

Electronic communication

Postal address Email

Signed at this day of 20

Signature of Requester / person on whose behalf request is made

FOR OFFICIAL USE

Reference number:

Request received by:
(State Rank, Name And
Surname of Information Officer)

Date received:

Access fees:

Deposit (if any):

Signature of Information Officer
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