
 

PAIA & POPIA MANUAL 
Prepared in terms of Section 51 of the Promotion of Access to Information Act (PAIA), 2000 
(Act No. 2 of 2000) and the Protection of Personal Information Act (POPIA), 2013 (Act No. 4 
of 2013). 

 
Company Name: Caressa Nursing Care Services (Pty) Ltd 

Registration Number (CIPC): 2016/218685/07 

Registered / Physical Address: 265 Zircon Avenue, Lyttelton Manor, Centurion, 0157, South 
Africa 

Postal Address: P O Box 60133, Pierre van Ryneveld, Centurion, Gauteng, 0157 

Telephone: 012 947 9799 

Email (General): info@caressanursing.co.za 

Email (HR / Compliance): hr@caressanursing.co.za 

Email (PAIA / Compliance Requests): compliance.paia@caressa.co.za 

Website: www.caressanursing.co.za 

Information Officers 
Information Officer: Gerrie Scheepers 

Email: gerrie@caressa.co.za | Tel: 012 947 9799 

Deputy Information Officer: Teresa Oelofse – HR Manager 

Email: hr@caressanursing.co.za | Tel: 012 947 9799 

1. Purpose of this Manual 
This Manual serves to ensure compliance with the Promotion of Access to Information Act 
(PAIA) and the Protection of Personal Information Act (POPIA). It outlines how individuals 
may request access to information held by Caressa Nursing Care Services, and describes 
how personal information is collected, used, safeguarded, and destroyed. 



2. Company Overview 
Caressa Nursing Care Services (Pty) Ltd provides professional home-based nursing and 
domiciliary care across South Africa. Services include nurse placements, ventilated home 
care, case management, palliative care, and related administrative and compliance support. 

3. Legislative Framework 
Key legislation includes: PAIA, POPIA, National Health Act, Nursing Act, BCEA, LRA, COIDA, 
Medical Schemes Act, Companies Act, and Tax Administration Act. 

4. Categories of Records Held 
Caressa maintains corporate, HR, patient, vendor, and marketing records, including 
sensitive medical information, which is protected under POPIA and the National Health Act. 

5. Purpose for Processing Personal Information 
Personal and special personal information is processed to deliver nursing care, administer 
payroll, meet legal obligations, ensure quality assurance, and manage stakeholder 
relationships. 

6. Data Subject Rights 
Individuals have rights to access, correction, objection, deletion (where lawful), and to lodge 
complaints with the Information Regulator (complaints.IR@justice.gov.za). 

7. Security Safeguards 
Caressa implements technical and organisational measures including access controls, 
encryption, confidentiality agreements, and incident reporting to protect personal data. 

8. Access Request Procedure 
Requests must be made in writing using Form C (available from the Information Regulator) 
and submitted to compliance.paia@caressa.co.za with proof of identity. Requests are 
processed within 30 days and may be extended where justified. 

9. Retention and Destruction of Records 
Records are retained for lawful periods defined under BCEA, NHA, and SARS legislation, and 
securely destroyed thereafter through shredding or digital deletion. 

10. Availability of the Manual 
The Manual is available at 265 Zircon Avenue, Lyttelton Manor, Centurion, and 
electronically upon request. It will also be published at www.caressanursing.co.za under 
Legal / Compliance. 

11. Contact Information 
Information Officer: Gerrie Scheepers – gerrie@caressa.co.za 
Deputy Information Officer: Teresa Oelofse – hr@caressanursing.co.za 



Tel: 012 947 9799 
Postal: P O Box 60133, Pierre van Ryneveld, Centurion, Gauteng, 0157 

12. Sign-Off 
Signed on behalf of Caressa Nursing Care Services (Pty) Ltd. 
 
__________________________ 
Gerrie Scheepers 
Information Officer 
 

 
__________________________ 
Teresa Oelofse 
Deputy Information Officer / HR Manager 
 
 
Address: 265 Zircon Avenue, Lyttelton Manor, Centurion, 0157 


