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1. PURPOSE OF PAIA MANUAL  
The purpose of this PAIA manual is to inform the public on:  

1.1. The nature of the records which may already be available at the NRF, without the need for submitting 

a formal PAIA request; 

1.2. How to make a request for access to a record of the NRF; 

1.3. How to access all the relevant contact details of the persons who will assist the public with the 

records they intend to access; 

1.4. All the remedies and services available to them regarding a request for access; 

1.5. A description of the guide on how to use PAIA, as updated by the Regulator and how to obtain 

access; 

1.6. The description and purpose of personal information processed by the NRF;  

1.7. Whether the NRF transfers 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 

1.8. Whether the NRF has appropriate security measures to ensure the confidentiality, integrity and 

availability of the personal information which is to be processed. 

 

2. ESTABLISHMENT OF THE NATIONAL RESEARCH FOUNDATION 
The National Research Foundation was established by the National Research Foundation Act, Act 23 of 1998 

(as amended). Furthermore the foundation is a Schedule 3A public entity in line with the Public Finance 

Management Act, Act No. 1 of 1999 (as amended) 

 

2.1. The Legislated Mandate of the NRF 
The primary mandate of the NRF, per the NRF Act, is to “contribute to national development by”: 

2.1.1. Supporting, promoting, and advancing research and human capacity development, through 

funding and the provision of the necessary research infrastructure, in order to facilitate the 

creation of knowledge, innovation and development in all fields of science and technology, 

including humanities, social sciences and indigenous knowledge;  

2.1.2. Developing, supporting, and maintaining national research facilities;  

2.1.3. Supporting and promoting public awareness of, and engagement with, science; and  

2.1.4. Promoting the development and maintenance of the national science system and support of 

government priorities. 

 

3. STRUCTURE AND FUNCTION OF THE NRF 
As a public entity, the NRF functions within the parameters set out by relevant legislation. The accountability 

structures of the NRF provide a means through which the organisation is directed, managed, and held 

accountable and are determined by legislative requirements emanating primarily from the NRF Act, and the 
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Public Finance Management Act (PFMA). Other applicable bodies of legislation and codes of best practice 

are adopted as necessary.  

 

Parliament, through the Parliamentary Portfolio Committee (PPC) on Science and Innovation, maintains high-

level oversight of the entity, while the Executive Authority (the Minister of Higher Education, Science, and 

Innovation) and the Accounting Authority of the NRF (the NRF Board) are accountable for the entity. 

  

3.1. Structure 
The National Research Foundation Board is constituted by fourteen members including the Chief Executive 

Officer and has the responsibility of overseeing the business of the organisation. The following is the 

organisational structure. 
Figure 1: High Level Organisational Structure 

 
 

3.2. Functions 
3.2.1.   The functions of the Foundation are to: 

3.2.1.1. Promote the development of appropriate human and research capacity and research 

infrastructure in the areas of science and technology and implement national policies 

for research and funding as determined by the Minister; 

3.2.1.2. Promote, support and advance research; 

               3.2.1.3.  Obtain funds for research, both locally and abroad;    

3.2.1.4. Promote multi-disciplinary and trans-disciplinary collaboration; 

  3.2.1.5. Provide financial support for the acquisition or establishment of research 

infrastructure at research institutions and national research facilities;  

  3.2.1.6. Review research proposals and results promoted by the Foundation; 

               3.2.1.7.  Promote the transfer of technology and the implementation of research results and 

findings; 
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3.2.1.8. Facilitate and promote national and international scientific exchange and 

collaboration between researchers and research institutions; 

             3.2.1.9.  Disseminate scientific knowledge or technology through any medium; 

             3.2.1.10.  Manage, support, and monitor the operation of national research facilities, 

investigate, and assess the need for new or additional national research facilities or 

the withdrawal of an existing national research facility, and make recommendations 

to the Minister  incubate qualifying national research facilities prior to its declaration 

as a national research facility; 

3.2.1.11. Promote the provision of an information infrastructure linking research institutions to  

                                facilitate co-operation and sharing of research information and knowledge;  

3.2.1.12.  Compile and maintain a national registry of research funded by the Foundation; and  

3.2.1.13. Initiate liaison with structures involved in the protection of intellectual property rights. 

 

3.2.2. In order to achieve its object the Foundation may: 

3.2.2.1. Allocate funds or award grants, contracts, scholarships, or bursaries to individual or juristic 

persons, national research facilities or research institutions: 

a) For research;  

b) For research infrastructure; 

c) For human capacity development or related activities; and  

d) To promote science engagement; 

e) Coordinate relevant research institutions and targeted science advancement and 

outreach activities; 

3.2.2.2. Co-operate or enter into agreements with any person, institution, government, or 

administration; and 

3.2.2.3. Generally, do everything which is necessary to achieve its object. 

 

3.2.3. In addition to its other functions in terms of the Act, the Foundation, must: 

3.2.3.1. Undertake or procure the undertaking of such investigations and research relating to its 

object as the Minister may assign to it; and advise the Minister and, if so required, the Minister 

of Education through the Minister, in regard to research relating to its object; 

3.2.3.2. Apart from the research conducted by the national research facilities, the Foundation may 

not itself conduct research other than research relating to the efficient and effective execution 

of its functions or unless approved by the Minister. 
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4. KEY CONTACT DETAILS FOR ACCESS TO INFORMATION OF THE 
NRF 

4.1.  Information Officer  

Name:  Ms Faranah Osman  

Tel: +27 12 481 4158 

Email:  F.Osman@nrf.ac.za 

 

4.2.  Deputy Information Officer 

Name: Madelaine Meyer 

Tel: +27 12 481 4363 

Email: Madelaine.Meyer@nrf.ac.za 

 

4.3  National / Head Office  

Postal Address:  Box 2600, Pretoria, 0001, South Africa 

Physical Address:  NRF Building, South Gate CSIR Complex, 

Meiring Naudé Road 

Brummeria 

Pretoria 

South Africa  

Telephone:   +27 12 481 4000 

Email:     info@nrf.ac.za 

Website:   www.nrf.ac.za  

 

 

5. DESCRIPTION OF ALL REMEDIES AVAILABLE IN RESPECT OF 
AN ACT OR A FAILURE TO ACT BY THE NRF 

The NRF does not have internal appeal procedures for Paia requests. As such, the information officer’s 

decision is final. A requester who is aggrieved by the information officer’s decision to refuse a request for 

access or taken in terms of section 22, 26(1) or 29(3) of PAIA, is entitled, within 180 days of being notified of 

such a decision, to submit a complaint, alleging that the decision was not in compliance with PAIA, to the 

Information Regulator in the prescribed manner and form for appropriate relief in terms of section 77A of 

PAIA. 

 

 

 

 

mailto:F.Osman@nrf.ac.za
mailto:Madelaine.Meyer@nrf.ac.za
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6. GUIDE ON HOW TO USE PAIA AND HOW TO OBTAIN ACCESS TO 
THE GUIDE 

6.1. The Regulator has, in terms of section 10(1) of PAIA, updated and made available the revised Guide 

on how to use PAIA (“Guide”), in an easily comprehensible form and manner, as may reasonably be 

required by a person who wishes to exercise any right contemplated in PAIA and the Protection of 

PersonalInformation Act 4 of 2013 (POPIA); 

6.2. The Guide is available in each of the official languages; 

6.3. The Guide contains the description of: 

6.3.1. The objects of PAIA and POPIA; 

6.3.2. The postal and street address, phone, and fax number and, if available, electronic mail 

address of: 

6.3.2.1. The Information Officer of every public body, and 

6.3.2.2 Every Deputy Information Officer of every public and private body designated in terms of 

section 17(1) of PAIA1 and section 56 of POPIA2; 

6.3.3. The manner and form of a request for access to a record of a public body contemplated in 

section 113 of PAIA; 

6.3.4. The assistance available from the Information Officer of a public body in terms of PAIA and 

POPIA; 

6.3.5. The assistance available from the Regulator in terms of PAIA and POPIA; 

6.3.6. All remedies in law available regarding an act or failure to act in respect of a right or duty 

conferred or imposed by PAIA and POPIA, including the manner of lodging: 

6.3.6.1. a complaint to the Regulator; and 

6.3.6.2. an application with a court against a decision by the information officer of a public body, a 

decision on internal appeal or a decision by the Regulator or a decision of the head of a 

private body; 

6.3.7. The provisions of sections 144 and 515 requiring a public body and private body, respectively, 

to compile a manual, and how to obtain access to a manual; 

 
1 Section 17(1) of PAIA- For the purposes of PAIA, each public body must, subject to legislation governing the employment of personnel 
of the public body concerned, designate such number of persons as deputy information officers as are necessary to render the public 
body as accessible as reasonably possible for requesters of its records.  
 
2 Section 56(a) of POPIA- Each public and private body must make provision, in the manner prescribed in section 17 of the Promotion 
of Access to Information Act, with the necessary changes, for the designation of such a number of persons, if any, as deputy information 
officers as is necessary to perform the duties and responsibilities as set out in section 55(1) of POPIA. 
 
3 Section 11(1) of PAIA- A requester must be given access to a record of a public body if that requester complies with all 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 Chapter 4 of this Part. 
 
4 Section 14(1) of PAIA- The information officer of a public body must, in at least three official languages, make available a manual 
containing information listed in paragraph 4 above. 
 
5 Section 51(1) of PAIA- The head of a private body must make available a manual containing the description of the information listed 
in paragraph 4 above. 
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6.3.8. The provisions of sections 156 and 527 providing for the voluntary disclosure of categories of 

records by a public body and private body, respectively; 

6.3.9. The notices issued in terms of sections 228 and 549 regarding fees to be paid in relation to 

requests for access; and 

6.3.10. The regulations made in terms of section 9210 of PAIA. 

6.4. Members of the public can inspect or make copies of the Guide from the offices of the public or private 

bodies, including the office of the Regulator, during normal working hours. The Guide can also be 

obtained: 

6.4.1. upon request to the Information Officer; 

6.4.2. from the website of the Regulator ( https://www.justice.gov.za/inforeg/ ) 

 

7. DESCRIPTION OF THE SUBJECTS ON WHICH THE NRF HOLDS 
RECORDS AND CATEGORIES OF RECORDS HELD BY THE NRF 

 
6 Section 15(1) of PAIA- The information officer of a public body, must make available in the prescribed manner a description of the 
categories of records of the public body that are automatically available without a person having to request access. 
 
7 Section 52(1) of PAIA- The head of a private body may, on a voluntary basis, make available in the prescribed manner a description 
of the categories of records of the private body that are automatically available without a person having to request access. 
 
8 Section 22(1) of PAIA- The information officer of a public body to whom a request for access is made, must by notice require the 
requester to pay the prescribed request fee (if any), before further processing the request. 
 
9 Section 54(1) of PAIA- The head of a private body to whom a request for access is made must by notice require the requester to pay 
the prescribed request fee (if any), before further processing the request. 
 
10 Section 92(1) of Paia provides that –“The Minister may, by notice in the Gazette, make regulations regarding– (a) any matter which 
is required or permitted by this Act to be prescribed; (b) any matter relating to the fees contemplated in sections 22 and 54; (c) any notice 
required by this Act; (d) uniform criteria to be applied by the information officer of a public body when deciding which categories of records 
are to be made available in terms of section 15; and (e) any administrative or procedural matter necessary to give effect to the provisions 
of this Act.” 

Subjects on which the body holds 
records 

Categories of records held on each subject 

Audit Documents related to regularity auditing, performance 

auditing, investigations, information system auditing, audit 

research and development, and quality control. 

Facilities Management Documents related to planning, designing, and managing 

buildings, grounds, operational sites, and telecommunication 

services. 

Financial & Supply Chain 

Management 

Documents related to raising, allocating, using, and 

accounting for the NRF’s financial resources, such as 

planning, budgeting, accounting, analysis, and reporting, as 

well as those related to the acquisition, maintenance and 

https://www.justice.gov.za/inforeg/
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8. CATEGORIES OF RECORDS OF THE NRF WHICH ARE 
AVAILABLE WITHOUT A PERSON HAVING TO REQUEST 
ACCESS 

 

Category Document Type 
 

Available on 
Website 

Available upon 
request 

Organisational Control  • Organisational profile, Structure 

• Budgets; and Strategic Plan;  

• Performance Reports and good 

practice  

X  

Subjects on which the body holds 
records 

Categories of records held on each subject 

management of consumable assets and documents related to 

administering travel arrangements and providing transport  

Grants Management Documents related to the execution of the NRF’s core 

mandate of supporting, promoting and advancing research 

and human capacity development, through funding and the 

provision of the necessary research infrastructure 

Human Resources Documents related to human resource matters, such as 

organisational development, conditions of service, 

recruitment, performance management, training, etc. 

Information Management Documents related to the provision and management of 

the NRF’s information resources, such as library, records 

management, information management, 

knowledge management, information communication 

technology etc. 

Internal & External Communication Documents related to the systematic planning, 

implementation, monitoring and revision of publications, 

communications, and marketing. 

Legislation and legal 

administration 

Documents such as acts, bills, regulations, white papers, 

etc., as well as legal opinions and interpretations. 

Organisational Control Documents related to determining the NRF’s goals and 

objectives, such as strategic planning, control systems, 

meetings, transformation, security, risk management, 

etc. 

Partnerships All functions related to national and international relations, 

such as agreements. 
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Category Document Type 
 

Available on 
Website 

Available upon 
request 

Grants  • Register for Grants 

• Review reports 

• Grant records and contracts of 

grant 

X  

 

 

X 

Ratings • NRF Rated Researchers List X  

Internal and External 

Communications 
• Corporate communication 

newsletters and other 

publications; 

• Speeches 

• Public awareness information 

X  

Financial & Supply Chain 

Management 
• Procurement Invitations 

• Register of Bids received. 

• Register of Bids granted 

X  

 

9. SERVICES AVAILABLE TO MEMBERS OF THE PUBLIC FROM THE 
NRF AND HOW TO GAIN ACCESS TO THOSE SERVICES 

9.1. Powers, Duties, and Function  
 Refer to section 3.2 above. 

 

All service available by the NRF is described on the NRF website at the following link: www.nrf.ac.za 

 

10. PUBLIC INVOLVEMENT IN THE FORMULATION OF POLICY OR 
THE EXERCISE OF POWERS OR PERFORMANCE OF DUTIES BY 
NRF 

The stakeholder community may from time to time participate in the formulation of policy and in decision-

making in accordance with internal procedures as agreed upon with the relevant bodies. 

 

11. PROCESSING OF PERSONAL INFORMATION 
 

11.1. Purpose of Processing  
The NRF collects and processes personal information as defined by POPIA, Act 4 of 2013 (as amended) in 

the course of performing its duties and functions in line with the NRF Act. The NRF processes information for 

the purposes of: 

11.1.1. Fulfilling its statutory and contractual obligations to its employees; 

http://www.nrf.ac.za/
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11.1.2. Supporting and managing its employees; 

11.1.3. Verifying the identity of visitors to its premises; 

11.1.4. Providing physical security for its employees and the protection of its assets; 

11.1.5. Verifying information provided by service providers and potential service providers; 

11.1.6. Assessing tender applications and bid documents; 

11.1.7. Verifying information provided by employment applicants; 

11.1.8. Complying with its legislative and regulatory obligations. 

 

11.2. Description of the categories of data subjects and of the information or 

categories of information relating thereto 
 

 

 

 

 

 

 

Categories of Data Subjects Categories of Information 

Natural Persons Names and surname; contact details (contact number(s), fax 

number, email address); Residential, postal, or business 

address; Unique Identifier/Identity Number and confidential 

correspondence  

Juristic Persons  Names of contact persons; Name of legal entity; physical and 

postal address; contact details (contact number(s), fax number, 

email address); registration number; financial, commercial, 

scientific, or technical information and trade secrets  

Employees  ID number; physical and postal address; contact details(contact 

number(s), fax number, email address); criminal behaviour;  

educational information (qualifications); financial information; 

employment history; gender;  sexual orientation; race; age; 

nationality, ethnic or social origin, language; culture; religion;  

marital status;   conscience, belief, pregnancy;  medical;  well-

being;  physical or mental health, disability;  biometric 

information of the person and their relatives (family members) 
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11.3. The recipients or categories of recipients to whom the personal 

information may be supplied. 
Category of personal information Recipients/Categories of Recipients  
Gender, race, financial information Statutory bodies (such as the Department of 

Labour and the South African Revenue 

Service) 

Names, financial information, ID numbers, Suppliers of benefits to employees (such as 

medical schemes, pension fund 

administrators and other financial institutions) 

Names, ID numbers, contact numbers Representatives of data subjects 

Employment history, names, ID number Current, past, and prospective employers of 

data subjects – based on request. 

Qualifications, for qualification verifications, 

identity number 

Background verification companies 

Car registration number, names, employee 

identity number 

Physical security companies 

Names, identity numbers, contact details National Archives and Records Service of South Africa 

(in respect of information that qualifies as a ‘public 

record’ in terms of the National Archives and Records 

Service of South Africa Act 43 of 1996) 

Identity number and names, for criminal checks The South African Police Service and courts, 

where required. 

  

  

  

 

11.4. Planned Transborder Flows of Personal Information. 
In terms of data sovereignty, NRF information is store on premises. If the organisation transitions to cloud, 

then data and information will be stored in a local cloud or within the European Union due to their compliance 

with GDPR. 

 

11.5. Information Security Measures 
The NRF ensures the security of personal information in its possession and control through technical and 

organisational safeguards which are implemented with the purpose of maintaining the integrity and 

confidentiality of personal information in accordance with generally accepted information security practices 

and procedures. This may, include: 

11.5.1. Data Encryption, 
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11.5.2. Firewalls; 

11.5.3. Access control; 

11.5.4. Third parties non-disclosure agreement; 

11.5.5. Physical access control; 

11.5.6. Secure hardware and software; and 

11.5.7. Confidentiality and data privacy clauses in agreements with suppliers and service providers. 

 

12. AVAILABILITY OF THE MANUAL 
12.1. This Manual is available English and will be translated into all eleven official languages. 

12.2. A copy of this Manual is available as follows: 

12.2.1. On the NRF website at www.nrf.ac.za; 

12.2.2. At the head office of the NRF for public inspection during normal business hours; 

12.2.3. To any person upon request and upon the payment of a reasonable prescribed fee; and 

12.2.4. To the Information Regulator upon request. 

12.3. 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.  

 

13. UPDATING OF THE MANUAL 
The NRF will, if necessary, update and publish this Manual annually. 

 

Issued by: 

The National Research Foundation 
 

  



Page 16 of 28 
 
 

 

14. Annexure A 
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