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LIST OF ACRONYMS AND ABBREVIATIONS

1.1 “CEO” Chief Executive Officer

1.2 “DIO” Deputy Information Officer;

1.3 “lO* 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

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;
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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;

know the description of the guide on how to use PAIA, as updated by the Regulator

and how to obtain access to it;

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;

know the description of the categories of data subjects and of the information or

categories of information relating thereto;

know the recipients or categories of recipients to whom the personal information

may be supplied;

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

know whether the body has appropriate security measures to ensure the
confidentiality, integrity and availability of the personal information which is to be

processed.

KEY CONTACT DETAILS FOR ACCESS TO INFORMATION OF GARETH EDWARDS
TRADING AS ECCLESIA

3.1.

Chief Information Officer

Name: Gareth Edwards

Tel: NA

Email: queries@ecclesiaap.org
Fax number: NA
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3.2. Deputy Information Officer

Name: NA
Tel: NA
Email: NA
Fax Number: NA

3.3 Access to information general contacts

Email: queries@ecclesiaap.org

3.4 National or Head Office

Postal Address:

NA
Physical Address: NA
Telephone: NA
Email: queries@ecclesiaap.org
Website: https://ecclesiaapp.org/

GUIDE ON HOW TO USE PAIA AND HOW TO OBTAIN ACCESS TO THE GUIDE

4.1. The Regulator has, in terms of section 10(1) of PAIA, as amended, 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 POPIA.

4.2. The Guide is available in each of the official languages and in braille.

4.3. The aforesaid Guide contains the description of-
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the objects of PAIA and POPIA;

the postal and street address, phone and fax number and, if available,

electronic mail address of-

4.3.2.1. the Information Officer of every public body, and

43.2.2. every Deputy Information Officer of every public and private
body designated in terms of section 17(1) of PAIA' and

section 56 of POPIAZ;

the manner and form of a request for-

4.3.3.1. access to a record of a public body contemplated in section
113; and

4.3.3.2. access to a record of a private body contemplated in section
504

the assistance available from the 10 of a public body in terms of PAIA and
POPIA;

the assistance available from the Regulator in terms of PAIA and POPIA,;
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-

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 50(1) of PAIA- A requester must be given access to any record of a private body if-
a) that record is required for the exercise or protection of any rights;
b) that person complies with the procedural requirements in PAIA relating to a request for access to that record; and
c) access to that record is not refused in terms of any ground for refusal contemplated in Chapter 4 of this Part.
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4.3.6.1. an internal appeal;

4.3.6.2. a complaint to the Regulator; and

4.3.6.3. 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;

4.3.7. the provisions of sections 145 and 51° requiring a public body and private
body, respectively, to compile a manual, and how to obtain access to a

manual;

4.3.8. the provisions of sections 157 and 528 providing for the voluntary disclosure

of categories of records by a public body and private body, respectively;

4.3.9. the notices issued in terms of sections 22° and 54'° regarding fees to be

paid in relation to requests for access; and

4.3.10. the regulations made in terms of section 92"

5 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.

6 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.

7 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

8 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

9 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.

10 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.

1 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.”
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4.4. Members of the public can inspect or make copies of the Guide from the offices of

the public and private bodies, including the office of the Regulator, during normal

working hours.

4.5. The Guide can also be obtained-

45.1. upon request to the Information Officer;

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

4.6 A copy of the Guide is also available in the following two official languages, for public

inspection during normal office hours-

4.6.1 English

CATEGORIES OF RECORDS OF THE GARETH EDWARDS TRADING AS
ECCLESIA WHICH ARE AVAILABLE WITHOUT A PERSON HAVING TO REQUEST

ACCESS

Category of records Types of the Record Available on | Available
Website upon
request
ILegal and Privacy Documents [Privacy Policy, Terms of Service, PAIA X X
Manual
IProduct and Marketing Landing Page content, Product Features, [X X
Information Pricing, FAQ
Support and Documentation  |Customer support email contacts, getting X X
started guides

DESCRIPTION OF THE RECORDS OF GARETH EDWARDS TRADING AS

ECCLESIA WHICH ARE AVAILABLE IN ACCORDANCE WITH ANY OTHER

LEGISLATION
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Category of Records Applicable Legislation

Data processing notices and consent Protection of Personal Information Act 4 of 2013

records (POPIA)

PAIA Manual Promotion of Access to Information Act 2 of
2000

Financial and Income Records Income Tax Act 58 of 1962 / Tax Administration
Act 28 of 2011

Electronic Communications and Electronic Communications and Transactions

Transaction Logs Act 25 of 2002 (ECTA)

7. DESCRIPTION OF THE SUBJECTS ON WHICH THE BODY HOLDS RECORDS AND
CATEGORIES OF RECORDS HELD ON EACH SUBJECT BY THE GARETH
EDWARDS TRADING AS ECCLESIA

Subjects on which the body Categories of records

holds records

Financial and accounting Tax returns, invoices, payment receipts, banking
records

Client / Account Operations Subscribing church contact profiles, account

metadata, platform audit logs

Application And Intellectual

Source code, system architecture documentation,
Property

database schema definitions, API keys/ environment
setup

Compliance and Legal Signed Terms of Service, PAIA Manual, Privacy

Notices
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8. PROCESSING OF PERSONAL INFORMATION

8.1 Purpose of Processing Personal Information

Ecclesia processes personal information strictly for the following operational and business
purposes:

e Provision of Application Services: Enabling subscribing churches to record member
check-ins via dynamic QR codes, track service attendance, and manage congregation
records.

o Pastoral Care Analytics: Generating attendance engagement trends, demographic
reporting, and automated alerts for church administrators regarding member engagement.

e Account Administration: Managing subscribing church client accounts, verifying
administrator identity upon login, processing invoices, and delivering platform
communications.

o« System Security & Performance: Maintaining platform operational security, enforcing
Row Level Security (RLS) tenant isolation, troubleshooting bugs, and monitoring cloud
infrastructure performance.

e Legal & Compliance: Complying with applicable statutory obligations under the
Protection of Personal Information Act (POPIA), Income Tax Act, and related South
African legislation.

8.2 Description of the categories of Data Subjects and of the information or

categories of information relating thereto

Categories of Data Personal Information that may be processed

Subjects

Clients/Subscribing

Churches Contact person full name, email address, phone

number, billing address, payment/invoice records, login
details

End-users (church

. Full name, phone number, email address, attendance
members and visitors)

records, check-in timestamps, demographic data,
religious affiliation

Suppliers / Service Names, email address, contact numbers, and banking
Providers details of cloud hosting or third-party infrastructure
providers (eg.. Vercel, Supabase)

8.3 The recipients or categories of recipients to whom the personal information

may be supplied
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Category of personal information | Recipients or Categories of Recipients to

whom the personal information may be

supplied

Account Contact Details and
Application Metadata

Cloud Infrastructure Providers: Vercel Inc.
(frontend hosting) and Supabase Inc. (Database
hosting)

Payment and Billing Records

Payment Processors / Financial Institutions:
Stripe / Paystack / Banking Partners (for invoice
processing and transaction clearance)

Compliance and Tax Records

Regulatory and Statutory Bodies: South African
Revenue Service (SARS) or statutory regulators
(only when required by law or formal legal
summons)

8.4

8.5

Planned transborder flows of personal information

Personal information processed by Ecclesia may be stored ad hosted in cloud
infrastructure located outside the Republic of South Africa (including regions in the
United States and the European Union) via third-party infrastructure providers (Vercel
Inc and Supabase Inc).

Categories of Personal Information Transferred: Subscribing church account contact
details, church administrator login metadata, and congregation attendance check-in
records (including names, contact details, timestamps and related demographic data)

All transborder flows comply with Section 72 of POPIA, ensuring that host infrastructure
providers adhere to strict data protection standards and encryption protocols comparable
to South African legislation.

General description of Information Security Measures to be implemented by
the responsible party to ensure the confidentiality, integrity and availability of

the information

Ecclesia implements modern technical and organizational security measures to protect
the integrity, confidentiality and availability of personal information under its core,
including:

- Row Level Security (RLS): Database-level access control policies (PostgreSQL RLS)
enforcing strict multi-tenant data isolation to prevent cross account access.

- Data Encryption: All data in transit is encrypted using industry-standard TLS/HTTPS
protocols. Data at rest is encrypted using AES-256 within our database
infrastructure.

- Access Control and Authentication: Secure token-based authentication (JWT) for
admin dashboard access with password hashing and session management.

- Infrastructure Security: Automatic SSL certificate renewal, environment variable
isolation for API keys, and serverless edge deployment protection provided via
Vercel and Supabase cloud platforms.

- Data Retention and Deletion: Ability for authorized church administrators to export or
permanently purge tenant data upon request.
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9. AVAILABILITY OF THE MANUAL

9.1 A copy of the Manual is available-

9.1.1 on https://ecclesiaapp.org/
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9.1.2  head office of the Gareth Edwards trading as Ecclesia for public

inspection 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 head of a Gareth Edwards trading as Ecclesia will on a regular basis update this manual.

Issued by

G.Edwards
Gareth Edwards

Sole Proprietor
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