
PAIA
 REQUEST-HANDLING PROCESS
Promotion of Access to Information Act, 2000 (Act No. 2 of 2000)



SUBMISSION OF THE REQUEST

TYPES OF PAIA REQUESTS

PERSONAL PAIA REQUESTS

THIRD-PARTY PAIA REQUESTS

RETRIEVAL OF RECORDS

1.	 All the request must be submitted to the Head Office  Department of Health  PAIA Office.
2.	 Requests may be submitted via:

•	 Email (PAIA@dhsd.limpopo.gov.za) 
•	 Hand delivery( 18 College Street, Polokwane) 
•	 Postal services (X9302, Polokwane, 0700) 

After the Helpdesk receives the request, they will check whether it complies with all requirements. If 
everything is in order, the Helpdesk will forward the request to the PAIA Coordinator responsible for the 
mentioned hospital.

PAIA requests received by the department fall into two categories:
1.	 Personal Requests 
2.	 Third-Party Requests (attorneys/representatives)

Definition: A personal request is submitted by the individual who is requesting access to his/her 
own information.
Required Supporting Documents:

•	 Form 2 (PAIA Request Form)
•	 Certified Copy of the Applicant’s ID

Definition:
A request made by attorneys or representatives acting on behalf of a client or Family member.
Required Supporting Documents:

•	 Request Letter from the Attorney/Representative
•	 Special Power of Attorney (SPOA)
•	 Consent Letter from the client
•	 Form 2
•	 Certified Copy of the Client’s ID
•	 Certified Copy of the Attorney’s ID
•	 Medical Request Form (if applicable) 

On the behalf of the family member
Required Supporting Documents:

•	 Consent Letter from the client(in the form of Affidavit)
•	 Form 2
•	 Certified Copy of the Client’s ID
•	 Certified Copy of the Attorney’s ID
•	 Medical Request Form (if applicable)

On the behalf of the Public body or Private body
Required Supporting Documents:

•	 Form 2
•	 Certified Copy of the Client’s ID
•	 Certified Copy of the Attorney’s ID
•	 Medical Request Form (if applicable)
•	 Consent Letter 

1.	 The PAIA coordinator  contacts the relevant district office, Records  manager, health facility, or 
directorate to retrieve the requested records.

2.	 The responsible unit must search, compile, and submit the records within the internal timeframe set 
by the PAIA act.

3.	 If records cannot be found, a Record Not Found or do not Exit  Affidavit must be submitted.(Section 23)
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