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1. Purpose of this Manual
This manual explains how a person may request access to records held by Make School Click, the trading name operated by MAKE SCHOOL CLICK (Pty) Ltd.
It is intended to assist requesters, parents, guardians, users, service providers and data subjects to understand the categories of records held by the company and the process for requesting access to records or exercising POPIA-related rights.
This manual should be read together with the Privacy Policy, Cookies Policy, Terms of Use, AI Learner Safety Policy, Child Protection and Online Safety Statement, Copyright Policy, Refund and Subscription Policy and Accessibility Statement.


2. Company and Contact Details
Private body: MAKE SCHOOL CLICK (Pty) Ltd, Registration No. 2026/383526/07.
Trading name: Make School Click.
Location: Cape Town, South Africa.
Primary email / PAIA / POPIA contact: makeschoolclick@gmail.com.
Telephone number: not published at this stage; use email unless and until a dedicated business telephone number is added.
Registered office / postal address: 8 Bien Donne Road, Longwood Estate, Pinehurst Durbanville, Western Cape, 7550.
3. PAIA Guide and Prescribed Forms
The Information Regulator publishes a PAIA Guide explaining how to use PAIA and POPIA, as well as prescribed request forms for access to records.
A requester should ordinarily use the prescribed PAIA Form 02: Request for Access to Record, or any updated prescribed form issued by the Information Regulator. Requests may be sent to the Information Officer / Privacy contact at the email address above.
The requester must provide sufficient detail to identify the requested record, the right the requester seeks to exercise or protect, the preferred form of access, the requester's contact details, and proof of authority when the request is made on behalf of another person or learner.
4. Records Automatically Available Without a Formal PAIA Request
The following records may be available publicly, subject to website availability and updates: public website pages, policy documents, product descriptions, pricing/plan pages, publicly available source-and-license information, contact details, and general educational information published on the website.
Publicly available records do not include internal working files, unpublished source notes, draft resources, confidential business records, personal information of learners/users, security records or commercially sensitive information.


5. Categories of Records Held by the Company
The company may hold the record categories listed below. The existence of a category does not mean that every record will be disclosed. Access may be refused, limited or redacted where PAIA, POPIA or another law permits or requires this.
	Subject area
	Examples of records that may be held

	Company and governance
	CIPC registration records, MOI, resolutions, beneficial ownership records, shareholder/director records, and statutory compliance records.

	Finance and tax
	Invoices, receipts, accounting records, SARS records, bank records, payment-provider reports, refund records, subscription revenue records.

	Website and platform operations
	Website pages, Wix configuration records, account settings, system settings, access logs, platform analytics, issue logs, backup records.

	Subscriptions and users
	Account records, plan status, subscription records, cancellation/refund requests, billing references maintained by the payment provider, and user support correspondence.

	Learner and parent/guardian information
	Learner-linked profiles, progress records, quiz activity, learning history, parent/guardian contact and authorisation records, and safety/support interactions.

	Educational content and intellectual property
	Curriculum maps, source registers, licence records, infographics, videos, worksheets, keywords, quizzes, drafts, AI-assisted production notes, review records and blogs.

	Privacy, safety and security
	Privacy requests, consent or authorisation records, incident logs, security alerts, safety reports, investigation notes and access-control records.

	Service providers and contracts
	Provider terms, operator/service-provider records, payment-provider records, hosting and tool subscriptions, contractor agreements and IP assignments.

	Marketing and communications
	Newsletter signups, opt-in/opt-out records, email campaigns, website forms, customer communications and feedback. Social media channels may be added later.

	Legal and compliance
	Policies, legal review notes, PAIA/POPIA records, Information Officer registration evidence, complaints, disputes and takedown/infringement notices.





6. Records Available in Terms of Other Legislation
Records may be held or retained in terms of legislation including, where applicable, the Companies Act, Income Tax Act, Value-Added Tax Act, Electronic Communications and Transactions Act, Consumer Protection Act, Basic Conditions of Employment Act, Protection of Personal Information Act, Promotion of Access to Information Act, Copyright Act, Trade Marks Act and other laws that may apply to the business as it develops. This list is not exhaustive.
7. How to Make a PAIA Request
Use the prescribed PAIA Form 02 or a written request containing substantially similar information.
Send the request to the Information Officer / Privacy contact at makeschoolclick@gmail.com.
Identify the record clearly, provide the requester's contact details, explain the right to be exercised or protected, state the preferred form of access, and include proof of authority where requesting on behalf of another person or learner.
Respond promptly to any request for identity verification, proof of parental/guardian authority, further particulars, or payment of prescribed fees where applicable.
Make School Click will consider the request in accordance with PAIA, POPIA and other applicable laws. Access may be granted, refused, granted in part, or provided in redacted form.
8. Requests Involving Learners or Other Persons
Where a request relates to a learner or another identifiable person, Make School Click may require reasonable verification of identity, parental or guardian authority, or other authority to act before disclosing records.
The company may redact third-party personal information, safety information, security information, confidential communications or other protected material where disclosure would be inappropriate or unlawful.
9. Grounds on Which Access May Be Refused or Limited
Access may be refused or limited where permitted or required by law, including to protect the privacy of another person, confidential information of third parties, commercial information, intellectual property, safety or security records, privileged legal communications, research or operational records, or records that cannot reasonably be found after a proper search.
Where only part of a record is protected, Make School Click may provide access to the remainder of the record where lawful and practical.


10. Fees
Prescribed PAIA fees may apply where permitted by law and current regulations. Where a fee is payable, the requester will be informed before access is provided.
Make School Click may waive or reduce fees where it considers this appropriate, but this does not create a general entitlement to free access beyond what the law requires.
15. Complaints and Escalation
If a requester is dissatisfied with the response, they may first contact the Information Officer so the matter can be reviewed internally.
A requester or data subject may also lodge a complaint with the Information Regulator (South Africa), where permitted by law.
16. Availability and Updates
This manual should be made available on the Make School Click website and may also be provided on request and is published on the website.
Make School Click may update this manual to reflect changes in the business, platform, records, service providers, laws or Information Regulator guidance.
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