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1.1

1.2

INTRODUCTION

The Promotion of Access to Information Act, No 2 of 2000 (“the Aef™) was enacled an 3
February 2000, giving effect to the constitutional righ of access to any information held by the
State and auy information that iz beld by another person and that is required for the exercise or
protection of any rights. Where 3 request is made in terms of the Act, the body to whom the
request is made 15 obliged 1o release the information, cxcept where the Act expressly provides
that the infarmation may or must not be released. The Act sets ont the reguisite procedural

1ssues attached o anch request.
PURPOSE OF THE MANT AL:

In order to promote effective povernance of private bodies, it is necessary to ensure hat
everyone is empowered and educated to understand (heir rights in terms of the Act in order for

them {0 exercise Lheir rights in relalion to public and private bodies.

section & of the Act however recognises that such tight o scccss to informaton cannot be

unlimited and should be subject to justifiable limitgti ons, including, bur not limited to;
» Limications aimed at the reasonable proleetion of prh-‘ac’-y;

* Commercial confidentiality; and

»  Effective, efficient and good governance;

and in a manner which balances that right with any other rights, including such rights contained
im the Bill of Rights in the Constimtion.

Wherever reference is made to “Private Body ™ in this manual, it will refer 1o BASFOUR 2263
CC TAA ROG HOLLOW COUNTRY LODGE, a close corporation private body which aperaies
in the hotel indusiry, for which this manual s drafted.

Wherever reference is made to a “doeument” or “record”, it shall nclude such docurnents or

records that are stored vn a computer or in any form of slectronic format (preccdent neluded).
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PARTI

CONTACT DETAILS
Information Officer:  ANDREW WARWICK FERMOR
Postal address; P 3 Box 503, Plettenberg Bay, 6600
Physical Address: Hog Hollow, Ascop Road, The Crags, Flettenberg Bay
Tel: (044} 334 8§79
Fax: {044) 334 8879
Email address: infogihog-hollow.com
GENERAL INFORMATION
Name of Private Body: BASFOUR 2263 CC T/A HOG HOLLOW COUNTRY LODGE
Head af Private Body: A W FERMOK
Registration No: CK NG 1992/15497/23
vat Registration Mo, 4740135930
Poatal Address: PO Rox 503, Pletienberg Bay, 6600

Physical Addresa {or main place of husiness); Hog Hollow, Ascop Road, The Crags,
Plettenbery Bay

‘I'elephone Number: (044) 534 8379
Facsimile number: {044) 534 BETS
E-tnail address: info@hog-hollow. com

Website: wew. hog-hollow com
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3 GUIDE OF SOUTH AFRICAN HUMAN RIGHTS COMMISSION

‘Ihe South African Human Rights Commission has al the date of printing hercof not yet compiled the
mude conlemplated in Section 10 of the Act The guide will contain such information as may
reasonably be regquired by a person whe wishes to excreige any right contemplated in the Acl Any
encuinies rejgarding this puide should be directed tor

3.1

The Sowth African HUMAN RIGHTS COMMISSION,
it PATA Inif {THE RESEARCH AND DOCUMENTATION DEPARTMENT},
Private Bag X2700, HOUGHTON, 2041,
Teleplione Number: (011} £84-8300;
Facsimile Number: (011) 484-13610;
Website: wiww, sqhrc, org.igs
E-mail Address: PIAXgsehroorg o,
PART IIT
RECORDS OF TIIE PRIVATE BODY

This clanse serves as a reference o the records that the Private Body holds in order tw [acilitate a
requeslin tetms of the Act.

The inforrmatien is classified and grouped according 1o records relating to the following subjects
aml calegories:

Ii ig recorded that the accessibility of the documents listed hersin below, may be subject to the
grounds of refiisal set out hereinatter or as provided for in the Act.

The head of the private body may, in addition and on a woluntary basis, also publish notices in
lerms of Section 52(2) of the Act regarding catepories of records which are available withoul a
person having Lo request access in terms of the Act.

PRIVATE BODY DOCUMENTS AND RECORDS

INCORPORATION DOCUMENTS AND RECORDS

Close Corperation toeords and documents of incorporation inchuling secretarial

and statutory information
FINANCIAL DOCUMENTS AND RECORDS

Regional Services Cooneil records
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3223

3224

32125

32246

3227
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32212

32213

32214

32213

32216

32217

3231

3232

3233

3234

Yat records

Tax records

PAYT records

LTF records

Stock records

Assct mventory

Asret register

Iovoices

Ionthly statemenis

Debit nofss

Credit notes

Chogne Account / Cutrent Account records and staterents

Call Acconut records and siatements

Cash records

Financial reporting records including annnal financial statcments and VAT reports

General financial documcnts including VAT documentation

Pleasc note —the above documents may be available from the bookkeeper f

acconntant's office

OFERATIONAL DOCUMENTS AN} RECORDS

Minntes of management meetings

Coods received vouchers

Goods returned vouchers

Promational material



3233 Written policies regarding business plan

3236 Written preduct [ service specifications

3237 Permits, licences, consents, approvals, anthorisations, applications and rogistrations
3238 Product / service manmals / Charts of Account

3239 Dutlabase of custormers

323 lﬂ. Cuglomer arrivai forms

32301 Comespondence with customiers

32312 Cusbomer aceount reconds

32313 Records with regards to sales including oceupancy records
32314 ~ Drice lists

12315 Records relating to customer camplaints / assessments
32316 Legal and insurance records and comrespondence

12317 Luvironmental impacts, assedsments and reports

These records inclade, but are not limited to records which pertain to the Privale
DBody's own affairs.

3.24 HUMAN RESOURCES DOCUMENTS AND RECORDS

Persomul records provided by emplovees and other records incloding but net Limited to:

3241 Frpoyment contracts ¢ Tetters of appointment
32432 Salary adwvice slips / Remuneralion records
3243 Curricnhun Yitae

3244 Leave records

3245 Records relaline Lo inereases

J24.6 Disciplinary codes, procedures and records



LA ‘Traiting records

3248 SETA tecords

3.24.9 Attendance register

32410 Unemployment insurance records

3.2411 Krcords relating o deductions stanttory or otherwise
32412 Minutes of staft meetings

3.2.4.13 ldentification records

“Empluyees " refers to any person who wotks for, or provides services Lo or on behall of
the Privatc Rody, and roceives ot is entitled to receive remmneration and any other person
who assists in carrying out or conducting the business of the Private Body. This includes,
without limitation, members, all permanent and limited duration staff,

325 SAFETY RECORDS

3251 Records relating to {ncidents in the workplace

3.25.2 Records of corrective action

3253 Compensation for Occupational Injurics and Dizesses” records

3.254 Cuality control test results

3246 INFORMATION TECHANOLOGY RECORDS

3261 Software licences

3262 Software programres

3.2.63 Software applications

3.2.64 Computer generated databases inchiding databuses relating to lonrs and guesLs
3265 Internet connectivity reports

3.2.7 RECORDS REQUIRED IN TERMS OF LEGISLATION

3271 The private bedy from time Lo time may kecp and have available certain records in

ternts of inter atia the following legislation:-
22711 Labour Relationsz Act 6G of 1095

32712 Ernplevment Equity Act 55 of 1998

[+



32013

J2T14

32713

327 le

32T

327138

327148

327110

32711

13712

327113

127114

327115

32T 16

328

3281

J2.82

Bagie Conditioms ol Emplayinent Acl 75 ol 1997

Compensation for CGccupational Injurics and Disgases Act 130 of 1993

Occupational Health & Safety Act B3 of 1993

Repional Services Councils Act 109 of 1985

Constitution of SA Act 108 of 1996

Unemployment Insurance Act 63 of 2001

South Alncan Beserve Bank Act %0 of 1959

Walue Added Tax Act 89 of 1991

Skills Davelopmenl Ael 9 of 1999

Ineome Tax Act 58 of 1962

Close Corporation Act

Environment Conservation Act 73 of 1959

Liguor Act 27 of |939

Water Services Act 108 of 1997

Reference to the above-mentioued legislation shall include subzequent amendments
to such legislation and all relevant sections within such lepislation in terms of

which the private body holds records.

OTHER FARTY RECORDS

Employee, customer or Private Body records which are held by another party {(eg
accountants or rarketing agent), as opposed to the records held by the Private
Body itself;

Records held by the Prvale Body pertaining to other partics, including without
limitation, finaneial records, comrespondence, contractial and transactonal records,
reeords prowdded by the other party, and records third panties have provided.




PART IV

4 GROUNDS FOR REFUSAT, OF ACCESS TO RECORDS

The main grounds for the Private Body to refuse a request for information telates o the -

4.1 mandatory protection of the privacy of o third party who is a patural person, which would
irrvolve the unreasonable disclosure of personal information of that natural person;

4.2 tnandatory protection of the comnmercial information of a third party, if the record contains —
4.2.1 trade secrets of that third party;
4,22 financial, commercial, scientfic or technical imformation which disclosure could likely

cause harm to the financinl or commercial interests of that third party;

423 information disclosed in confidence by a third party o the Private Body, if the disclosure
could put that third party at a disadvantage in negotiations or commercial competition;

43 mandalory protection of confidential information of third parties if it is protected in temms of any
agTrrment;

4.4 mandatory pratection of the safety of individuals and the prolection of property;

4.5 mandatory protection of records which would be regarded #z privileged in legal proceedings,

4.6 the comumercial activites of the Private Body, which may melude —

4.6.1 trade secrats of the Private Body,

462 financial, commicreial, seienfific or technieal inlemmation which disclosore of could likely

cause harm to the financial ar cnnmereial interests of the Privale Body,

4.63 infurmation which, i discloged could put the Private Body at a disadvaotage I
negolislions or commercial competilion,

4.6.4 a computer program which is owncd by the Privale Body, and which is protected by
copyight
4.7 the research mformation of the Private Body or a third party, if it disclosure would diseloze the

identity of the Private Body, the tesearcher or the subjcct matter of the research and would place
the research at a serious disadvantage;

4.8 Bequests for mformation that arc clearly fovelous or vexatious, ot which involve an
unreasonable diversion of resources shall be refused

5 REMEDIES AVAILLABLE WHEN A PRIVATE BODY REFUSES A REQUEST FOR
INFORMATION

5.1 INTERNAL REMEDIES

The Private Body does not have an internal appeal procedure. As such, the decision made by
the information officer is final, and requesters will have to cxcreisc surh extemal remedies at
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EXTERNAL REMEDIES

A requester that is dissatistied with an mformativon officer’s refusal to discloge tformation, may
wilhin 30} days of notiffcation of the decision, apply {0 a relevam Court for relief,

Likewise, a third party dissatisfied with an information officer’s decision (o grant a request for
informetion, may within 30 days of notification of the decision, apply to a Court for refief. ¥For
purposes of the Act, the Cowls thar have Jutisdiction ever these spplications are the
Constitutional Court, the High Court or another court of simmilar st

REQUEST PROCEDLURE

The requester must comply with al] the procedural requiremnents contained in the Act Telaling 1o
the request for access to a record,

The requester must complete the preseribed fovm enclosed hercwith in Appendix 1, and submir
same a5 well as payment of 4 request fee and 3 deposit, if applicable to the Information Officar
at the postzl or physical address, fax numher or electronic mail address as stated in 2.1 or 2.2
ghove,

The prescribed form must be filled jn with coough particularity to at least enahlo the
Inforation Officer 1o 1dentify —

The record or records Tequesied:

The identity of fhe requedler,

Which form of access is tequired, if the request is granted;
The postal address or fax nymber of the reqnester.

The requester mmst state that hofshe requites the information in order to exercise o protect a
tight, and clearly state what the nature of the right is 5o to be exercised ar pretected. In addition,
the requester nyst clearly specify why the recosd i NEcessiry w0 exercise or protect such a ni cht.

The Private Body will process the request within 30 days, unless the requester has stated spocial
reasons which would satisty the Information officer that circumstances dictate that the ahove
time penods not be complied vith,

The requester shall be infunmed whether access granted or depied. I, i addition, the requester
requires the reasons for the decision in atty other manner, he/she must state the marner andg the
particulars so reguired.

If & request is made om behalf of another person, then the requester niust submit proof of the
capacity in which the requester is makine the request to the reasonable satisfaction af the
information oflicer,

If ar individual is unable 10 complete the proscribed form because of liliteracy or disability, such
4 person may make the request orally.

The requester must pay the prescribed fee, before any farther processing can take place,




7  ACCESS TORECORDS HELD BY THE PRIVATE BODY

71 Becords held by the Private Body may be accessed by requests only once the prerequisite
requiremunis for access have becn met.

72 A Tequester is any person making a request for access 1o a record of the Private Body. There are
two types of teguesters:

7.2.1 PERSONAL REQLESTER

7.2.1.1 A personal requester is a requester who s secking access to a record comtaining
personal information about the requester,

7212 The Privaie Body will voluntarily provide the requested information, or give access
ta any record with regard to 1he requester’s persomal information,  The prescribed
fee fur reproduction of the infurmalion requested will be charged.

7.21.2 OTHER REQUESTER

7.2.2.1 This Tequaster {other than a personal requester) is entitled (o request access Lo
information on thind parties, However, the Private Body is not obliged to
voluntarily grant access. The requester must fullil the prerequisite Toquirernents for
aeess in terms of the Act, including fhe payment of a request and access fee.

8 FEES

8.1 The Act provides for two types of fees, namely:

#.1.1 A roquest [ee, which will be a standard fee; and

132 An aceess fee, which must be calculated by taking inte account reproduction eosts, search

and propatation time and cost, as well as postal costs.

8.2 When the request i3 received by the lnifermation Officer, such officer shall by notice require the
requaster, other than a persenal requester, Lo pay the prescribed request fee (it any), belore any
fimther proccssing ol the request.

83 If the scarch (ot the record has been made and the preparation of the record [or disclosure,
including srrangement to make it available in the requested lorm, requires more than the hours
prescribed in the regulations for this purpose, the information officer shall notify the requester to
pav as a deposit the prescribed portion of the Access fee which would be payable if the request
14 granted.

8.4 The mformation officer shall withhold a record untl the requester has paid the fees as indicated
in Appendix 2.

B85 A requester whose request for access 1o a record has beon pranted, must pay #n access fee Tor
reproduction and [or search and preparation, and for any time reasonably required in excess of
the prescribed hours lo search for and prepare the record for disclosure includmg making
arrangements to make il available in the request form.

8.8 If a deposit has been paid in respect of a tequest for access, which is refnsed, then the

informution officer concerned must tepay the deposit 1o the requester.

10



9  DECISION

2.1 The Private Body will, within 30 days of receipt of the request, decide whether to grant or
decline Lhe request and give notice with 1easoms (il required) to that effect.

03 The 30 day period with which the Private Body has to decide whether to grant o teluse the
request, may be extended for a further period of not more than thirty days if the requesl is for a
large amount of information, or the request Tequires & search for information held at anoihet
office of the Private Body and the mformation cannot reasonably bs obtained within the original
3 day period. The Private Body will netify the requester in writing should an exiension be
gought.

10 AVAILARILITY OF THE MANUAL

101 Thig manual is made available in tenms of Regolation Numnber R. 187 of 15 February 2042
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